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<date>


To:
<Employee>

From:
<HR Center>

Re:
Multi-Location Appointment at <Host Location>

This is to confirm your Multi-Location Appointment with <host location>, effective <start date>, your Host location, at <% time> effort.  Unless your host location elects to end your appointment earlier, your Multi-Location Appointment will end automatically on <end date> and you will return to LBNL at your current LBNL appointment percentage.

Your UC retirement and health and welfare benefits will continue to be coordinated through LBNL, your home location.  If you have any questions about this, contact the LBNL Benefits Office at (510) 486-6403. Your sick leave and vacation leave accruals and your paid holidays will continue to be as provided under LBNL personnel policy for your time at the host location.  For your information, vacation accrual rates <and/or> <the number> <and/or> dates of paid holidays at <Host Location> are <the same> <not the same> as those provided under LBNL personnel policy.

Time reporting for your Multi-Location assignment is done through LBNL’s LETS system.  Your resource analyst will email you with the account number for your assignment once it has been set up in the financial system.

If you have any questions please call me at <HR representative phone #>.

c:
<supervisor>


<Division Director>


<Resource Analyst>

