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Scholar Services (OPVSS)

OPVSS is responsible for authorization and
administration of all Postdoctoral Scholars and
Visiting Scholars at UCLA, policy development and
compliance, advisement and counseling, and training
and education.

http://www.grad.ucla.edu/postdocs.html
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OPVSS Listservs

For Administrators
m http://lists.ucla.edu/cgi-bin/mailmanl/listinfo/postdocadmin

m postdocadmin@lists.ucla.edu

m Provides updates and other information to departmental
staff regarding postdoctoral and visiting scholar services.

For Postdoctoral Scholars
m  http://lists.ucla.edu/cgi-bin/mailmanl/listinfo/uclapostdoc-I
m uclapostdoc@lists.ucla.edu

m Provides administrative and scholarly information to UCLA
postdoctoral scholars.
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Ross Shideler, Ph.D.

Associate Dean, Gracuate Division
rshideler@gdnet.ucla.edu

(310) 825-0843

Among his decanal duties, Associate Dean Shideler is responsible for all postdoctoral and visiting
scholar appointments as well as all exceptions to the labor contract or university policy respectively.

April de Stefano, Ph.D.
Director, Academic Services
adestefano@gdnet.ucla.edu
(310) 825-0636

Dr. de Stefano’s responsibilities include the development and management of all aspects of
postdoctoral and visiting scholar appointments. She works closely with university administration
regarding interpretation of the postdoctoral scholar labor contract and campus policy.

Contact April for questions regarding:

m Postdoctoral scholar union labor contract matters
m |ssues related to mentor-postdoctoral scholar relations
m |ssues related to departmental-scholar relations
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Mike Flaxman, MPA
Coordinator
mflaxman@gdnet.ucla.edu
(310) 825-4247

Mr. Flaxman's responsibilities include counseling prospective and current postdoctoral & visiting
scholars and sponsoring departments on University policies and procedures, labor contract
provisions, degree requirements, and benefits enroliment.

Contact Mike for questions regarding:

EDE appointment of postdoctoral scholars

Postdoctoral and visiting scholars policy, procedures, and exceptions
Postdoctoral scholar union labor contract matters

Benefits including health insurance

Brittany Howell
Administrative Specialist
bhowell@gdnet.ucla.edu
(310) 825-4688

Ms. Howell is the first point of contact for general questions about postdoctoral and visiting
scholars. She assists in the appointment of postdoctoral and visiting scholars and also administers
other services for all postdoctoral and visiting scholars as outlined below.

Contact Brittany for questions regarding:

= Forms and other paperwork for appointment of postdoctoral and visiting scholars

= Housing, loan deferment, relocation expenses and certificates of completion for postdoctoral
scholars

BruinCards for Visiting Scholars

Certificates of completion

Effective, May 16, 2011, please send all Form 10s directly o Jenny Tang, Graduate Student
Support Administrative Analyst, in 1228 Murphy Hall. For question regarding fellowship award
transmittals, please contact Ms. Tang at jtang@gdnet.ucla.edu or (310) 206-9791.




Postdoctoral Scholar Union Contract

http://atyourservice.ucop.edu/employees/policies_employee labor_rel
ations/collective_bargaining_units/post_docs/agreement.html

* Ratified Aug. 12, 2010 between UC and UAW.,
* 5-year contract for title codes 3252, 3253 and 3254.

* One time, across-the-board salary/stipend increase for
postdoctoral scholars with active appointments on 9/1/2010.

* Implementation of experience-based salary/stipend steps
starting in June |, 201 1.
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3252: PDS — EMPLOYEE

* An appointment is made to the title “Postdoctoral
Scholar — Employee” when:

|.  The agency funding the salary requires or permits the

appointee to be an employee of the University
OR

2. Whenever General Funds, Opportunity Funds or other

University discretionary funds are used to support the
position.

UCLA GRADUATE DIVISION Administrators Workshop



3253: PDS — FELLOW

* An appointment is made in the title “Postdoctoral
Scholar — Fellow” when:

|. The postdoctoral scholar has been awarded a

fellowship or traineeship for postdoctoral study by an
extramural agency, and;

2. the fellowship or traineeship is paid through a

University account through the Graduate Division (i.e.,
Form 10).
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3254: PDS — PAID DIRECT

* An appointment is made to the title “Postdoctoral
Scholar — Paid Direct” when:

|. The postdoctoral scholar has been awarded a fellowship
or traineeship for postdoctoral study by an extramural
agency, and;

2. The agency pays the fellowship or traineeship directly to
the Postdoctoral Scholar rather than through the
University.

3. Proof of Funding must be included with Appointment
packet.
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Salary/S ipend Rates

* Effective June I,201 I, implementation of experience-
based minima (“NIH salary steps™).

* Revised salary/stipend scale, effective February 1,2012.

*  The salary/stipend scale provides only minimum
compensation levels for Postdoctoral Scholars.

* Salary for a new appointment is determined by
previous postdoctoral service at all other institutions.
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Per Exception Only

Experience-Base Salary/Stipend
Experience Level Effective 6/1/11 Effective 2/1/12
Annual Monthly Annual Monthly
Level 0 (0-11 Months) $38,496 $3,208 $39,264 $3,272
Level | (12-23 Months) $40,548 $3,379 $41,364 $3,447
Level 2 (24-35 Months) $43,476 $3,623 $44,340 $3,695
Level 3 (36-47 Months) $45,192 $3,766 $46,092 $3,841
Level 4 (48-59 Months) $46,884 $3,907 $47,820 $3,985
Level 5 (60-71 Months) $48,900 $4,075 $49,884 $4,157
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Appointment Requirements

* Appointments must be exactly twelve-month increments
(unless requesting an exception for a reappointment).

* Appointments end the day before the start date (unless by
exception).

* The total duration of an individual's postdoctoral service may
not exceed five years, including postdoctoral service at other
institutions. Under unusual circumstances the University may
grant an exception to this limit, not to exceed a sixth year.

UCLA GRADUATE DIVISION Administrators Workshop



Appointment Percentage

* Appointments to the Postdoctoral Scholar titles are full-time
(100%), based on the expectation that the Postdoctoral
Scholar will be fully involved in scholarly pursuits.

* When a Postdoctoral Scholar additionally holds a University
teaching appointment, or other University position, the
percent-time of the Postdoctoral Scholar appointment
normally will be reduced so that the sum of the percent times
of the two appointments equals 100%.
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Appointment Process
The Home Department:

* Offers a position to a Postdoctoral Scholar by
providing the “Offer Letter” from the faculty mentor,
which the scholar is required to accept in writing.

*  Processes the appointment in the payroll system (with
the appropriate title code) and sets up the scholar’s
benefits.

*  Submits the complete and accurate appointment
paperwork to OPVSS for approval.
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Home Department

* The Home Department is the department that issues the Offer
Letter, which then OPVSS lists in the Notice of Appointment.

* The home department has fiduciary and overall responsibility for
the Postdoctoral Scholar during the appointment period regardless
of any changes in funding.

* If the Postdoctoral Scholar changes her/his primary mentor or
research project during the appointment period then the home
department may change.
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Appointment Process: Defining the
Mentor

* The Mentor is the faculty member designated in the Offer
Letter, which then OPVSS lists in the Notice of Appointment.

* The mentor has academic responsibility for the Postdoctoral
Scholar during the appointment period regardless of whether
the Postdoctoral Scholar has additional mentors.
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Appointment Process

OPVSS:

|. Reviews the appointment paperwork for completeness and
accuracy.

Verifies EDB information with appointment paperwork.
Ensures compliance with the union contract.

Maintains a record of the scholar.

i WD

Approves or denies the request.
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Appointment Types

* New

* Reappointment- below NIH Scale

* Reappointment- at or above NIH Scale

* Revision (switch in title codes, mid-appointment increase)

Appointment Guidelines and Forms for Postdoctoral Scholars
e http://www.grad.ucla.edu/gss/postdoc/frmsintro.htm

Appointment Processing Checklist
e http://www.grad.ucla.edu/gss/postdoc/pdcklist.pdf
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New Apointments
on or after June |, 201 |

* All new appointments must be at least at the minima of the
appropriate NIH experience based rate.

* The appropriate NIH experience based rate is determined by
years of postdoctoral experience at any institution.

e Use the months of service to determine the minimum
experience based rate.
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NIH Experience-based Level

* Beginning June 1,201 |, once a Postdoctoral Scholar is
appointed at or above the appropriate experience rate, all
future appointments must be to at least the appropriate
experience based salary/stipend rate.

* If a Postdoctoral Scholar’s salary/stipend amount is above the
appropriate experience level on reappointment, the
Postdoctoral Scholar shall receive at least a two percent (2%)
salary increase.
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.. eppointnts below NIH
Experience-Based Level

* From June 1,201 1, to May 31,2013, upon reappointment, the
Postdoctoral Scholar shall receive a 3% increase.

* From June 1,2013 to May 31,2014, upon reappointment, the
Postdoctoral Scholar shall receive a 3.5% increase.

* Since the Postdoctoral Scholar is below scale, the University is
not obligated to increase the pay to the actual step.

* Effective June |, 2014 all Postdoctoral Scholars shall be placed
on at least the appropriate rates based on the Postdoctoral
Scholar’s experience.
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. pointments

 UAW Deduction Authorization Form
http://www.grad.ucla.edu/gss/postdoc/pdunionauthorization.pdf

e Offer Letter

* Template at http://www.grad.ucla.edu/ucla/gss/pdsappmnttemp.pdf

* Appointment Form

* Personal Data Form (now includes statement of objective)

* Curriculum Vitae (CV)

* Proof of Doctoral Degree (translated if in another language)
* Proof of Insurance (if not enrolled through UCLA)

* Proof of Funding (if scholar is receiving outside funding as a Paid-
Direct)
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New Appointment Scenarios
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New UCLA Postdoctoral Scholar

Tom just got his PhD from the University of Washington. He
is hired at UCLA to start February |,2012.What is the
minimum annual salary that he must be appointed at!

A.$39,264
B.$38,496
C.$37,740

A. He must be offered at least $39,264 (experience based
level 0)
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NewAppomtment ExperlencedUC
Postdoc going to a new lab at UCLA

Veronica was hired as Postdoctoral Scholar at UC Irvine on October |,
2010. She is reappointed from October 1,201 1 to January 31,2012. She
then secures a new position at UCLA beginning February [,2012.VWhat
is the minimum annual salary she must be appointed at?

A. $41,364
B. $39,264
C. $40,548

A.She must be paid a minimum of $41,364 (experience based level 1)
because she has |5 months of previous postdoctoral experience.
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New Appointment on or after 2/1/12
UCLA is hiring Jim on February |,2012, who has two years
of previous postdoctoral experience at the University of

Michigan. What is the minimum annual salary that he must
be appointed at?

A.$39,264
B.$44,340

B. $44,340 (experience base level 2)
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The Reappointment Decision

* The reappointment decision:

* Does the Pl want the Postdoc for another year?

 Does the Pl have the funds!?

* There is no requirement to reappoint.

* If a Postdoctoral Scholar is not going to be reappointed,

please provide them with at least 30 days notice prior to
their current appointment end date.
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'REAPPOINTMENT Process

Reappointments

|. Enter Reappointment dates into EDB (including experience
based increase)

2. Submit the following documents to the Graduate Division:

* UAW Deduction Form (only if there is a change in title
code)

» Offer Letter
* Appointment Form

 Annual Evaluation
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Annual Evaluation

* Provides an assessment of the postdoctoral scholar's progress
and overall performance.

 Signed by the Postdoctoral Scholar and Faculty Mentor.

* Template at:
http://www.grad.ucla.edu/gss/postdoc/pdevaluation.pdf

e Submit the Annual Evaluation for Reappointment.
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Salary Scale

Reappointment Requirements

Date of Initial Hire

Reappointment Above
Scale (2% Increase)

Reappointment Below
Scale (3% Increase)

Reappointment to Scale

Before 8/1/10

. Yes Yes Not required
(pre-union contract)
Any date between 8/1/10-
5/31/11
Ye Ye N ired
(8/1/10= implementation es es ot require
of union contract)
On or after 6/1/11 (start Yes- required upon
of experience-based Yes N/A reappointment, unless hired
salary scale) above the 2/1/12 scale
On or after 2/1/12 Yes N/A Yes

UCLA GRADUATE DIVISION
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Reappointment Scenarios
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Reappointment Below Scale

Leslie has been a Postdoctoral Scholar at UCLA for three years.
She is receiving an annual salary of $38,522.What minimum
salary should she earn on her reappointment date, on April |,

20122

A. No change.
B. $46,092
C. 3% more or $44,340.

C. 3% more or $44,340.
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Reappointment Below Scale

Vladimir has been at UCLA for three years (36 months), with the
current appointment ending June 30, 2012. His salary is $46,000.
The Pl wants to reappoint.

A. $47,280
B. $46,092
C. 3% increase= $47,380

B. $46,092 ($92 increase), as he is only required to move to the
next salary level upon reappointment.
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Reappointment Above Scale

Theresa is making $49,000 per year with one year of previous
postdoctoral experience. She is going to be reappointed on
February |,2012.What must her minimum salary be upon
reappointment?

A. Nothing, above the minimum experience level.
B. 2% increase = $49, 980.

C. Decrease pay back to $39, 756.

B. 2% increase= $49,980.
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Reappointment At Scale

Alyson was appointed on 7/1/11 at the previous minimum of $38,496. She had
no previous postdoctoral experience. Alyson’s faculty mentor wants to
reappoint her on 7/1/12. What minimum salary is she required be
reappointed at?

A. 40,548
B. $39,651 (3% increase)
C. 9%$41,364

C. $41,364- Alyson must be reappointed to Experience Level |, which is the
appropriate experience based salary/stipend rate.
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Reppointent At Scale

Kristina was hired on 4/1/11 at $40,548 as she had one year previous
postdoctoral experience. She will be reappointed on 4/1/12. What minimum
salary is she required be reappointed at?

A. $44,340
B. $41,364
C. $43,476

A. $44,340- Kristina must be reappointed to Experience Level 2, based on the
2/1/12 revised salary scale.
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Salary Revisions
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id-Appointment Switch in Title Code

* A Postdoctoral Scholar’s fund source can change mid-
appointment, which may require a change in their primary
title code. The most common change is when a 3252-Postdoc

Employee is paid through a training grant and switches to a
3253-Fellow.

* When this switch occurs and the Postdoctoral Scholar
receives a mid-appointment salary increase, they are still
eligible for an experience-based increase upon reappointment.
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MldAppomtment SW|tch in Title Code:
Required Forms

* Revised appointment form and UAWV Deduction
Authorization Form (for all switches in title code)

* Mid-appointment switch to a 3253-Fellow: submit a Form 10
to Financial Services (1228 Murphy Hall, MC 144401).

* Mid-appointment switch to a 3254- Paid Direct: provide proof
of funding documentation from the external fund source.

* EDB must be updated to reflect the change in title code and
salary rate (if applicable).
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Mid-Appointment Salary Increases (no
switch in title code)

* A Postdoctoral Scholar can receive a salary increase at any point
during their appointment period.

* When a Postdoctoral Scholar receives a mid-appointment salary
increase, submit a revised appointment form.

* Note: The Postdoctoral Scholar will be required to receive an
experience-based increase upon reappointment, even if they
received an increase during their current appointment period.
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Supplemental Compensation

* Supplemental compensation is supplemental to the regular,
guaranteed compensation. It is additional and temporary.

* The supplemental income must be listed in the Offer Letter
and be described as temporary additional compensation.

* If a supplement is provided to the Postdoctoral Scholar mid-
appointment, submit a revised offer letter listing supplemental
income and the period in which it will be received.

* The supplement is listed on a separate appointment line in
EDB for the sake of clarity.
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|. Enter Separation information in EDB

* Send Exception Request Form to Mike Flaxman
mflaxman(@grad.ucla.edu for all early terminations.

2. Submit the following documents:

* Recommendation for Issuance of Certificate of Postdoctoral
Study form (if desired by the postdoctoral scholar).

* Form located at http://www.grad.ucla.edu/ucla/gss/pdcertreq.pdf
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Break in Service

If a Postdoctoral Scholar is appointed and had a break in service
after holding a previous appointment with the university, they
must be hired at their applicable experience-based rate.

For example:

Penny was previously a Postdoctoral Scholar at UCLA from
8/1/10-7/31/11, but separated once her appointment ended. On
2/1/12 Penny found another Postdoctoral Scholar position at
UCLA, and was appointed for an additional year.

As Penny has 12 months of previous postdoctoral experience,
she is required to be appointed to at least $41,364/annually
(Level 1).
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i-ppintme t Transfers: Scenario

Jia had an approved appointment in the Department of Chemistry
and Biochemistry from 2/1/12-1/31/13 at the annual rate of
$39,264.On 6/1/12 he accepted another position in the
Department of Atmospheric and Oceanic Sciences.

Procedures for Chemistry (previous home department)

* Submit revised appointment form providing information regarding
the transfer, prior to the revised end date

* Submit completed evaluation form to Atmospheric and Oceanic
Sciences

* End the current appointment in the payroll system with a revised
end date of 5/31/12
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| id-Appintmnt Transfers (continued)

Procedures for Atmospheric and Oceanic Sciences (new home

department)

* Submit reappointment appointment paperwork for dates of
6/1/12-1/31/13,to complete previous appointment cycle

* Process the appointment with the dates of 6/1/12-1/31/13 in
the payroll system using the appropriate title code(s) and set up
the scholar with benefits.

* Salary should be at least $39,264 annually.

* Note: If Jia is to be reappointed on 2/1/13 he will be required
to be reappointed at least experience level |, $41,364.
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Exceptions to Policy

* Exceptions are considered for the appointment period,
percentage, and term limit upon written request of the
appointee and concurrence of the mentor.

* Exceptions should be addressed to Associate Dean Ross
Shideler and submitted to the Office of Postdoctoral &
Visiting Scholar Services (1255 Murphy; MC 142801).

* Exception Request Form
http://www.grad.ucla.edu/gss/postdoc/pdexception.pdf
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Exception Scenarios
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Reappomtment toa leferent Title Code with Pay L|m|tat|ons

Rosemary was appointed to her first year as 3254 Paid-Direct from July I,
201 1- June 30,2012 and was compensated at annual salary of $50,000.As
Rosemary is no longer receiving Paid-Direct funding, the Pl would like to
reappoint her but cannot afford to do so at the new rate of $51,000, which
includes the 2% experience-based increase.What can the Pl do!?

* Submit an exception request at least 45 days prior to the reappointment
start date, requesting to appoint Rosemary to a different title with pay
limitations. If the union approves the request she can be reappointed at the
applicable experience-based rate.

* Reappoint for less than one year at $4,250/month, $51,000/annually

* Elect to not reappoint as there is no requirement to reappoint a
Postdoctoral Scholar
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Dual Appointment

Gloria has been approved as a Postdoctoral Scholar in the
Mathematics department from October 10,20[ [-October 9,2012.
However, Gloria has recently accepted an appointment as a lecturer
at 33% time during winter quarter. Is this allowable!?

* Yes

* Submit an exception request form for the dates in which
Gloria will hold a dual appointment as a lecturer

* Once OPVSS approves the request update EDB so that Gloria
will be appointed at 67% as a Postdoctoral Scholar during
winter quarter
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UCLA GRADUATE DIVISION

e YIS |
Lay-Off Process

Lay-off is defined as an involuntary separation or a reduction in
duration of appointment for a Postdoctoral Scholar prior to the
established appointment end date as a result of appropriate funding
becoming unavailable

For information about lay-off procedures contact:
* Maurita Ploesch: 310-794-0867 or mploesch@chr.ucla.edu (campus)

* Josh Samuels: 310-794-6802 or jsamuels@mednet.ucla.edu (School of
Medicine)

* Jane Miller: 310-794-2626 or janemiller@mednet.ucla.edu (Division of
Medicine)
Written notice must be provided at least thirty days in advance of
the effective date of the lay-off

Labor Relations will provide departments with a lay-off letter
template and advise on proper procedures

Administrators Workshop
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b el
Termination Process

* The University may discipline or dismiss a Postdoctoral Scholar for
just cause. Disciplinary or dismissal actions for just cause must comply
with all applicable provisions of Article 5

* For information about corrective action and dismissal procedures contact:
* Maurita Ploesch: 310-794-0867 or mploesch@chr.ucla.edu (campus)

* Josh Samuels: 310-794-6802 or jsamuels@mednet.ucla.edu (School of
Medicine)

* Jane Miller: 310-794-2626 or janemiller@mednet.ucla.edu (Division of
Medicine)

* A Postdoctoral Scholar may file a grievance for any violation of a
specific provision under the Agreement, including a wrongful
termination

UCLA GRADUATE DIVISION Administrators Workshop


mailto:mploesch@chr.ucla.edu
mailto:jsamuels@mednet.ucla.edu
mailto:janemiller@mednet.ucla.edu

Time Off

* Allowed 24 personal days off during the year
* Personal Time Off must be requested & approved in advance
* Supervisor cannot unreasonably deny time off

* Work considerations, especially directly related to research, prevail

* UC may not unreasonably deny a religious holiday request
* Eligible for 12 sick days during the year
¢ “Use-it-or-lose-it” form of time off; sick days “carry forward”

* Departments track time internally; will not accrue in EDB
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me O f (continued)

When a Postdoctoral Scholar switches into a different title code (such as the
project scientist, researcher series) sick leave carries forward into her/his
new position. As sick leave for a Postdoctoral Scholar is not accrued in the
PPS system, the departmental administrator would need to manually input the
Postdoctoral Scholar’s sick leave accrual by the time the person will begin
their position in the different title code.

Note: When a person transfers into a Postdoctoral Scholar title from a staff
title the department administrator would leave the sick time in the PPS
system.

For more information on Postdoctoral Scholar sick leave and personal time
off, visit http://www.grad.ucla.edu/gss/postdoc/pdleave.htm.
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Form |0

e The “Form 10” or is used to:

* Initiate payment of fellowships for Postdoctoral Scholars receiving NIH
grants or who have secured their own individual fellowship.

* Bring a scholar up to minimum salary if his/her grant does not meet the
minimum.

* All fellowship stipends are processed by Graduate Financial
Services.

* Jenny Tang (jtang@grad.ucla.edu) is the primary contact for
Form [0s.

 The Form [0 is available online at: http://jasmine.grad.ucla.edu.
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UCLA GRADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

U NAME [Lazt, First, ) Email:
Pavee Code Citizen:zhip Wiz
AWARD |

ACCOUNT Arcoowmt - CC-  Fued Avard Type Fumd Name Anihorirving Agency Avcard Eligibility Arcowms ITY

N FPOBRMAT ION T e

TIESBURSEMENT | Wew / Revised Fiscal Year Total Avard Amouot COMMEN T2

N FPORMAT ION

QUARTERLY PAYMENTS Fall Chaarter Wirter Qrumrter Smring Cruarrer

MONTHLY FAYMEN T3

Jaby At September Orotober HNovember Drecember Jamuary February March April Nlay Jhme

AWARD 2

ACCOUNT Arcoamt - CC- Fund Avward Type Arcard N ame Anthorizving Apency Ammrd Eligibility Arcowma ITy

N FPOBRMAT ION v e __

ISR ESEMENT MNew [ Revised Fiscal Year T otal Avwerd Amsouns COMMENTS

N FPORMAT ION

QUARTERLY PAYMENTS Fall Cruarter Wirter Qruarter Emring Cruarter

MONTHLY FAYMEN T2

Jaby At September Orotober | HNovember Drecember Jamuary February March April Nlay Jhme
Fomm
Completed by Date Fhone Emzi
Drepartment Drepartmert FZ Code
Name of Grdmte Advizor, P.L, Cluir or Dean
Zignature of Graduate Advisor, P.L, Chair ar Dean Diate
Please print, obtain depantmental signature, and mail or deliver completed form to
Graduate 2mudent Suppornt Office, 1228 Murphy Hall, Mailcode 144401,  Graduate Division Use Only
Graduate Division Signature Diate




New Postdoctoral Appointment
Form 10

* 3253 postdoctoral fellow appointment has just been
approved for the period of July |, 201 | to June 30,
2012.

* Postdoc fellow is receiving an T32 grant for the same
appointment period: 7/2011 to 6/2012.

* Department must submit a NEW Form 10 for
fellowship disbursement.

UCLA GRADUATE DIVISION Administrators Workshop



NEW Appointment
UCLA GRADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

Motification of dishursemenﬁ

uID MAME. (L ast, First, BT Email: are gent via email
= Determinds what document(g) is needed (ie, Glacier) and tax issues
Pages Cods P= Posdoctoral Scholar it (s) ina (ie, )
Must be a "78" account. Make sure account These 3 categories are associated with the FAU. Please check with

awarp | and fund is linked before submitting to GD. | | your fund manager if you are uncertain what to enter in each field. |

ACCOONT g Accemnt - CC- Fomd - Scemmce Awand Type Foxnd Hame _’_’-ﬂf— \ Antherxiny SArency ) Awand Elxibility Sabcode

INFORMATION - 7 BXXXX - XX — XXX XX S = Stipend | NRSA e "M FG=Federal Go | MD = Merit & Div

DISETREEMENT Hew f Fevined Focal Year Te tal Awarl Amennt COMMEMNTS

mrormaTion | N = NEW 2011 -12 $38,496.00 For Appointment Period July 2011 thru June 2012 R

QUAR. FAYMENTS Fall Quarte: \ Tinter Quacter Spriny Quartes ' Provide PD Appt Period
EDB (begin/end dates ]

.""ENTH““MN“'antaI of Monthly Payments must equal to Total Award Amount| %_
4 Juk: AnFnat Septemnber Dctober Nevember Decexmber Janmary Febmany hiarch Apol My Jone
k‘ﬁ@EDB.DD $3208.00 |53208.00 |$3208.00 ($3208.00 |53208.00 |$3208.00 |53208.00 |$3208.00 (33208.00 $3208.00 (53208.00

nmn&

ACCOUNT | #| Always select NEW if this is the first time |
wrormaTion | 7_| stipends are being disbursed from this

DISEURSEMENT | Ne| FAU for this postdoc in this Fiscal Year. | MENTS

Since this is a NEW
appointment, the salary should be
based on the salary scale outlined
in the Postdoctoral Scholar
Experience Based Salary/Stipend

Sabcods

INFORWMATION | | |

DUARTERLY FAYME NT3 Fall Quarter Tinter (Jnarter | | |

MONTHLY FAYMENTS

Juk: Ansnat Sxptexnber Dctober Nevrember Decexmber Janomarny Febman; hiarch Apol i BT Jone
¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥
Farm
Completd by_ EAMNMA Star Date_ 21111 Phone_ A XXX Emad _Star@moonlight.ucla.edu
DepartmmtTWi"ght Zone Departmert F5 Code 0000
Wame of Graduae bdvisor, PI1, Chair oxDean  ANItA Break
Sionmature of Graduae Advisor, P.L., Chair or Dean Date
Please prmt, obtain de parmaental sionanme, and mail or deliver complew d form to:
Graduate Smdem Support Office, 1225 Murphy Hall, Mailcode 144401, Graduate Dinasion Use Omly
Graduate Dxdsion Sionature Date

UCLA GRADUATE DIVISION Administrators Workshop



New Postdoctoral Appointment
Example revision |

* Towards the end of the appointment period, your

fund manager informs you that the awards should be
taken from fund 00000.

* You need to submit a Form 10 to switch the award
from Fund XXXXX to Fund 00000.

UCLA GRADUATE DIVISION Administrators Workshop



Switching from Fund XXXXX to Fund 00000.
LA GRADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

UL In cqrfe':t NAME (L ast, Fisst, MT Email:
Revision

Payes Cititmesship Wisa

AWARD | New Fund Number |
ACCOUNT Accemnt - CC - Fomd - Scnrce Award Type Foxnd Mame Antheoeiny Axency Awarl Elxibility Sabcode
INFORMATION | 7 8XXXX - XX — 00000 S = Stipend [NRSA FG=Federal Go | MD = Merit & Div
DIEBUREEMENT Hew [ Revimed Focal Year To tal Awanl Amoennt COMMENTS
INFoRMaTION (N = NEW 2011 -12 $38.496.00 Changing fund number for Appointment Period 712011 thru 6/2012
QUARTERLY PAYMEHNTS Fall Quartex Tinter Quarte: Spriny Quarte:

MONTHLY PAYMENTS
Juk: Angnst Septemnber Dictober Hewremmber December Jamnan

$3208.00 |$3208.00 |53208.00 |53208.00 |53208.00 |(53208.00 |53208.00 |53208.00 |s53208.00 |53208.00 |(53208.00 |53208.00

Febrman, TIarch Apol i ELH Jone

AVARD 2
ACCOUNT Accemmt - CC - Fomd - Semoce Awanl Type FlEESE ﬁOtE. A Elixibilin; Subcode
INFORMATION | 7_ - - Without cancelling the award
DEFEURSEMENT | New | Revied Fhcal Yeas Tetal Awarl Amennt | COMME N TS under the original fund number,
INFORMATION you will be giving the payee
- double the award.
OUARTERLY FAYWMENTS Fall Qmarter Tinter Qmarter —
MONTHLY FAYMENTS
Jukb: Anyoat Septexnber Dictober Hovexnber December Janmarny Febimary: Iach Apol Ty June
H H H H H H H b H H H H
Form
Completed by_ EMIMa Star Date 6112012 phone XX Email _star@moonlight.ucla.edu
DepamnmtTWi"ght Zohe Depattment FS Code Q000
Mame of Graduate bdvisor, P1, Chair oxDean ANita Break
Signatume of Graduae Advisor, P.I., Char or Dean Date
Please ln:mt, ohtam &apmtalslg;lam, and mal ox &ahmcnmphiadhnnm
: D] Oy Pl il . Graduaie Drasion Use Only
Graduate Drision Sionature Diate
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LA GRADUATE DIVISION FELLOWSHIP

To Switch or Cancel an Award:

1. Under the original FAU, select Revised and zero
out the amounts you want to cancel.

2. Under the new FAU, enter the amount you are
awarding the student.

Correct
Revision

UL M AME. (L ast, Fisst, M)

Pasyee C Citizetiship Wis

AWARD ¢

ACCOUNT @ Accennt - CC - Fond - Scmrce Award Type Fond Maxme Anthorzrins Axency Awarl Elxability Snbcode
INFORMATION | 7 SXXXX - XX — XXX XX S = Stipend |NRSA FG=Federal Go |MD = Merit & Div
DIEETREEMENT Hew | Revied Facal YWear Teo tal Awardl Amonnt COMMENTS

mrormaTIoN | R = Revised| 2011 -12 $0.00 Changing Fund Number

QUARTERLY FAYMENTS Fall Quarter Tinter Quarter Spriny Quarter

MONTHLY FAYME NTS

Juk: Angnst Septemnber Dctober Newremmberx December Janman, Febroary hlarch Apol Iy June

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
AVWARD 2 ( 2-\.}

AECDUNTV Accennt - CC - Fond - Somnce Award Tvpe Awarl Maxme Anthorzring Axency Awanl Elxibiliny Snbcode
INFORMATION | 7 8XXXX - XX — 00000 S = Stipend |NRSA FG=Federal Go | MD = Merit & Div
DIEETREEMENT Hew | Revied Fiacal Vear Teotal Awanl Amennt COMMENTS

InFoRMATION | N = NEW 2011 -12 $38,496.00 Switched Fund Number for Appointment Period 72011 thru 6/2012

DOUARTE RLY PAYTMENTS Fall Quarter Wimnter Qomarter Spromy Qmarter

MONTHLY FAYWME NTS

Jok: Anynat September Dctober Hovrember December Janmarn: Febrmarny hach Apnl i} ELH Jone
$3208.00 |53208.00 $3208.00 |53208.00 % 3208.00 $3208.00 $3208.00 % 3208.00 % 3208.00 $3208.00 $3208.00 % 3208.00
Farm
Complet=d by EMma Star Dats 6/1/2012  prone XOOOOK Email_star@moonlight.ucla.edu
Depa.rl:tnentTWilight Zone Depattmert F5 Code Q000
Mame of Graduare Advisor PI, Chair oz Dean ANita Break
Siomanme of Graduate Adasor, P.I., Char or Dean Diate

Please prmt, obtam depanmental sionatme, and mail oxr dehver comple e d form to:
Graduate Studern Support Office, 1225 Murply Hall, Malcode 144401, Graduate Dxasion Use Only

Graduate Didsion Sionatme

Date

UCLA GRADUATE DIVISION Administrators Workshop



New Postdoctoral Appointment
Example revision 2

* The postdoc fellow just informed you that he will

not continue his appointment and will be terminating
early on 4/15/2012.

* Pro-rate his April stipend.

* Submit a revised Form 10 to reduce April stipend
to pro-rated amount.

UCLA GRADUATE DIVISION Administrators Workshop



CLA GRADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

Incorrect NAME (L s, Fiss, 311

Emal:
Revision
Pasyes Citizenship Wisa
aAvaRD
ACCOUONT Accenmt -CC- Fond - Scoomrce Award Type Foxnd Mame Anthorzrins Axency Awarl Elxability Sabcode
INFORMATION | 7 8XXXX - XX — XXX XX S = Stipend |[NRSA FG=Federal Go | MD = Merit & Div
DIEETREEMENT Hew | Revied Fiacal Vear Toetal Awarnl Amennt | COMMENTS ﬁ
nFormMaTION | R = Revised| 2011 -12 $1,604.00 Early Termination of PD Appointment: 71/2011 — a1i5p012 | \; n
ro-rate
QUARTERLY FAYMENTS Fall Quarter T (i Spring Quarter April Stipend
MONTHLY PAYTMENTS | /‘ |
Juk: Anznat September Dctober Hewrembex December Janmany Febrmary hTarch Apol hLay June
$ I" $ $ $ B 3 $ § H / 51,604.00 $
BT Account - CC - By leaving July 2011 - March 2012 blank, you are Anthorizing Azency Awarl Elzibiliy Sabcode
INFORMATION | 7__ - __ linstructing us to cancel the stipends for these months.
DIEETREEMENT Hew | Revied Facal Year Total Awarl Amennt | COMMENTS
INFORMATION
DUARTE RLY FAYMENTS Fall Quoarter Wmter Qoarter Spomyx Qmarter
MONTHLY PAYMEHNTS
Juk: Anymat September Dctober Moremmber December Janman: Febrmany hlarch Apnl i BT June
H H H H H t H H H t H H
Fasm
Complered by_ EMMa Star Dae 41112012 prose XXXXXX Emal _star@moonlight.ucla.edu
Depa.rttnmtTWilight Zone Departmert F3 Code o000
Name of Graduate Advisor PI_ Chair oxDean ANita Break
Sigmatume of Graduate A dasor, P.I., Char or Dean Diate

Please prmt, obtam depanmental sionanme, and mail or deliver comple e d form to:
Graduate Smdern Support Office, 1225 hurphy Hall, Mailcode 144401, Graduate Didsion Use Only

Graduate Drasion Sionaime

Date

UCLA GRADUATE DIVISION

Administrators Workshop



RADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

Correct
or Revision TANE (L ast, Flest, MY Emal:
Pajee Code Citimenship Wisa
AVWARD |
ACCOUNT Accennt - CC- Fomd - Scmice Awarl Type Fond Name Anthorizring Axency Awanl Elixibilin; Znbcode
INFORMATION | 7 8XXXX - XX — XXX XX S = Stipend |[NRSA FG=Federal Go | MD = Merit & Div
DIEETREEMENT | New § Fevied Fhacal Vear Total Award Amennt (| COMMEN TS
FoRMATION | R = Revised|2011 -12 $30,481.00 Early Termination of PD Appointment: 7H/2011 — 41152012
OUARTERLY FAYMENTS Fall Quarter Tinter Qmarter Spriny Quarter
MONTHLY PAYMENTS
Juk: Ansnat September October W ewrember December Jannary Febroary Iarch June
$3208.00 ($3208.00 |($3208.00 ($3208.00 |$3208.00 |33208.00 |[53208.00 |33208.00 |33208.00 $0.00

AWARD 2 Keep in mind that although

ACCOUNT you are making changes to only one month, you f——— Anoring Baency | Aeen PRy Smbeods
TRrOTMATION still need to include all the stipend in the previous

DIGURSENE T months, otherwise we will cancel the stipends in

TREQ R TN the months that are left blank.

OUARTERLY PAYTWMENTS

Spromy Dmartter

MONTHLY FAYMEHNTS

Juk: Anymst September DOctober Moremmber December

Jammary Febroany harch Apnl i E T Jomne
H H H H H H H ¥ H H H ¥
Form
Complet=d by EMMa Star Date 12012 Phone 200K Emal _Star@moonlight.ucla.edu
Depa.mnentTWilight Zone Diepastmest S Code Q000
Name of Graduae Sdwviser, PI, Chair exDean ANIta Break
Siemaiure of Graduate Adsasor, P.I., Char or Dean Diate

FPlease pont, obtan deparimental sionatme, and mail or dehver complete d form to:
Graduate Studert Support Office, 1225 Muorpler Hall, Mailcode 144401.  Graduate Diasion Use Only

Graduate Drasion Signature Date
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Synchronizing Postdoctoral
Appointment with Form 10

* In an effort to synchronize the Form |10 to the appointment
period listed on EDB, we will no longer process awards
beyond the current postdoctoral appointment end date.

* Towards the end of the appointment, if the Pl plans to
reappoint the postdoctoral scholar, you will need to submit
a Form |0 to continue the fellowship.

UCLA GRADUATE DIVISION Administrators Workshop



Synchronizing Postdoctoral
Appointment with Form 10

Example:

*Postdoctoral scholar had a 3252 appointment from January |, 201 |
to December 201 |.

*He just got awarded a NIH award beginning 7/1/2011 to 6/30/2012.
* Switch his appointment on EDB from 3252 to 3253.
* Submit revision appointment paperwork to OPVSS.
* Submit a Form 10 to begin disbursing the fellowship in July.

UCLA GRADUATE DIVISION Administrators Workshop



Synchronizing Postdoctoral
Appointment with Form |0

Appt Begins Appt Ends
January December
2011 2011

3202 3253

Payroll Form 10

July 2011

NIH Award Begins NIH Award Ends

=*Stipends will NOT be process beyond the PD Appointment END date.

Unless reappointment paperwork has been submitted and approved,
AND appointment is entered in EDB.™

T June 2012

UCLA GRADUATE DIVISION Administrators Workshop



Postdoc just got awarded a fellowship grant. Switch from 3252 to 3253 begining 7/1/2011.
UCLA GRADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

UID I AME. (L ast, Fiest, MI) Email:
Payee Code P = Postdoctoral Scholar  Citizenship isa
AWARD |
ACCOUNT Accennt -CC- Fomnd - Somice Awarl Type Fond HName Anthorziny Axency Awanl Elxibilitsy Sabcode
INFORMATION | 7 SXXXX - XX — XXX XX S = Stipend |NRSA FG=Federal Go |MD = Merit & Div
DIEETREEMENT New | Fevied Facal Year Total Award Amonnt COMMENTS
INFORMATION | N = NEW 2011 -12 $19,248.00 For Appointment Period January 2011 thru December 2011 (year 0)
OUARTERLY FPAYIWMENTS Fall Qmarter Tinter Qmarter Spomy marter

MONTHLY FAYMEHNTS

Juk: Ansmat Septexnbex Dcteber Newrember December Janmary Febroany harch Apol hay Joxe
$3208.00 ($3208.00 |353208.00 ($3208.00 |53208.00 |s3208.00 (¥ 3 ¥ B § i
AWARD 2
ACCOTNT Accommt - CC- Fund - Sgmrece PET— Although the Fellowship grant is from e

71112011 to 6/30/2012, we CANNOT process
any stipends beyond December 2011 because the current
Postdoctoral Appointment is for 1/2011 to 12/2011.

INFORMATION 7 - -

DIEETREEMEHNT Hew | Revied Fiacal Vear Teotal Awanl Awmennt CcCo

INFORMATION

DESEE S o P (e R If you populate January -June, it will NOT be process. You will
have to submit a revised Form 10 to include January - June
when you submit the Reappointment paperwork for the

postdoc in December 2011.

MONTHLY FAYMEHNTS

Juk: AnFnat Septemmberx Dcteber Newrember Dece

H H H H H H

Forn
Complet=d by EMiMa Star Date_ 3111 Phone XKXXX Emal _star@moonlight.ucla.edu
Depa.rtm.entTWilight Zone Departmert F5 Code Q000

Name of Graduae Sdwviser, PI, Chair exDean ANIta Break

Sigmature of Graduate Adsasor, P.1., Char or Dean Diate

Please ln:mt, obtam &:pmualslg;uam, andmal or dehver complete d form to:
3 1 A »  Graduate Division Use Only

Graduate Dindsion Signatmre Diate
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Reappointment Form 10

Example

*Postdoctoral Scholar was reappointed for the second
year: January 2012 to December 2012.

* According to the new pay scale, this is year | with an
increase in compensation.

*Submit Form 10 to disburse fellowship for
reappointment period.
* Sample of Form |0 using same fund number.

* Sample of Form |0 using new fund number.

UCLA GRADUATE DIVISION Administrators Workshop



Reappointment using same Fund Number

LA GRADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

uID_ Incorrect
Revision

MAME. (L ast, Fisst, M) Emaik

Pages Ca Citizenship Visa
AWARD ¢ (‘iﬁame fund as year [Ii

ACCOUNT Acconnt - CC - rumir - Somzce Awanl Type Fond Name Anthorizing Axency Awarl Eligibility Snbcode
mFormaTION | 7 8XXXX - XX — XXX XX S = Stipend | NRSA FG=Federal Go | MD = Merit & Div
DISFURSEME =, [~Hew / Bpfhed Fical Year Total Awanl Amennt | COMMEN TS

——1 lg}ﬁElﬂL 2011 -12 $20,274.00 For Appointment Period January 2012 thru December 2012 (year 1)
QUARTERLY FAYMENT: - Should bE— Fall Quartex Tinter Qmarter Spriny Qumarter

MONTHLY FavmENTs | LD = nevised|

Jouk Angnst September Dctober MHovember December Janmar Febrnamy harch Apnl i ELH Joune

¥ 3208.00 $3208.00 |53208.00 |s3208.00 |%¥<208.00 |53208.00

B ——— 08— —

AccoUNT . Stipend_s hav.e a_lready been diSb"_”?Ed Awasd Noxae January 2012 marks the Anniversary | -
INFOFIMA under this FAU during this fiscal year. By omitting date for this postdoc, therefore, the
the stipend amounts in the fields for July - E salary should be increased to the next | — ]
December, you are instructing us to cancel the level based on the Postdoctoral Scholar
stipends for those months, in which case the fellows Experience Based Salary/Stipend Minima, | ——
] ) ) effective 6/1/2011.
will have a big balance due on their BAR account.
Jub: [T TP TETITeET TFCTOTET T E TR P T T T Janman: Febrman; Maxch Aprl b\ ETE June
) ) ) ) ) ¥ ) ) ) ¥ ) )
Farm
Complet=d by EMIMa Star Date 12/ 172011 Phone XX XXX Emal_star@moonlight.ucla.edu
Depa.rtm.entTWilight Zone Departmert F3 Code Q000

Mame of Graduare Sdwisor, PI, Chair o:Dean ANita Break

Signanme of Graduate A dasor, P.I., Char or Dean Date

Please prmt, obtam depanmental sionanme, and mail oxr deliver comple® d form to:
Graduate Smderm Support Office, 1226 Murphy Hall, Malcode 144401, Graduate Drasion Use Only

Graduate Drasion Sienathme Date
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Reappointment using same Fund Number

GRADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

Correct

I - MNAME. (L ast, First, MI) Emal:
Revision
Pagee Co Citirenship Wisa
AWARD |
ACCOUHNT Accennt - CC- Fomnd - Scmrce Awarl Type Foxnd Mame Anthereiny Axency Awarl Elxbility Sabcode
INFORMATION | 7 8XXXX - XX — XXXXX S = Stipend |[NRSA FG=Federal Go | MD = Merit & Div
DIEEUTREEMENT New [ Revned Facal Vear Tetal Awarl Amcenmt | COMMEN TS
mrorMaTION | R = Revised| 2011 -12 $39,522.00 For Appointment Period January 2012 thru December 2012 (year 1)
OUARTERLY FAYMENTS Fall Quarter Vinter Qmarber Spomy Quarber
MONTHLY FAYMENTS
Jok: Anymt Septemnber DOctober Morember December Jammanz Febrmany harch Apnl Tany Jone
$3208.00 (53208.00 |33208.00 (53208.00 |33208.00 |53208.00 |33379.00 (53379.00 |53379.00 (53379.00 |53379.00 |3x3379.00 A

Stipends for July - December §— This Postdoc was hired in January 2011, therefore, |-
has alread_y been d's_bUFSEd under this January 2012 is the anniversary date, which marks
FAU and fiscal year, if you leave these nxnt [ COMMEN1 the next pay rate based on Postdoctoral Scholar
mon!‘.hs blank, we will cancel the Experience Based Salary/Stipend Minima.
stipen ds for those months. Winter Quastes hitp:/fwww.gdnet.ucla.edu/gss/postdoc/pdfund. htm#Compensation
MOHNTHLY FPAYIMENTS I
Juk: Anrnat Septemnber Dcteber Nevember December Jammany Febrmary harch Apol i ELH Jone
$ 3 3 $ $ $ $ $ $ $ $ $
Fuorim
Completed by EDAMA Star Dae 12/ 1712011 Prone XX XX Emal _Star@moonlight.ucla.edu
Deparl:m&ntTWi"ght Zone Departmernt F3 Code Q000
Mame of Graduare Sdwisor, P.I, Chair oz Dean ANita Break
Signatume of Graduate Adasor, P.I., Chair or Dean Date

Please print, obtam depantmental sighatme, and mail or dehiver compleie d form to:
Graduate Student Support Ofhce, 1225 Murphy Hall, Malcode 144401, Graduate Drasion Use Omly

Graduate Dnasion Signatme Date
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uUID

with
Payee Cf

Reappointment

new Fund
number

MAME. (Last, Fisst, M)

Citimenship

i

153

LA GRADUATE DIVISION FELLOWSHIP AWARD TRANSMITTAL

Emual:

'Synchronizing appointment to fund applies|

AVWARD ¢ { |to NIH grants as well as departmetal funds. |
ACCOUNT Acceoant - CC- Fomd - Scmrce Award Type h Fond Name Anthereiny Arency Awarl Elxibilaty Sabcode
INFORMATION | 7 @XXXX - XX — 12345 S = Stipend FPl's Fund FG=Federal Go | MD =Merit & Div
DIEETREZEMENT Mew | Revaed Focal Year Tetal Award Awmennt | COMMENTS
vFormaTION | N = NEW 2011 -12 $20,274.00 For Appointment Period January 2012 thru December 2012 (year 1)
OQUARTERLY FPAYME HTS Fall Quartex Winter Quarter Spriny Quarter
MONTHLY FAYWMENTS

Jok: Anymst Septexnber Dctober Mowremmber December Jammary Febroary hach Apdl [ ELH Jone
$3379.00 |$3372.00 |33379.00 |33379.00 |33379.00 |[53379.00

AVARD 2
ACCOUNT Account -C€C- Fumd - Semce Awarl Type Reminder: January 2012 marks
INFORMATION | 7__ - - the Anniversary date for this postdoc. You
e p—— I e p—— will need to increase the salary based on the
O RIATION Postdoctoral Schc_:lar Expgr_lence Based

Salary/Stipend Minima
DUARTERLY FPAYME NTS Fall Qmarter YWinter Qmarter

MONTHLY FPAYIMMENTS

Taly

AnFmat Sep

texnbex Dctober

Mevember

December

Jamuazy

Febroary

Apol

Iay

June

Form

Complet=d b EIMAa Star

Department TWilight Zone

Wame of Graduare Sdwisor PI, Chair oxDean ANiIta Break

Dae_12M1111_

Phone XX X00X

Depastmest FZ Code 0000

Emai _Star@moonlight.ucla.edu

Please ln:mt, obtam &zparl:rrlrutals:.g;lam, :nulmail or &zhmcnmphtdinnnm
; iy ply il

UCLA GRADUATE DIVISION

Graduate Dasion Use Only

Sirmature of Graduate Adwasor, P.1., Char oxr Dean

Date

Graduate Dndsion Signature

Date

Administrators Workshop




Is a GL

ACIE

Award Type Visa Status | Glacier| Other

Foreign Source All Types No N/A

Payments

Stipend U.S. Citizen or National No N/A

Stipend U.S. Permanent Resident, No W-9 Form
Refugee or Asylee

Stipend All Others Yes N/A

UCLA GRADUATE DIVISION

Administrators Workshop
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Ruth L. Kirschstein National Resear

Service Awards (NRSA)

Individual NRSA Fellowships (F30, F31, F32, F33)

* Effective July I, 2011, the UCLA Office of Research Administration
(ORA) assumed primary responsibility for high level administration of
NRSA applications and Individual Fellowship awards.

e Please visit the UCLA Office of Research Administration's NRSA
Overview http://www.research.ucla.edu/ocga/NRSA.htm.

 Termination Notices are to go to the EFM team supervisor
under PI’s department. http://www.efm.ucla.edul.

* If you have any questions, please contact an OCGA Grant Analyst.
Select (based on your mentor’s department)
http://www.research.ucla.edu/SRassn.htm.

UCLA GRADUATE DIVISION Administrators Workshop
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Visa Information

UCLA Dashew Center for International Students and Scholars
(DCISS)

* International Scholars who come will be on either an HI-B or -1 Visa, please
check the links below for more information.

For J-1Visa information:
http://www.internationalcenter.ucla.edu/VisaServices.aspx?viewlD=| &subview|D=0

For H-1B Visa information:
http://www.internationalcenter.ucla.edu/VisaServices.aspx?!viewlD=2&subviewl|D=|
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* The UC Postdoctoral Scholar Benefits Plan (PSBP) is a

comprehensive package of benefits designed to closely match
the benefits offered through the UC Faculty/Staff plan.

* Coverage includes medical, dental, vision, life, AD&D,
workers’ comp., short-term disability, and voluntary long-
term disability coverage.

* Complete information is available online at:
http://www.garnett-powers.com/postdoc/
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PSBP Benefits Contributions
Effective January | 2012, Postdoctoral Scholars will be required to
contribute to the monthly HMO premiums in the following amounts:

2012: 2% of monthly health care premiums for the Postdoctoral
Scholar and the Postdoctoral Scholar/child(ren); and 3% for
Postdoctoral Scholar/partner, and/or Postdoctoral Scholar/family.

Monthly contributions for the PPO medical plan will remain at $30
for a single postdoc, $60 for postdoc + spouse, $60 for postdoc +
child(ren) and $90 for family coverage.
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PSBP Benefits Contributions (conti nued)
2012: 2% of monthly health care premiums for the Postdoctoral Scholar and the Postdoctoral
Scholar/child(ren); and 3% for Postdoctoral Scholar/partner, and/or Postdoctoral Scholar/family.

Postdoctoral Postdoctoral
UC Scholar %
Scholar o

Contribution
$385.71 $7.87 2%
$916.30 $28.34 3%
$675.02 $13.78 2%
$1,164.45 $36.01 3%

ucC

$368.14

$895.54

$636.76

$1,124.36

Postdoctoral
Postdoctoral
Scholar Scholar %
Contribution
$30.00 8%
$60.00 7%
$60.00 9%
$90.00 8%

UCLA GRADUATE DIVISION
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Policy on Departmental Coverage

Effective January |,2012, Postdoctoral Scholars who choose
to enroll in the HMO or PPO medical, dental, and vision plans
will have their insurance premiums covered in full by the
sponsoring department.

* Excludes the Postdoctoral Scholars’ required monthly
premium contributions.

* Coverage includes Postdoctoral Scholar and eligible family
members.

* UCLA is the last UC campus to adopt this practice.
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Exceptions to Departmental Coverage

Effective January |, 2012, the cost-sharing mechanism will only be
allowable when a Postdoctoral Fellow (3253) or Postdoctoral
Paid-Direct (3254):

* Has a funding source that designates or allows health benefits
to be charged to her/his research or institutional allowance

* The funding source is insufficient to cover the complete costs
of the HMO or PPO premiumes.

In these instances the sponsoring department will be responsible
for covering the remaining cost and the Postdoctoral Scholar and
department will need to complete the cost-sharing form.
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» Garnett-Powers & Associates

* www.garnett-powers.com/postdoc
 Toll-free Customer Service: 1-800-254-1758

e E-mail : PSBP@garnett-powers.com (attention Lisa
Walters)

Contact Garnett-Powers for all questions about PIE,

open enrollment, benefits coverage, and related topics.
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Health Benefits (continued

PSBP Benefits Charges are made by the Campus
Human Resources Benefits Office

* Oletha Brown Manager  794-8579
* David Jenkins Analyst 794-8121

Contact the CHR Benefits office with questions about
health benefits charges to the department or the
Postdoctoral Scholar.
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Tax Information

* PDS Benefits are tax reportable income when a PDS does not have an
employee title (3252)

* Nonresidents for tax purposes:

* Are billed for the taxes on this income.

* Income is reported at year end on Form 1042-S
* US Residents for Tax Purposes:

* Are expected to report income on their own.

* Correct PDS appointments must be entered into EDB in a timely manner
as it affects the calculation of taxable income for fellows and paid directs.

» Contact Mike Sattin at msattin@finance.ucla.edu or x75774 with
tax and Glacier questions.

UCLA GRADUATE DIVISION Administrators Workshop


mailto:msattin%40finance.ucla.edu

UCLA GRADUATE DIVISION

Tax Information (continued)

How Postdoctoral Scholars enter the Relationship and Income Type on GLACIER.

3252: Postdoc Employees:

 RELATIONSHIP WITH UCLA: Employee: Postdoctoral Scholar
 INCOME TYPE: Employee: Wages/Salary/Income

3253: Postdoc Fellow:

 RELATIONSHIP WITH UCLA: Scholarship/Fellowship: Postdoctoral
Scholar/Visiting Scholar

 INCOME TYPE: Scholarship/Fellowship: Other
3254: Postdoc Paid Direct

* RELATIONSHIP WITH UCLA: Scholarship/Fellowship: Postdoctoral
Scholar/Visiting Scholar

 INCOME TYPE: Scholarship/Fellowship: Taxable Post doc Benefits

In cases where a PDS have more than one appointment title code, s/he enters both
employee and scholarship/fellowship income types. Contact Mike Sattin with all
tax-related questions.
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o L T el (NG
Tax Information (continued)

Federal Tax State Tax Federal Form State Form
No No No --- ---
No No No --- ---
Yes No No --- ---
Yes Yes No 1042-S 592-B
Yes No No --- ---
Yes Yes No 1042-S 592-B

(1) Imputed income due to the coverage of a domestic partner will be reported on the Form W-2 of the Postdoctoral Employee.

(2) Imputed income due to the coverage of a domestic partner will be reported on the Form 1042-S of a nonresident alien
Postdoctoral  Employee who is eligible to claim a tax treaty benefit; if not, the income is reported on a Form W-2.

(3) Imputed income due to the coverage of a domestic partner will be reported on the Form 1042-S and Form 592-B of a nonresident alien
Postdoctoral Fellow or Paid Direct.

(4) If the individual is from a country that has entered into a tax treaty with the U.S.and that treaty contains an exclusion for fellowship
payments, the individual is not subject to tax on the benéefits, including domestic partner benefits, and no income tax withholding is
required. The amount of the benéefits is reported, however, on Form 1042-S and Form 592-B.
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Retirement

* Postdoctoral Scholar Employees (title code 3252) do contribute to
the University of California Defined Contribution Plan (DCP) as
“Safe Harbor” participants. (This means that while Postdoc
Employees do pay into the DCP, they do not pay into Social
Security.) The DCP mandatory contribution is approximately 7.5%
of salary and automatically defaults to the UC Savings Fund.

* Postdoctoral Scholars Employees have the option of redirecting
their contributions to other UC or Fidelity Funds. Postdoctoral
Scholar Employees also have the option to enroll in the 403(b)
and/or the 457(b) Retirement Savings Plans.
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Postdoctoral Fellows/Paid-Directs (title codes 3253 and 3254)

* Fellows and Paid Directs without a concurrent Postdoctoral Scholar
Employee appointment (3252) are not eligible for participation in the
UC Retirement Plan, (UCRP), the University of California Defined
Contribution Plan (DCP), or the 403(b) and/or the 457(b) Retirement
Savings Plans. Fellowship money cannot be tapped for contributions to
the above plans.

* Fellows and Paid Directs are advised to consult with a financial
adviser about non-employer retirement savings options.
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Housing

* PDS completes the online Housing Services application and pays a non-

refundable fee to apply for University Housing.

* Note: if PDS is applying for housing before having a University ID (UID),
click the Temporary ID link to apply with a temporary housing logon ID.
(Current UCLA PDS use BOL account to log on to the application form.)

* PDS provide Housing Services with either a copy of the OPVSS Notice of
Appointment or an Offer Letter on UCLA departmental letterhead (only
for incoming postdoctoral scholars using a temporary housing ID).

* Off-Campus Housing: The Community Housing Office provides assistance
with locating housing near UCLA.

e http://www.grad.ucla.edu/gss/postdoc/pdhousing.htm
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Additional Postdoctoral Services

m Postdoctoral Scholar Orientations (next: June 21)

= Administrators workshop

m Deferment of student loans

m Certificates of Postdoctoral Study
m Assistance with housing requests

m Chancellor’s Award for Postdoctoral Research &
Postdoctoral Scholars Reception

m Online directory of active appointments
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EDB Training

To sign up for our updated-hands on EDB training please
contact:

Mike Flaxman (mflaxman@grad.ucla.edu)

To find our latest EDB presentation, please visit
http://www.grad.ucla.edu/gss/postdoc/pdsedbworkshop.pdf
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Online Directory
http://www.grad.ucla.edu/gss/postdocdir/default.asp

Only scholars with active appointment dates are included in this directory.
Searchable by Department or by Name
The information listed is the following:

[
E-mail : | | .
) L \ l ‘14‘ Academic Programs Deadlines Forms S
= T = dmissions Diversity Publications Vet 3
D e art e nt IS l ( ):\ Degree Info Financial Support Events/News 2: :
p doctoral Scholars Directory
° ars with active appointment dates are included in this directory.
Field of Study |
R ~ Search by Department j Search by Name
Appointment End Date .
BIOSTATISTICS v
[ ] ]
PhD/MD Institution |
F ac u Ity S po n So r e: This directory is the property of UCLA. To protect the privacy of the individuals listed herein, in accordance wit
Practices Act, this directory may not be used, rented, distributed or sold for commercial purposes
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Thank you for attending!

Questions?
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