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APM 390: Policy ProvisionsAPM 390: Policy Provisions

!! 390390--17:17: Appointment termsAppointment terms
!! 390390--18:18: Salary & Stipend LevelsSalary & Stipend Levels
!! 390390--19:19: FullFull--time effort time effort -- 100% requirement100% requirement
!! 390390--21:21: Notices of appointmentNotices of appointment
!! 390390--25:25: Annual reviewsAnnual reviews
!! 390390--40, 40, --45 & 45 & --50:50: Grievances, Layoffs & Grievances, Layoffs & 

TerminationsTerminations
!! 390390--60, 60, --61:61: Sick Leave & TimeSick Leave & Time--offoff
!! 390390--75:75: RetirementRetirement



Employment PaperworkEmployment Paperwork

!! The following forms will The following forms will 
have to be collected from have to be collected from 
all scholars before the all scholars before the 
appointment is processed appointment is processed 
in the system.in the system.

!! Forms are available Forms are available 
online at: online at: 
http://www.payroll.ucla.edu/fhttp://www.payroll.ucla.edu/f
orms/formsfrm.htmorms/formsfrm.htm

U5605U5605

UC W8UC W8--Ben Ben 
(NR)(NR)

UPAY 830UPAY 830

UC W4 or UC W4 or 
W4W4--NRNR

UPAY 585UPAY 585
II--99



Postdoctoral Scholar Benefits Postdoctoral Scholar Benefits 
Plan Enrollment (UC PSBP)Plan Enrollment (UC PSBP)
!! As part of the hiring process, the scholar will need to As part of the hiring process, the scholar will need to 

complete the online enrollment & beneficiary forms to complete the online enrollment & beneficiary forms to 
secure the PSBP coverage.secure the PSBP coverage.

!! The online forms are accessed via: The online forms are accessed via: http://www.garnetthttp://www.garnett--
powers.com/postdoc/enrollment.htmpowers.com/postdoc/enrollment.htm

!! Once completed, the scholar prints the forms and Once completed, the scholar prints the forms and 
submits to the department for processing in the PPS.submits to the department for processing in the PPS.

!! Once processed, both forms should be mailed to the Once processed, both forms should be mailed to the 
CHR benefits representative.CHR benefits representative.



Postdoctoral Scholar Postdoctoral Scholar 
Titles & Title CodesTitles & Title Codes

UC Staff & UC Staff & 
Faculty Faculty 
H&WH&W

WagesWagesREGREG32403240Postgraduate Postgraduate 
ResearcherResearcher

PHASEPHASE--OUTOUT

UC PSBPUC PSBPNo UCLA No UCLA 
incomeincome

PDWPDW32543254Postdoctoral Postdoctoral 
Scholar Scholar ––

Paid DirectPaid Direct

UC PSBPUC PSBPStipend:Stipend:
Scholarship/Scholarship/
FellowshipFellowship

PDWPDW32533253Postdoctoral Postdoctoral 
Scholar Scholar ––

FellowFellow

UC PSBPUC PSBPWagesWagesREGREG32523252Postdoctoral Postdoctoral 
Scholar Scholar ––
EmployeeEmployee

Benefits Benefits 
EligibilityEligibility

Income TypeIncome TypeDOS CodeDOS CodeTitle CodeTitle CodePayroll TitlePayroll Title



Postgraduate Researchers Postgraduate Researchers 
(PGR)(PGR)
!! The Postgraduate Researcher title (TC 3240) is being The Postgraduate Researcher title (TC 3240) is being 

retired as of January 1, 2005.retired as of January 1, 2005.

!! Only those postdoctoral scholars who were appointed Only those postdoctoral scholars who were appointed 
in this title code prior to January 1, 2005, which in this title code prior to January 1, 2005, which 
qualifies them for UC Staff & Faculty H&W benefits, qualifies them for UC Staff & Faculty H&W benefits, 
may continue and be reappointed in title code 3240.may continue and be reappointed in title code 3240.

!! All existing PGR “supplements” for 3253/54 categories, All existing PGR “supplements” for 3253/54 categories, 
which exclude the appointee from eligibility for UC which exclude the appointee from eligibility for UC 
Benefits, must be moved to the 3252 title code Benefits, must be moved to the 3252 title code 
effective January 1effective January 1stst..



Postgraduate Researchers Postgraduate Researchers 
(PGR)(PGR)
!! The provisions of APM 390 apply to The provisions of APM 390 apply to 

Postgraduate Researchers, as well, with the Postgraduate Researchers, as well, with the 
exception of:exception of:
–– 390390--60:60: Sick LeaveSick Leave
–– 390390--61:61: TimeTime--offoff
–– 390390--76:76: Benefit PlansBenefit Plans

!! All other provisions apply.All other provisions apply.
!! Note, however, that payroll coding will not Note, however, that payroll coding will not 

change for the PGR 3240 title.change for the PGR 3240 title.



PHIR: The postdoc bundlePHIR: The postdoc bundle

Insurance ChargingInsurance ChargingEUCIEUCITax InformationTax InformationETAXETAX

Dependent DataDependent DataEDEPEDEPEmployee Personal Employee Personal 
Data 2Data 2

EPD2EPD2

Insurance EnrollmentInsurance EnrollmentEINSEINSAlien InformationAlien InformationEALNEALN

Personnel Personnel 
MiscellaneousMiscellaneous

EPEREPEREmployee Personal Employee Personal 
DataData

EPD1EPD1

Appointment & Appointment & 
DistributionDistribution

EAPPEAPPAddress InformationAddress InformationEADDEADD

Check/Surepay Check/Surepay 
DistributionDistribution

ECHKECHKEmployee Employee 
IdentificationIdentification

EEIDEEID



EEID: Employee IdentificationEEID: Employee Identification

!! The employee identification screen is used to The employee identification screen is used to 
enter the postdoctoral scholar’s full name (as it enter the postdoctoral scholar’s full name (as it 
appears on the SSN card) and date of birth.appears on the SSN card) and date of birth.

!! The University Identification Number (UID) The University Identification Number (UID) 
will be assigned if the scholar was not already will be assigned if the scholar was not already 
assigned one as a former student or former assigned one as a former student or former 
employee of UCLA.employee of UCLA.





EADD: Address InformationEADD: Address Information

!! The employee address data screen is used to The employee address data screen is used to 
enter the postdoctoral scholar’s home and enter the postdoctoral scholar’s home and 
campus addresses.campus addresses.

!! If inputting a foreign address, please use the If inputting a foreign address, please use the 
proper format and include complete address proper format and include complete address 
information, including province codes for information, including province codes for 
Canadian residents and postal codes for all Canadian residents and postal codes for all 
countries.countries.







EPD1: Employee Personal DataEPD1: Employee Personal Data

!! The employee personal data 1 screen is used to input The employee personal data 1 screen is used to input 
gender, ethnicity, veteran/disability status, citizenship gender, ethnicity, veteran/disability status, citizenship 
and student status information.and student status information.

!! If the appointee is a nonIf the appointee is a non--citizen, you must complete citizen, you must complete 
the EALN screen, which follows.the EALN screen, which follows.

!! Student status should be entered as “1,” since all Student status should be entered as “1,” since all 
postdoctoral scholars are considered nonpostdoctoral scholars are considered non--degree degree 
candidates.candidates.





EALN: Alien InformationEALN: Alien Information

!! The alien information screen is used to input U.S. nonThe alien information screen is used to input U.S. non--
resident alien information, including visa status, date resident alien information, including visa status, date 
of entry and country of citizenship.of entry and country of citizenship.

!! The Payroll Office will be responsible for determining The Payroll Office will be responsible for determining 
tax treaty eligibility for all titles entered on EDB.  tax treaty eligibility for all titles entered on EDB.  

!! For the 3253 appointees, a UC W8For the 3253 appointees, a UC W8--Ben with a copy of Ben with a copy of 
the Ithe I--94 and the fellowship tax treaty packet, if 94 and the fellowship tax treaty packet, if 
applicable, must be submitted with the fellowship applicable, must be submitted with the fellowship 
award transmittal to the Graduate Division.award transmittal to the Graduate Division.



EALN: Alien Information for EALN: Alien Information for 
Title Code 3252Title Code 3252
!! Required forms relevant for wage payments:Required forms relevant for wage payments:

–– UC W8UC W8--Ben with IBen with I--94 and DS94 and DS--2019, I2019, I--20 or I20 or I--797797
–– Tax Treaty Statement Tax Treaty Statement –– Income Code 19 with Income Code 19 with Form 8233Form 8233

!! Tax treaty eligibility takes effect 10 days after Payroll Tax treaty eligibility takes effect 10 days after Payroll 
Services remits forms to the IRS.Services remits forms to the IRS.

!! The departmental EDB Preparer will be contacted by The departmental EDB Preparer will be contacted by 
Mike Sattin regarding appropriate tax treaty coding for Mike Sattin regarding appropriate tax treaty coding for 
the EALN screen.the EALN screen.



EALN: Alien Information for EALN: Alien Information for 
Title Codes 3253 & 3254Title Codes 3253 & 3254
!! Required forms relevant for PDW appointment:Required forms relevant for PDW appointment:

–– UC W8UC W8--Ben with IBen with I--94 and DS94 and DS--2019, I2019, I--20 or I20 or I--797797
–– Tax Treaty Statement Tax Treaty Statement –– Income Code 15Income Code 15

!! Tax treaty eligibility takes effect immediately after Tax treaty eligibility takes effect immediately after 
Payroll Services has reviewed and approved Payroll Services has reviewed and approved 
documentation.documentation.

!! The departmental EDB Preparer will be contacted by The departmental EDB Preparer will be contacted by 
Mike Sattin regarding appropriate tax treaty coding for Mike Sattin regarding appropriate tax treaty coding for 
the EALN screen.the EALN screen.





EPD2: Employee Personal Data 2EPD2: Employee Personal Data 2

!! The employee personal data 2 screen is used to input The employee personal data 2 screen is used to input 
oath & Ioath & I--9 signature dates and education level codes.9 signature dates and education level codes.

!! All postdoctoral employees, fellows and paidAll postdoctoral employees, fellows and paid--directs directs 
must complete all hiring documents.must complete all hiring documents.

!! Education level: Education level: DD; indicate last two; indicate last two--digits of year digits of year 
degree was awarded.  degree was awarded.  
–– Please keep in mind the policy permitting no more than ten Please keep in mind the policy permitting no more than ten 

years since awarding of the degree.years since awarding of the degree.





ETAX: Tax InformationETAX: Tax Information

!! The tax information screen is used to input The tax information screen is used to input 
withholding allowances taken from the withholding allowances taken from the 
scholar’s Wscholar’s W--4, or W4, or W--4 NR.4 NR.

!! WW--4/W4/W--4 NRs need to be collected from all 4 NRs need to be collected from all 
three categories of postdoctoral scholar.three categories of postdoctoral scholar.





ECHK: Check/Surepay ECHK: Check/Surepay 
DispositionDisposition
!! The check/surepay disposition screen is used to The check/surepay disposition screen is used to 

indicate disbursement of monthly salary via electronic indicate disbursement of monthly salary via electronic 
deposit or mail.deposit or mail.

!! The 3253 postdoctoral fellow category should The 3253 postdoctoral fellow category should 
complete the Bruin Direct application for electronic complete the Bruin Direct application for electronic 
deposit of their monthly stipends, which is processed deposit of their monthly stipends, which is processed 
through the Main Cashier’s.through the Main Cashier’s.





EAPP: Appointments & EAPP: Appointments & 
DistributionsDistributions
!! The appointment and distribution screen is used to input the The appointment and distribution screen is used to input the 

appointment type and funding mechanisms.appointment type and funding mechanisms.

!! The 3252 employee title is set up with regular pay (REG DOS The 3252 employee title is set up with regular pay (REG DOS 
code).code).

!! 3253/54 titles must be set up with a with3253/54 titles must be set up with a with--out salary appointment out salary appointment 
(PDW DOS code).(PDW DOS code).

!! When processing existing 3253/54 appointments with begin dates When processing existing 3253/54 appointments with begin dates 
before 1/1/05, input 12/1/04 as the PPS appointment begin date, before 1/1/05, input 12/1/04 as the PPS appointment begin date, 
which is required in order to capture them in the January which is required in order to capture them in the January 
enrollment file and complies with Ienrollment file and complies with I--9 form regulations.9 form regulations.



Payroll System CodingPayroll System Coding

No timesheetNo timesheetWWTime ReportingTime Reporting

MonthlyMonthlyMOMOPay SchedulePay Schedule

100% time100% time1.001.00% Time% Time

No vacation or sick No vacation or sick 
leave accrualsleave accruals

NNLeave AccrualLeave Accrual

12/1212/12Appt. Basis/Pd OverAppt. Basis/Pd Over

AcademicAcademic55Appointment TypeAppointment Type

TranslationTranslationValueValueData FieldData Field





EPER: Personnel MiscellaneousEPER: Personnel Miscellaneous

!! The personnel miscellaneous screen is used to The personnel miscellaneous screen is used to 
input the benefits eligibility indicator (BELI) input the benefits eligibility indicator (BELI) 
code, which for titles 3252 code, which for titles 3252 –– 54 is “P.”54 is “P.”

!! It is also used to indicate date of hire and the It is also used to indicate date of hire and the 
employee relations code, which for all employee relations code, which for all 
postdoctoral titles is “E” and translates into postdoctoral titles is “E” and translates into 
“All others “All others –– not confidential.”not confidential.”





EINS: Insurance EnrollmentEINS: Insurance Enrollment

!! The insurance enrollment screen is used to The insurance enrollment screen is used to 
enter the medical, dental and vision plan enter the medical, dental and vision plan 
selections.  3252selections.  3252--54 are only eligible for the 54 are only eligible for the 
UC PSBP H&W Plans.UC PSBP H&W Plans.

!! EINS:EINS:

P5P5VisionVision
P4P4Dental PPODental PPO
P3P3Dental HMODental HMO
P2P2Medical PPOMedical PPO
P1P1Medical HMOMedical HMO

PPS CodePPS CodePlanPlan





EDEP: Dependent DataEDEP: Dependent Data

!! The dependent data screen is used to identify The dependent data screen is used to identify 
eligible dependents for enrollment in the eligible dependents for enrollment in the 
postdoctoral scholar benefits plan.postdoctoral scholar benefits plan.

!! Include name, relationship, gender, SSN and Include name, relationship, gender, SSN and 
date of birth for each eligible dependent.date of birth for each eligible dependent.





EUCI: PSBP ChargingEUCI: PSBP Charging

!! For 3253/54 categories, charging for the health insurance For 3253/54 categories, charging for the health insurance 
premiums will be done through EUCI.premiums will be done through EUCI.

!! Departments specify the amount in percentages to charge to Departments specify the amount in percentages to charge to 
departmental full accounting units.departmental full accounting units.

!! PPO deductions, voluntary longPPO deductions, voluntary long--terms disability coverage and terms disability coverage and 
instances where the 3253/54 has agreed to pay a portion of theirinstances where the 3253/54 has agreed to pay a portion of their
own premiums, will be set up centrally through the CHR benefits own premiums, will be set up centrally through the CHR benefits 
office.office.

!! Once the scholar pays the monthly bill, the departmental FAU Once the scholar pays the monthly bill, the departmental FAU 
will be credited.will be credited.





PSBP: University contributionsPSBP: University contributions

!! For the 3252 employee category, 100% of the premium For the 3252 employee category, 100% of the premium 
must be paid by the sponsoring department, with the must be paid by the sponsoring department, with the 
exception of PPO medical enrollments, which have exception of PPO medical enrollments, which have 
varying contribution levels depending on the number varying contribution levels depending on the number 
of enrolled dependents (30/60/60/90).of enrolled dependents (30/60/60/90).

!! For the 3253/54 categories, the level of department For the 3253/54 categories, the level of department 
contribution may vary, but the University encourages contribution may vary, but the University encourages 
the recommended contribution levels where funding the recommended contribution levels where funding 
permits.permits.

!! Over time, departments are encouraged to build the Over time, departments are encouraged to build the 
UniversityUniversity--paid contribution of benefits premiums paid contribution of benefits premiums 
into their budgets so that all three groups will have a into their budgets so that all three groups will have a 
uniform level of contributions.uniform level of contributions.



PSBP: Required University PSBP: Required University 
Benefit ContributionsBenefit Contributions
!! The following benefits require 100% The following benefits require 100% 

University contribution on behalf of all University contribution on behalf of all 
postdoctoral scholars, including employees, postdoctoral scholars, including employees, 
fellows and paidfellows and paid--directs:directs:
–– Workers Compensation Workers Compensation ($29.89/month)($29.89/month)
–– Life Insurance, including AD&D Life Insurance, including AD&D ($4.20/month)($4.20/month)
–– ShortShort--term Disability term Disability ($12.09/month)($12.09/month)
–– TOTAL: $46.18TOTAL: $46.18

!! The postdoctoral scholar CANNOT be The postdoctoral scholar CANNOT be 
required to personally pay any of the costs of required to personally pay any of the costs of 
these benefits.these benefits.



PSBP: NIH T32/F32 allowable PSBP: NIH T32/F32 allowable 
chargescharges
!! The NIH T32 & F32 grants will not permit charging of The NIH T32 & F32 grants will not permit charging of 

the Life/AD&D ($4.20) and Worker’s comp the Life/AD&D ($4.20) and Worker’s comp 
assessments ($29.89) of the UC PSBP.assessments ($29.89) of the UC PSBP.

!! Another fund source will have to be identified in the Another fund source will have to be identified in the 
EUCI screen to cover these expenses.EUCI screen to cover these expenses.

!! Example: a trainee with selfExample: a trainee with self--only HMO coverage will only HMO coverage will 
cost $305.01, of which $34.09 (or 8.95%) needs to be cost $305.01, of which $34.09 (or 8.95%) needs to be 
charged to an unrestricted source.charged to an unrestricted source.



SupplementationSupplementation

!! The UC is still in discussion as to how additional compensation The UC is still in discussion as to how additional compensation 
(“supplements”) will be paid to postdoctoral fellows, trainees &(“supplements”) will be paid to postdoctoral fellows, trainees &
paidpaid--directs.directs.

!! The two options are:The two options are:
–– To enter the 3253/54 appointment as 100% with the To enter the 3253/54 appointment as 100% with the 

additional compensation paid under the 3252 title code under additional compensation paid under the 3252 title code under 
a bya by--agreement (BYA) DOS code;agreement (BYA) DOS code;

–– Or to process so that the sum of the two appointments equals Or to process so that the sum of the two appointments equals 
100%.100%.

!! More information will be distributed to the postdoctoral More information will be distributed to the postdoctoral 
appointment administrators as soon as it becomes available.appointment administrators as soon as it becomes available.



Graduate Division Graduate Division 
AppointmentAppointment
!! Upon completion of the EDB Upon completion of the EDB 

Appointment, please complete the Appointment, please complete the 
postdoctoral appointment packet, postdoctoral appointment packet, 
including the notice of appointment, and including the notice of appointment, and 
submit it to Anna Guzman in the submit it to Anna Guzman in the 
Graduate Division’s Office of Graduate Division’s Office of 
Postdoctoral & Visiting Scholar Services.Postdoctoral & Visiting Scholar Services.



Implementation ScheduleImplementation Schedule

!! 11/18/04:11/18/04: Bundle installed in PPSBundle installed in PPS
!! Week of 11/22:Week of 11/22: Departments can begin Departments can begin 

entering appointment and distribution entering appointment and distribution 
information into PPSinformation into PPS

!! 12/1:12/1: Install benefits screensInstall benefits screens
!! 12/2 12/2 –– 8:8: Departments can enter benefits Departments can enter benefits 

informationinformation
!! 12/8:12/8: Benefits data sent to UCOP Benefits data sent to UCOP **

* barring any unforeseen problems or delays …* barring any unforeseen problems or delays …



Still to come … Still to come … 

!! By Spring 2005, the Graduate Division expects to have By Spring 2005, the Graduate Division expects to have 
a revised/condensed postdoctoral scholar appointment a revised/condensed postdoctoral scholar appointment 
process.  process.  

!! In the meantime, we will collect appointment In the meantime, we will collect appointment 
information utilizing the current process in order to information utilizing the current process in order to 
assess which data elements we will continue to collect assess which data elements we will continue to collect 
outside of PPS.outside of PPS.

!! An administrator handbook will also be made An administrator handbook will also be made 
available in the near future.available in the near future.



ContactsContacts

!! Postdoctoral AppointmentsPostdoctoral Appointments
–– Kyle CunninghamKyle Cunningham policypolicy 825825--06360636
–– Anna GuzmanAnna Guzman eligibilityeligibility 825825--42474247
–– John Richardson, Ph.D.John Richardson, Ph.D. exceptionsexceptions 206206--22812281

!! CHR Benefits ProcessingCHR Benefits Processing
–– Kevin DaltonKevin Dalton analystanalyst 794794--08420842
–– BetoBeto HernandezHernandez analystanalyst 794794--08070807
–– David JenkinsDavid Jenkins analystanalyst 794794--81218121
–– Jennifer YuJennifer Yu--ToyToy analystanalyst 794794--08440844

!! Payroll ServicesPayroll Services
–– Gayelea AllisonGayelea Allison tax infotax info 794794--87268726
–– Mike SattinMike Sattin tax treatytax treaty 794794--87188718
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