LBNL INTERNAL STEPS FOR PROCESSING

NEW MULTI-LOCATION APPOINTMENTS

Where LBNL = Home; UC Campus = Host

	WHO
	WHAT

	Employee
	Notifies Human Resources Center  (HR) of proposed Multi-Location Appointment

	Human Resources Center
	· Confirms that proposed appointment is a non Work-For-Others project

· Sends LBNL Multi-Location Appointment Request Form and Multi-Location Appointment Guidelines via email to employee (or directs employee to web site) to initiate appointment process



	Employee
	· Completes LBNL Multi-Location Appointment form

· Contacts Division resource analyst to obtain cost estimate (cost of effort + payroll burden only)

· Notes cost estimate on the form

· Obtains resource analyst, supervisor and Division Director approval

· Sends signed Multi-Location Appointment Request Form to Human Resources



	Division Resource Analyst
	· Estimates cost of appointment

· Includes cost of direct effort and payroll burden

· Anticipates and reflects pay increases and rate changes in estimate

· Provides estimate to employee

· Signs off on Multi-Location Appointment Request Form


	Human Resources Center


	Sends signed LBNL Multi-Location Appointment Request Form via FAX to UC campus 



	UC Human Resources
	· Initiates UPAY560T, obtains signatures, forwards original to LBNL Human Resources Center

· Coordinates establishment of PO by UC campus department



	Human Resources Center


	Receives UPAY560T from UC, obtains approvals/signatures and distributes:

· Original – Employee Personnel File

· Copy – FSD/Accounts Receivable (937-400)

· Copy – Division resource analyst



	Human Resources Center


	Receives original Purchase Order (PO) from UC campus and distributes

· Original – forwards to Division Resource Analyst

· Copy – HR Center

· Sends Multi-Location Appointment Confirmation Letter to employee & cc’s



	Division Resource Analyst
	· Receives  and signs original PO for campus appointment

· Establishes new project id in FMS for each campus appointment PO

· Project should be set up (in Requested status) as a child to the Division’s org burden 

· Send email to Cost Accounting informing them that the requested project is a Multi-Location Appointment

· Cost Accounting will change project status to Open

· Effort costs will only be assessed payroll burden
· Notifies employee and timekeeper of project id to use in LETS to capture appointment effort

· Forwards original PO to FSD/AR along with project id that will be used to capture costs

· Keeps copy of PO

· Notifies UC location staff regarding contractual issues (i.e., funds are low, salary changes, payroll burden changes, etc.).



	Division Resource Analyst (cont.)
	· Closes project when appointment is complete

· At fiscal year end, the Div Resource Analyst may need to accrue for reimbursements that are owed the Lab but not yet received.

· 

	FSD/Budget
	· Opens new project as requested by Division

	FSD/Accounts Receivable
	· Receives original PO and project ID from Division resource analyst

· Invoices UC campus as necessary based on costs/hours recorded on project

· Applies payments and follow-up on outstanding balances



	Employee
	· Reports time in LETS with appropriate project id

· Notifies HR Center and Division resource analyst of any anticipated changes needed (extension, etc.)
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