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COMMONLY USED ACRONYMS  

× AP - Accounts Payable  o AY - Academic Year  o BTS - Budget Tracking 

System  

× CHSS - College of Humanities and Social Sciences  o DE - Direct 

Expenditures   

× EDWP ς Enterprise Data Warehouse for Finance & Student 

Datamarts   

× e-Print - Banner report distribution system that uses the browser to 

retrieve and print  

Banner reports 

× ETF - Equipment Trust Funds   

× E&G - Educational and General (State Funding)  

× EZ-EPAF / EPAF - Electronic Approval  

× eVA ς Virginia Web-based Procurement Tool 

× F&A Rate - Facilities and Administration % (Indirects)   

× F&B - Food and Beverage  

× FCF ς Funding Change Form  

× FICA - Federal Old-age Insurance Contribution (Social Security)   

× FOAPL - Fund / Organization / Account / Program / Activity / Location 

× FRDA - Faculty Research and Development Award  

× FTE - Full Time Equivalent  

×  FY - Fiscal year (July 1 - June 30)   

×  GL - Graduate Lecturer o GMUF - George Mason Foundation  

×  GPA ς Graduate Professional Assistant  

×  GRA - Graduate Research Assistant  

×  GTA- Graduate Teaching Assistant  

×  ICR - Indirect Cost Recovery   

×  INB - Internet Native Banner   

×  IND - Indirects   

×  JV - Journal Voucher  

×  LWOP - Leave Without Pay   

× OALPD - Office of Adult Learning and Professional Development   

×  OCPE - Office of Continuing and Professional Education   

×  OIPS - Office of International Programs and Services   

×  OSP - Office of Sponsored Programs   

×  P&T - Promotion and Tenure   



×  P-card - Purchasing card (Master Card)   

×  PI - Principal Investigator   

×  PO - Purchase Order   

×  PR - Purchase Requisition   

×  SRA - Provost Summer Research Awards   

× XEGP - Permanent Budget transfers within Educational and General 

Funds  

×  XEGT - Temporary Budget transfers within Educational and General 

Funds  
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BUDGET MANAGEMENT- Useful links 
 

CHSS Finance and HR website:  http://chss.gmu.edu/staff 

¶ Grant Buyout Policy 

¶ Funding Change Form  

¶ Journal Voucher  

¶ GA, GL, and PT offer letter templates  

¶ Tuition Grant Authorization Form and Workflow  

¶ EA Hardcopy Template  

¶ Food & Beverage Authorization 

¶ Travel Request System :http://travel.gmu.edu   

¶ Classified & Faculty Evaluation, Transaction, and Separation Forms 

¶ Overtime and Salary Increase  

  

Budget Tracking System (BTS): http://bts.gmu.edu 

¶ Enter Fall and Spring GA,GL, and PT assignments  

¶ Funding Change Forms 

¶ Generate Contracts  

¶ Teaching Load  

¶ Raise Review 

¶ Tuition Waivers 

¶ 9ƴǘŜǊ 9½π9t!C  

  

Office of the Provost: 

http://provost.gmu.edu  

¶ PT (GL) and GA Pay Matrix Rates  

¶ Graduate Student Hiring Rules and Procedures  

¶ Enrollment data  

¶ Subsidized Graduate Health Insurance eligibility requirements and Q&As  

 Banner: https://patriotweb.gmu.edu/admin/    

  

MicroStrategy: https://inveniopws.gmu.edu:8250/MicroStrategy/servlet/mstrWeb

http://chss.gmu.edu/staff
http://bts.gmu.edu/
http://provost.gmu.edu/
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Graduate Teaching/Research 
assistant 

 Graduate Lecturer  Adjuncts 

position prefix Fall / 

Spring effective dates 

pay periods each 

semester 

FTE 

max. hours/FTE 

requirements pay 

matrix restrictions 

entered in the BTS 

Title for EAs in 

banner 

Waivers pre-requisits 

(out of the department 

allocation  
 (GTAs and GRAs) 

Centrally Allocated  
Fellowships 

To receive academic year 

waivers a student must: 

1. Have an 

assistantship 

(TA,RA) during 

the semester 

they receive 

the waivers 

2. Earn at least 

$4,000 / 

academic year 

for academic 

related 

activities (not 

including 

fellowship 

funds)     3. 

Take a min of 6 credits during the semester they are awarded the waivers (some 

exceptions apply) To receive summer waivers a student must: 

1. Assistantship in the summer or assistantship in the previous fall and/or spring and 

earned over $4K 

Awarded to the highest quality students; NOT a payment for any work 

Minimum award amount is $500/semester. 
Students without an assistantship must take at least 9 credits and students with an 

assistantship must take at least  
6 credits during the semester they receive the award.  (some exceptions apply) 
The award amount will first be applied to the studentôs account to go towards any unpaid 

balance.  Any leftover amount will then be issued as a check after the last drop/add date 

and sent directly to the student. 

NOTES (APPLICABLE TO GAs, GLs AND ADJUNCTs): 
*Exceptions to the minimum 6 credit rule for waivers and fellowships: 

1. Less than 6 credits of 
998/999 to graduate.  Will have to 
take all of the remaining credits in 
the semester that the benefit is 
received + an e-mail from the 
graduate coordinator confirming 
this. 
2. If all that is remaining is 6 
credits, they can take 3 credits of 
998/999 in the Fall and 3 credits of 
998/999 in the Spring 3. Have 
finished all of the required 998/999 
credits for their program.  They need 
more time before they graduate so 
they have to enroll in at least one 
credit of 999. 

Anyone who will be in the BTS upload and has never been paid by GMU needs a skeleton EPAF in Banner È GLs' skeletons should be entered as "Original/Current Hire, 

Skeleton GTA" 

Overtime eligible (non-exempt) full-time classified employees may not be awarded adjunct appointments 

GA or GR 

  

GL  PO or FV  
8/25-1/9 (Fall)  È  1/10-5/24 (Spring) 8/25-12/9 (Fall)  È  1/25-5/9 (Spring) 8/25-12/9 (Fall)  È   1/25-5/9 (Spring) 

9 7 7 

hrs/week (FT)= .25 È 10 hrs/week (PT)= .125  
GRA no FTE in Banner 

three credit classes (full time)=.50 FTE           
1 three credit class (part time)=.25 FTE three credit class=.25 FTE 

F-1 or J-1 20 hrs/week È all others 29 
hrs/week      (except during the summer - no 
class, 40 hrs/week) 

credits or .750 FTE credits or .750 FTE 

Must take at least 6 credits                        
Full time lecturers must take at least 6 
credits        Part time lecturers must take 
at least 3 credits 

Cannot be a degree seeking student 

GA matrix rates Adjunct matrix rates Adjunct matrix rates 

Explicit dept chair's approval to engage in 
other employment Can engage in other employment Can engage in other employment 

August and December August and December August and December 

GTA or GRA course and section number course and section number 



 

 

FT instructional, admin faculty and classified employee at GMU teaching a course in addition to regular assignments are considered an 

overload.  
È  Instructional faculty - Hired with a FV position number in BTS; admin faculty, classified - Hired with a PO position number in BTS  È Contracts signed by the Provost office 

+ current supervisor. 

GAs should be available to work 2 weeks before classes start.  They are not expected to work over breaks and should be compensated for any 

significant work that 
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CHSS SPONSORED RESEARCH POLICIES 

 

Updated August 2017  

The College of Humanities and Social Sciences policies regarding sponsored program 

activity are specified below. These policies are effective immediately and apply to all 

proposals submitted FY 2017 hereafter. Questions on these policies can be addressed to 

the CHSS Post Award Services Director (Janice Cohen), or the CHSS Associate Dean, 

Research (Michele Schwietz).  

 

With respect to budgets, please note that the principal investigator is responsible for 

ensuring that the research activity remains within budget. It is the responsibility of the 

PI and the department chair to identify an appropriate source of funds to cover any 

outstanding expenses on accounts. We do not have funds available in the College to 

help in covering cost overruns.  

  

 

The amount of salary charged or shown as cost share on a sponsored project should be 

consistent with effort spent on the project. The timing of salary charges should be 

aligned with when effort is performed (i.e., during academic and summer periods) and 

consistent with the effort commitments made at the time of proposal and budget 

submission.  

PIs are required to contribute some effort to sponsored projects either as a direct 

charge or cost share. This requirement does not apply to projects for 

equipment/instrumentation, dissertation and training grants and limited purpose grants 

such as travel and conference support.  

Effort committed on sponsored projects should be devoted exclusively to the activities 

supported by that project or projects, with the salary charges to each aligning with the 

effort expended.  

EFFORT ON GRANTS      
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Cost share effort must be tracked consistent with the requirements of Policy 4016 Cost 

Sharing. This requirement does not apply to projects for equipment/instrumentation, 

dissertation and training grants and limited purpose grants such as travel and 

conference support. 

Faculty may not charge summer salary only to sponsored projects unless the scope of 

work will occur during the summer months only. Faculty work on sponsored projects 

during the academic year and the summer should follow college guidelines. For each 

month of summer work charged to the project, a minimum of 5% of academic year 

salary plus benefits should be charged. 

Faculty effort on proposed projects must be reviewed and approved by the Department 

/ƘŀƛǊ ŀƴŘ ǘƘŜ /I{{ 5ŜŀƴΩǎ ƻŦŦƛŎŜ ǇǊƛƻǊ ǘƻ ǇǊƻǇƻǎŀƭ ǎǳōƳƛǎǎƛƻƴΦ CŀŎǳƭǘȅ ŀǊŜ ŜȄǇŜŎǘŜŘ ǘƻ 

follow the approved budget and effort commitments throughout the course of the 

project or seek budget revisions in accordance with university, college and sponsor 

ǇƻƭƛŎƛŜǎΦ wŜǾƛǎƛƻƴǎ ǘƻ ŦŀŎǳƭǘȅ ŜŦŦƻǊǘ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ /I{{ 5ŜŀƴΩǎ hŦŦƛŎŜ ǿƘŜƴ 

they conflict with previously approved academic year/summer effort charges.  

Individuals whose payroll is charged or whose effort is identified as committed cost 

sharing on projects must have worked on the project and be documented in accordance 

with Policy 4015 Payroll Certification on Federally Sponsored Projects. 

 

For faculty seeking course buyouts, all new grants shall be budgeted according to the 

following policy as of July 1, 2017. Tenured and Tenure-track faculty members charging 

labor to grants and contracts will provide 15% of academic year salary plus benefits to 

buy out the first course in an academic year, 15% for the second course, and 25% for the 

third course. 

 

Term faculty members charging labor to grants and contracts must charge 12.5% of 

academic year salary plus benefits for each course bought out. 

 

Faculty who do not have sufficient resources to pay for buyout in a given semester may 

accrue course buyout by charging the equivalent of 15% of academic year salary over 

two successive semesters. The accumulated one-course buyout may then be used during 

the second semester with approval of the chair. 

 

TEACHING LOADS AND COURSE BUYOUTS       
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Every faculty member is expected to teach at least one course per year and is expected 

to engage in service. Any exceptions to this policy must be negotiated with the dean 

prior to submission of the grant or fellowship proposal. 

 

For purposes of this policy, faculty members with administrative buy-outs of their 

teaching or contractual teaching loads less than 2-2 must treat those reductions as grant 

buy-downs. For example, someone with a one-course administrative buy-down must 

charge their grant as a second course reduction.  

 

Any other financial arrangement must be agreed to in advance by the dean. 

 

 

 

Faculty who charge academic year salary to a grant in excess of that required for course 

buyout(s) can receive a spending credit equal to 50% of the excess buyout. This credit 

ǿƛƭƭ ōŜ ǊŜǘǳǊƴŜŘ ŀǎ CŀŎƛƭƛǘƛŜǎ ŀƴŘ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ όCϧ!Σ ŀƭǎƻ ƪƴƻǿƴ ŀǎ άƛƴŘƛǊŜŎǘǎέύ ŀƴŘ 

may be used for DE such as equipment, travel, and supplies or may be applied to 

summer salary cap overage on grants that limit compensation to a salary capped 

amount. 

 

Certain sponsors, such as the National Institutes of Health (NIH), the U.S. Department of 

WǳǎǘƛŎŜ ό5hWύΣ ŀƴŘ ƻǘƘŜǊ ŦǳƴŘƛƴƎ ŀƎŜƴŎƛŜǎ ƛƳǇƻǎŜ ŀ ƭƛƳƛǘ ƻǊ άŎŀǇέ ƻƴ ǘƘŜ ŀƴƴǳŀƭ ǊŀǘŜ ƻŦ 

salary they will reimburse for a given amount of effort.  

When an individual's salary exceeds the salary cap established by the sponsor, the salary 

cap overage between the individual's actual salary and the maximum amount allowed 

under the cap for that percent of effort, must NOT be charged to another Federal or 

sponsored award.  

Academic Year - During the academic year, the salary cap overage will be covered by the 

/ƻƭƭŜƎŜ ƻŦ IǳƳŀƴƛǘƛŜǎ ŀƴŘ {ƻŎƛŀƭ {ŎƛŜƴŎŜǎ ǳǇƻƴ ŀǇǇǊƻǾŀƭ ōȅ ǘƘŜ 5ŜŀƴΩǎ hŦŦƛŎŜΦ ¢ƘŜ 

academic year salary cap overage constitutes voluntary, committed cost sharing.  

ADDITIONAL RESEARCH BUYOUT     

SALARY CAP ADMINISTRATION     
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In cases where the faculty member may be seeking one or more course buyouts paid by 

the sponsor, the grant budget must cover the entire amount needed for the course 

buyout(s) as stated in CHSS faculty workload policies. None of the salary cap overage 

paid by the College of Humanities and Social Sciences will apply to the amount needed 

for the course buyout(s).  

Summer - During the summer, the salary cap overage must be covered by the 

discretionary funds (Indirect or Pool Org) of the individual whose salary exceeds the 

salary cap. If the salary capped individual does not have enough funds to cover the 

salary cap overage through their discretionary funds (Indirect or Pool Org), the summer 

pay will be limited to the salary cap amount paid by the sponsor. 

Sponsor Information  

NIH provides a list of current and historical salary caps at 

https://grants.nih.gov/grants/policy/salcap_summary.htm   

NIH Notice, Salary Limitation on Grants Cooperative Agreements, and Contracts 

https://grants.nih.gov/grants/guide/notice-files/NOT-OD-16-045.html    

DOJ Limit on Use of Award Funds for Employee Compensation 

https://ojp.gov/financialguide/DOJ/PostawardRequirements/chapter3.9b.htm    

  

 

The provisional organized research indirect rates effective July 1, 2017 are: 

¶ 52.0% On-Campus 

¶ 26.0% Off-Campus Remote(performed outside the commuting area of the university) 

¶ 27.4% Off-Campus Adjacent (off-campus activities performed within the commuting 

area of the university) 

DOD contracts and subcontracts organized research rate effective July 1, 2017 are:  

¶ 54.3% On-Campus 

¶ 28.3% Off-Campus Remote(performed outside the commuting area of the university) 

¶ 29.7% Off-Campus Adjacent (off-campus activities performed within the commuting 

area of the university) 

 

INDIRECT   COSTS   

https://grants.nih.gov/grants/policy/salcap_summary.htm
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-16-045.html
https://ojp.gov/financialguide/DOJ/PostawardRequirements/chapter3.9b.htm


 

July 2017 [Budget Management] Page 9  

The complete listing and reference to the F&A Negotiation Agreement and applicable 

indirect rates can be found on the OSP website.  As these rates are negotiated every few 

years, refer to OSP for most current applied rates. 

These indirect rates include all personnel and direct expenses, with the following 

exceptions:  

π 9ǉǳƛǇƳŜƴǘ ǇǳǊŎƘŀǎŜǎ ŘŜŦƛƴŜŘ ŀǎ ǎǘŀƴŘπŀƭƻƴŜ ǿƛǘƘ ŀ ǇŜǊπǇƛŜŎŜ Ŏƻǎǘ ŜȄŎŜŜŘƛƴƎ ϷрΣллл  

π ¢ǳƛǘƛƻƴ ǇŀȅƳŜƴǘǎΣ {ǳōǎƛŘƛȊŜŘ DǊŀŘǳŀǘŜ IŜŀƭǘƘ LƴǎǳǊŀƴŎŜΣ ŀƴŘ CŜƭƭƻǿǎƘƛǇǎ 

π tŀǊǘƛŎƛǇŀƴǘ {ǳǇǇƻǊǘ /ƻǎǘǎ  

π {ǳōŎƻƴǘǊŀŎǘ ǇŀȅƳŜƴǘǎ ƻǾŜǊ ǘƘŜ ƛƴƛǘƛŀƭ ϷнрΣллл ǇŀȅƳŜƴǘ ǘƻ ǘƘŜ ǎǳōŎƻƴǘǊŀŎǘƻǊ  

π wŜƴǘ ǇŀȅƳŜƴǘǎ   

  

For a contract that generates $10,000 in indirect, a typical on-campus distribution is: 
 

University  29.4% $2,940 

Provost  34.3% $3,430 

BRL 2.00% $200 

College  17.15% $1,715 

PI  10.29% $1,029 

Department  6.86% $686 

Total  100% $10,000 

 

The above distribution can vary.  When projects are coordinated across colleges, CHSS 

generally follows the practice of distributing College/Department/PI indirects 

proportionate to the labor distribution for each perspective college budgeted. 
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EXAMPLES OF ONE SEMESTER AND TWO SEMESTER BUYOUTS (For One Course) 

The cost of a course buyout(s) for instructional faculty is determined by their annual 

salary and the number of courses they wish to buyout, regardless of the time period of 

the grant.  We recognize that many grant periods of performance to not align exactly 

with the University academic year.  However, the dollar amount charged to the grant for 

a buyout must equate to the rates established by the College. 

For Example:   
9 month faculty member 
Annual Salary: $60,000 
One Course buyout:  $9,000 (15% of annual salary) 
Two Couse buyout:  $18,000 (30% of annual salary) 
Three Course buyout: $33,000 (55% of annual salary) 
 

The sample Funding Change below reflects one course buyout over one semester and 

one course buyout spread over two semesters.  Note that in both cases, the course 

buyout is equal to 15% of annual salary ($60,000 x .15 = $9,000).  

  

One Course Bought Out in One Semester Name: Smith, Professor; Employee Type: 

9month Instructional; Annual Salary: $60,000; Effective Date: 8/25/17 to 01/09/18  

(Paid for over 1 semester, 9 pay periods)  

 

Labor Distribution  hǊƎΥ мπ····· 70% 21,000  

   Fund: нπ····· 30% 9,000  

Total Semester Salary      30,000  

 

 

One Course Bought Out Over Two Semesters Name: Smith, Professor; Employee Type:  

фπƳƻƴǘƘ LƴǎǘǊǳŎǘƛƻƴŀƭΤ !ƴƴǳŀƭ {ŀƭŀǊȅΥ $60,000; Effective Date: 8/25/17 to 05/24/18 

(Paid for over 2 semesters, 18 pay periods)  

 

Labor Distribution  hǊƎΥ мπ····· 85% 51,000  

   CǳƴŘΥ нπ····· 15% 9,000  

Total AY Salary      60,000  
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HELPFUL MicroStrategy REPORTS  

 

- !ƭƭ ŎƘŀǊƎŜǎ ǇƻǎǘŜŘ ǘƻ ȅƻǳǊ 59 όтллллπтффффύ ŀŎŎƻǳƴǘ όƛƴŎƭǳŘƛƴƎ W±ǎύ¢ŀōǎ ŘƛǎǇƭŀȅ 

summary by month/year, by date range and travel by faculty  

- Located in folder: Administrative; Shared Reports; Dept. Reports; CHSS; CHSS 

Decentralized 

 

πCƛƴŀƴŎƛŀƭ ƻǾŜǊǾƛŜǿ ƻŦ ǘƘŜ ƻǊƎǎ ǳƴŘŜǊ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΦ  

π.ŀƭŀƴŎŜǎ ŦƻǊ ȅƻǳǊ 9ϧDΣ LƴŘƛǊŜŎǘΣ tƻƻƭΣ ¦ƴƛǾŜǊǎƛǘȅ [ƛŦŜΣ {ǇƻƴǎƻǊŜŘ tǊƻƎǊŀƳǎΣ ŀƴŘ ¦ƴǊŜǎǘǊƛŎǘŜŘ       

Carry Over orgs by selecting the separate tabs. 

           -Located in folder: Administrative; Shared Reports; Dept. Reports; CHSS; CHSS Decentralized 

ALL LABOR AND EXPENSES BY ORG OR FUND FOR RECONCILIATION  

- User defines look up date range, ready to use with the CHSS reconciliation template  

- Separate tabs for labor and expenses, sorted by date, account number, and last name 

- Located in folder: Administrative; Shared reports; Reconciliation; Reconciliation Welcome Page 

 

- All budget transfers that have been processed for your org  

- Located in folder: Administrative; Shared Reports; Dept. Reports; CHSS; CHSS Decentralized; 

CHSS- Budget Drill 

 

 
- All budget transfers done in a month for all orgs in your department  

- Located in folder: Administrative; Shared Reports; Dept. Reports; CHSS; CHSS Decentralized; 

CHSS- Budget Transfer Detail by Date Range 

 

- A list of your faculty, admin faculty, and classified salaries, titles, positions, etc.  

- Adjunct, graduate assistants, graduate lecturer rosters each displayed in a separate tab  

- Labor distribution tab shows what orgs/funds their salary has been charged to so far this year 

by pay period  

- Funding distribution tab shows what orgs/funds their salary will be charged to in the future  

- Located in folder:  Administrative; Shared Reports; Dept. Reports; CHSS; CHSS Decentralized 

- Employee Detail tab shows their employee class (9 or 12 month), their rank and tenure 

descriptions  

 

 

 

 

DE   DRILL   BY   ORG   

DEPT.   FINANCIAL   REPORTS   

BUDGET   DRILL   BY   ORG   

BUDGET   TRANSFER   DETAIL   BY DATE RANGE     

ROSTER   INFORMATION   FOR   DEPARTMENTS   
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- Pay detail by pay period, including faculty special pay, miscellaneous pay, wages & work study, 

adjuncts, GA&GL, and overtime/relocation  

- Located in folder:  Administrative; Shared Reports; Dept. Reports; CHSS; CHSS Decentralized 

 

 

- Financial overview of sponsored program funds.  

- Located in folder: Administrative; Shared Reports; PI 

 

    

 

 

DEANôS STARTȤUP COMMITMENTS 
 

Recruiting tenure line faculty with significant research potential and scholarly activities is highly 

competitive, and providing candidates with a reasonable start-up package can be vital to 

positive outcomes.  The dean maintains Faculty Startup Org. 103404 to supplement 

ŘŜǇŀǊǘƳŜƴǘ ǊŜǎƻǳǊŎŜǎΣ ƛƴ ƻǊŘŜǊ ǘƻ ǇǊƻǾƛŘŜ ŦǳƴŘƛƴƎ ŦƻǊ ƴŜǿ ŦŀŎǳƭǘȅΩǎ ǘǊŀƴǎƛǘƛƻƴ ǘƻ ǘƘŜ ǳƴƛǾŜǊǎƛǘȅΦ  

New office computer and accessories are provided separately through the deanΩs office and are 

not funded from the Startup Org.  All such equipment is university property. Newly hired faculty 

typically have Startup funds available for their first two fiscal years, and timing is specified in 

offer letters. 

Any spending limits by category are specified in offer letters.  Categories are not fungible. 

Typical costs covered by startup funds include: 

¶ Travel to conduct research on site, such as appropriate libraries, archives and field sites 

¶ Travel to conferences and meetings where the faculty member is engaging in 

professional work by either presenting a paper or chairing a panel (maximum $750.00 

total). 

¶ Wages research assistant for a limited time (must be hired as hourly employee and 

submit timesheets per Mason policies). 

¶ Books and digital media related to research (maximum $500.00 total). Note that these 

are the property of Mason and not the faculty member. 

¶ Relocations costs (if available, this will be specifically defined in the offer letter, 

otherwise not available).  

Occasionally, special arrangements are made to provide additional support. These are generally 

provided when there is an expectation for faculty to obtain future outside sponsored support.  

LABOR   DETAIL   BY   ORG   OR   FUND   

PI   REPORTS   
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Examples include: 

¶ Summer salary support ( 1 month max typically, in order to apply for external funding, specifically 

documented in the offer letter) 

¶ Major scientific equipment and supplies 

¶ Lab or Center space and/or equipment 

¶ Participant support 

Faculty startup funds are not considered personal compensation and cannot be used to supplement a 
ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŀŎŀŘŜƳƛŎ ȅŜŀǊ ǎŀƭŀǊȅ ƻǊ ǘƻ ŎƻǾŜǊ ǇŜǊǎƻƴŀƭ Ŝxpenses (except for relocation as specified 
in the offer letter). 

These specific categories of expense are explicitly NOT available using dean Startup funds: 

¶ Classroom materials 

¶ Travel support for individual other than the new faculty member( i.e.; cannot be used to provide 
conference support for graduate students or others) 

¶ Travel to attend a conference 

¶ Professional dues and memberships 

¶ Printers, fax machines, office equipment 

¶ Ipads, cameras, cell phones, other electronic devices, unless specifically included in offer letter 

¶ Gifts, donations , any costs unrelated to faculty research or scholarship activities 

¶ Visa fees 

¶ Book subventions and indexing 
 

Faculty will follow all Mason purchasing guidelines and will coordinate all expenditures with their 
department /  program administrative staff. 
 

Startup funds are investments by the College of Humanities and Social Sciences in the research and 
professional careers of its faculty.  A faculty member who chooses to resign from the university, upon 
accepting the new position, is no longer authorized to use Startup funds.  

 

 

 

   

GRADUATE FUNDING  
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GRADUATE FUNDING 
 

 

CHSS ALLOCATED TUITION WAIVERS  

o Allocation is announced in memos sent each semester and updated in BTS.  

o Department will enter all eligible students in .¢{ ά²ŀƛǾŜǊǎέ ǎŎǊŜŜƴ 

o 5ŜŀƴΩǎ hŦŦƛŎŜ ǿƛƭƭ ǎŜƴŘ ǳǇŘŀǘŜǎ ǘƻ CƛƴŀƴŎƛŀƭ !ƛŘ ǿŜŜƪƭȅ  

  

 

o Charged to grant or department org.; budget acct. 70000; actual acct. 

78510 (Masters) or 78515 (Doctors)   

o The use of department DE or a grant to Ǉŀȅ ŀ ǎǘǳŘŜƴǘΩǎ ǘǳƛǘƛƻƴΦ 

o  Use the WorkFlow application and then pick FIN_Tuition Award 

!ǳǘƘƻǊƛȊŀǘƛƻƴ ǳƴŘŜǊ άaȅ tǊƻŎŜǎǎŜǎέ:  

https://patriotweb.gmu.edu/admin   

  
 

GRADUATE ASSISTANTSHIPS  

o Charged to grant or department org.; acct. 61190  

o  Allocation for the following year is announced in memos sent in 

Spring  

o Department prepares contracts and puts them into BTS for the upload. 

o !ŦǘŜǊ ǘƘŜ ǳǇƭƻŀŘ ŎƘŀƴƎŜǎ ƴŜŜŘ ǘƻ ōŜ ƘŀƴŘƭŜŘ ǿƛǘƘ 9½π9t!CǎΦ  

o An upload is done in the fall and the spring.  

o Centrally Funded Fellowship awardees should not be hired as 

Graduate Research Assistants. These Fellowships are awards and no 

work component may be attached.

TUITION   GRANTS   



 

 

 

FTE  

DEFINITION: acronym for FULL TIME EQUIVALENCY. FTE can refer to a Mason staff member (ex.: faculty, admin faculty, classified, GA or adjuncts) hours 

worked; to a faculty teaching load or to student enrollment credits. It is a calculation used to represent the ratio of the individual in question against a 

standardized unit of measurement for comparison purpose.   

 

Calculation = quantity (of hrs, classes or credits) for the individual ÷ 1 FTE equivalency (column E below)  
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 SUMMER GRADUATE ASSISTANTS  

  

 Summer GTA Summer GRA  

Summer effective dates  

Summer term can be active from one 
summer session to three ( dates 
between May 25- August 24)  
Follows Adjunct Summer Term dates  

Usually 5/25-8/24 (Pays/Factors: 6/6) 
or  

  any pay periods in between  

Assignment  Instructor of record for a summer course  
Participating directly in research or 

research support activities  

Other employment  
restrictions  

Can engage in other employment  Can engage in other employment  

Pay matrix  adjunct matrix rates  
Normally amount is stated in grant 

budget  

Position pre-fix  GL GR  

Requirements  
Do not have to be enrolled in classes 

during the summer  
Do not have to be enrolled in classes 

during the summer  

Waiver eligibility  

$4k from academic related activities in 
the previous semester and assistantship 

in the previous fall and/or spring.     

OR  

$4k from academic related activities 
in the previous semester and  

assistantship in the previous fall 
and/or spring.     

OR  

 Assistantship in the summer  Assistantship in the summer  

 
*Do not have to be enrolled in 6 credits in 
the summer to receive summer waivers  

*Do not have to be enrolled in 6 
credits in the summer to receive  

summer waivers  

Hiring process  Summer Upload Summer Upload  
Title in Banner  The course they are teaching  Graduate Research Assistant   

Funds  Summer Instructional Orgs  Usually grants  

Taxes  

Students not enrolled in summer courses 
are subject to FICA withholding (unless 
they are exempt under a special rule for 

certain F-1 and J-1 students). 

No FICA withholding if enrolled fulltime 
or if exempt under special rules  

for J-1/F-1 students  
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RECORDS MANAGEMENT  

Records Management is a division of GMU Library that assists you with retention and disposition of your temporary records. All 

records that are still active and needed for daily operations need to be retained with the department until they become inactive. 

When they become inactive, and need to be retained for a finite period of time for other administrative, fiscal, legal or historical 

purposes, the records (paper and electronic) are eligible to be sent to Records Management.  

  

State Record retention guidelines   

 
  

  Retain  

9ƭƛƎƛōƛƭƛǘȅ ±ŜǊƛŦƛŎŀǘƛƻƴ CƻǊƳ ŀƴŘ wŜŎƻǊŘǎ όLπфύ Υ   3 years after date of hire or 1 year after termination date, whichever is 
longer  

Employee Personnel Records ς Classified/In PMIS  
Database :   

5 years after termination or until resolution of personnel issues, 
whichever is longer  

Employee Personnel Records ς Wage Employees :   5 years after separation or until closure of unresolved personnel issues 

Position Classification and Description Files :   Until elimination of position or as long as administratively useful 

Promotion/Demotion, Layoff, Termination, or Tenure  
Records :   

5 years 

Recruitment, Hiring, Interview, and Selection Records : 3 years from the date position is filled 

Student Employee Personnel Records :   5 years after last employment 

 
  

  Retain  

Accounts Payable (purchase orders, invoices, billings, and 
other related documents)  

3 years or until audit, whichever is longer 

Certificates of Deposits (Cash Deposits)  3 years or until audit, whichever is longer 

 
  

  Retain 

HUMAN   RESOURCES   RECORDS   

FISCAL   RECORDS   

COLLEGE   AND   UNIVERSITY   RECORDS   
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Course Evaluations  1 year or in accordance with college/university policy, whichever 
is greater,  

Faculty Course Assignments/Schedules  3 years after end of semester 

TO TRANSFER RECORDS TO RM FOR STORAGE   

1. Only records center boxes can be stored in the George Mason University Records Center (please request them @ 

Fenwick Library, Room C201)  

2. You should file the materials by category but you may place more than one category of records in a box  

3. Labels can be found on the following link : http://recordsmanagement.gmu.edu/boxlabel.pdf   

4. 3 sets of labels should be prepared (One to attach on the boxes, one to forward to Records Management and one 

to retain for your records)  

5. Contact RM for box pick up: Email: scarte25@gmu.edu or TEL 703.993.2201. FAX 703.993.8911  

  

More information can be found on http://recordsmanagement.gmu.edu/guidelines.html   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:scarte25@gmu.edu
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ACCOUNT CODES 
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HUMAN RESOURCES 

HR Customer Service Center        

Å Taxes  

Å Direct Deposit  

Å Leave Balances  

Å Employment Verifications  

Å Timesheets (approver changes, proxy 

access requests, all timesheet questions)  

Å Deductions  
  

Ȅоπнслл        hr@gmu.edu  

                                   

April De La Rosa , Talent Acquisition Manager  Ȅоπнсрф       Adelaro3 
Michelle Lim, HR Faculty Business Partner   Ȅоπосср        mlim1  
Megan Kirk, HR Consultant        

Å Employment/recruitment  

Å Employment policies  

Å Policy and procedure  

Å Pay change request  

Å Separations  
  

Ȅоπоррм        mkirk4  

Chris Shepherd, HR Assistant                                       

¶ Employee transactions 

¶ All Electronic Approval ( EPAF) questions 
     

x3-2630       tshepherd 

   

Veronique Klimonda, Benefits Administrator  Ȅоπнсло        vklimond  
Barbara Merritt, Benefits Administrator    Ȅоπпмол        bmerritt  
Nati Sullivan, Benefits Administrator     Ȅоπосрт        nsulliv  
Å Health Insurance Benefits  

Å Retirement  

Å Leaves of Absence  

Å VSDP  

Å FMLA  
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 FACULTY AFFILIATE  
  

AFFILIATES 
 Affiliates are individuals who are affiliated with the university in some way, but are not paid for 

their services.  By completing an Affiliate Faculty Appointment form and entering an Ezπ9t!C 

through BTS for the individual, departments are able to supply these individuals with access to 

email, the library, and a parking pass.  

  

To process an affiliate, complete the Affiliate Faculty Appointment form, have it signed, send to 

the CHSS HR and Finance office and enter the electronic approval (Ezπ9t!C ύΦ  hƴŎŜ the 

transaction has been approved, the affiliate status is activated.  It is important to complete both 

the Affiliate Faculty Appointment form and the Ezπ9t!CΦ  The Affiliate Faculty  

Appointment form can be found on the CHSS website at http://chss.gmu.edu/staff/forms . 

 

If the affiliate will be teaching or interacting with students on a regular basis ( but are not paid 

for their services) an Affiliate offer letter, Affiliate Faculty Appointment form and copy of their 

CV must be signed by the Department Chair and emailed to provppm@gmu.edu. 

Once the Provost office has approved and signed the document, the packet will be emailed back 

to the department for the affiliate signature.  The packet is then scanned and emailed Shirley 

Steppe; ssteppe2@gmu.edu and an Ez-EPAF for an affiliate teaching position is submitted.  

  

If the affiliate is a foreign national and does not have paperwork on file at OIPS, have that 

ƛƴŘƛǾƛŘǳŀƭ ŎƻƴǘŀŎǘ hLt{ όффоπнфтлύ ǘƻ ƘŀǾŜ ŀ ǘŜƳǇƻǊŀǊȅ L5 ƴǳƳōŜǊ ƎŜƴŜǊŀǘŜŘΦ  ¦ǎŜ ǘƘŀǘ ƴǳƳōŜǊ 

to enter the affiliate into Banner and forward a copy of the Affiliate Faculty Appointment form 

to OIPS.  

    

http://chss.gmu.edu/staff/forms
mailto:provppm@gmu.edu
mailto:ssteppe2@gmu.edu
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       FACULTY RECRUITMENT -eWORK 

FACULTY RECRUITING VIA EWORK  
  

Å Recruitment ads for Instructional, Research, and Administrative/Professional faculty 

positions must be processed through eWork.  Candidates applying for these positions 

Ƴǳǎǘ ŎƻƳǇƭŜǘŜ ŀƴ ŜƭŜŎǘǊƻƴƛŎ ƻƴπƭƛƴŜ ŀǇǇƭƛŎŀǘƛƻƴ ŀƴŘ Ŧƛƭƭ ƻǳǘ ǘƘŜ ŘŜƳƻƎǊŀǇƘƛŎκŜǉǳƛǘȅ 

information.  

  

Å 5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ƘƛǊƛƴƎ ŘŜǇŀǊǘƳŜƴǘΩǎ ǇǊŜŦŜǊŜƴŎŜΣ ǎǳǇǇƻǊǘƛƴƎ ƳŀǘŜǊƛŀƭǎ ǎǳŎƘ ŀǎ /±ǎΣ 

letters of application, writing samples, etc., can be submitted by applicants either 

electronically in eWork or by mailing hard copies directly to the department.  

  

Å Hiring managers should update eWork as the hiring process progresses.  This allows 

Equity to follow the hiring process and monitor EEO compliance.  

  

Å The final stage of the recruiting and hiring process (offer letter, approval of terms by 

dean, Provost and Equity) is done in hard copy paperwork.  The Faculty Hiring Process  

Checklist, which outlines the faculty hiring process, can be found on the Office of the 

Provost website at http://provost.gmu.edu/geninfo.html.  
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FACULTY HIRING PROCESS  
  

A faculty hiring packet consists of the following documents:  

  

1) Draft Letter of Offer (including Request for Information form and Attachment A)  

2) Faculty Hiring Proposal  

3) /ŀƴŘƛŘŀǘŜΩǎ /±κwŜǎǳƳŜ  

  

 
  

Offer Letter  

  

Å When preparing a draft offer letter, make sure that the most current offer letter 

template is used.  Offer letter templates can be found on the Office of the Provost 

website at ƘǘǘǇΥκκǿǿǿΦƎƳǳΦŜŘǳκŦŀŎǎǘŀŦŦκƻŦŦŜǊπƭŜǘǘŜǊκƛƴǘǊƻΦƘǘƳƭ.  Note that the current 

offer letter templates include the Request for Information form and Attachment A 

(Faculty Terms and Conditions of Employment).  Ensure that candidates initial and 

return all pages of the offer letter (including Attachment A).  

  

Å Include any extra terms of the contract in the Other Terms section of the letter.  

Examples of such terms are teaching load, moving cost allocations (be sure to specify 

that relocation expenditures must be in compliance with state guidelines), special 

funding arrangements or expectations, standard background check notification, etc.    

  

Å LƴǎŜǊǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŎƭŀǳǎŜ ƛƴ ƻŦŦŜǊ ƭŜǘǘŜǊǎ ǘƻ мнπƳƻƴǘƘ ŦŀŎǳƭǘȅΥ  ά!ƭƭ мнπƳƻƴǘƘ ŦŀŎǳƭǘȅ 

must use all accrued annual leave prior to separation from the university.  There will be 

no payout for unused anƴǳŀƭ ƭŜŀǾŜ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ȅƻǳǊ ŜƳǇƭƻȅƳŜƴǘΦέ  

  

Å LŦ ǘƘŜ ǘŜǊƳǎ ƻŦ ŀ ŎƻƴǘǊŀŎǘ ƛƴǾƻƭǾŜ ǘƘŜ ǳǎŜ ƻŦ ŦǳƴŘǎ ǘƘŀǘ ǘƘŜ 5ŜŀƴΩǎ hŦŦƛŎŜ ŀƴŘκƻǊ ǘƘŜ 

Provost Office will provide, that information should be documented on the Worksheet 

for {ǘŀǊǘπǳǇ /ƻƳƳƛǘƳŜƴǘǎ ŦƻǊ bŜǿ CŀŎǳƭǘȅ and submitted with the faculty hiring 

packet.  

  

Å For sample contract language to use in offer letters with specific or special 

circumstances, see page 6.  

  

  

  

  

  

THE   FACULTY   HIRING   PACKET   
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Faculty Hiring Proposal  

The Faculty Hiring Proposal form should be included in the faculty hiring packet and can be 

found on the Office of the Provost website.  Note:  If the salary of an approved contract 

changes due to negotiations after the original paperwork has been submitted, an amended 

copy of the Faculty Hiring Proposal form should be sent to the CHSS Finance and HR office.  

  

********************  

  

²ƘŜƴ ǘƘŜ CŀŎǳƭǘȅ IƛǊƛƴƎ tŀŎƪŜǘ ƛǎ ŎƻƳǇƭŜǘŜ ŀƴŘ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ /ƘŀƛǊ Ƙŀǎ ǎƛƎƴŜŘπƻŦŦ ƻƴ ƛǘΣ 

submit the packet to the CHSS Finance and HR Office for final approval and processing.  The 

hiring department will be contacted by the Office of the Provost when the offer letter has been 

approved and can be sent to the candidate  

  

Note:  When the original offer letter is returned to the hiring department by the candidate with 

an acceptance signature, along with the Request for Information form, send the original letter 

and the Request for Information form to the CHSS Finance and HR Office.  

  

Original Transcripts (full time faculty)  

A transcript showing the highest degree earned is required for all faculty.  The original 

transcript should be received by the Provost Office before the first day of employment.    

  

When Candidates Decline Offers  

When a candidate declines an offer made by the hiring department, notify the CHSS Finance 

and HR office immediately.  If possible, specify the reason(s) that the candidate gave for 

declining the offer (e.g., salary, benefits, personal reasons, etc.).  
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CHSS SAMPLE CONTRACT LANGUAGE ς  FOR 

FACULTY CONTRACTS  
  

TIMING TERMINAL DEGREE COMPLETION  
  

Use the standard language that is provided in the Tenure Track Offer Letter Template.  

  

 
  

ά!ǎ ȅƻǳ ƘŀǾŜ ŀƭǊŜŀŘȅ ǎŜǊǾŜŘ ·· ȅŜŀǊǎ ƛƴ ŀ ǘŜƴǳǊŜπŜƭƛƎƛōƭŜ Ǉƻǎƛǘƛƻƴ ŀǘ ··· ¦ƴƛǾŜǊǎƛǘȅόǎύΣ ȅƻǳ 

ƳŀȅΣ ŀǘ ȅƻǳǊ ƻǇǘƛƻƴΣ ŀǇǇƭȅ ŦƻǊ ǘŜƴǳǊŜ ŜŀǊƭƛŜǊ ǘƘŀƴ ƻǳǊ ƴƻǊƳŀƭ ǎƛȄπȅŜŀǊ ǘƛƳŜŦǊŀƳŜΦέ  

  

TENURE TRACK HIRE STARTING WORK IN SPRING SEMESTER (OFF CYCLE)  
  

ά¢Ƙƛǎ ƛǎ ŀ о ѹ ȅŜŀǊ Ŏƻƴǘƛƴǳƻǳǎ ŀǇǇƻƛƴǘƳŜƴǘΦ  .ŜŎŀǳǎŜ ȅƻǳ ŀǊŜ ōŜƛƴƎ ƘƛǊŜŘ ƻŦŦ ǘƘŜ ¢ŜƴǳǊŜ ¢ǊŀŎƪ 

cycle, your initial appointment will be a Term appointment (effective January 10, 2011 through 

May 24, 2011).  Upon completion of the Term appointment, you will be appointed to an initial 

ǘƘǊŜŜπȅŜŀǊΣ ¢ŜƴǳǊŜ ¢ǊŀŎƪκtǊƻōŀǘƛƻƴŀǊȅ ŀǇǇƻƛƴǘƳŜƴǘ όŜŦŦŜŎǘƛǾŜ !ǳƎǳǎǘ нрΣ нлмм ǘƘǊƻǳƎƘ aŀȅ 

24, 204, a 9 month appointment).  

  

The terms of the offer are as follows:  

Term:   January 10, 2011 through May 24, 2011, Fixed Term appointment  

August 25, 2011 through May 24, 2014, Tenure Track Probationary 

ŀǇǇƻƛƴǘƳŜƴǘ όфπƳƻƴǘƘ ŀǇǇƻƛƴǘƳŜƴǘύ  

Salary:  $52,500 per year  

(January 10, 2011 through May 24, 2011 salary will be $26,нрлύέ  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

APPLYING   FOR   TENURE   EARLY   
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SIGNATURE AUTHORITY FOR EMPLOYMENT CONTRACTS  

  

Types of Contracts                        
  Authorized Signature  

Tenured Faculty                
  

President and Provost  

Tenure Track Faculty               
  

Provost  

¢ŜǊƳ CŀŎǳƭǘȅ όǎƛƴƎƭŜπȅŜŀǊ ŎƻƴǘǊŀŎǘǎύ           
  

Department Chair  

¢ŜǊƳ CŀŎǳƭǘȅ όƳǳƭǘƛπȅŜŀǊ ŎƻƴǘǊŀŎǘǎ ǳǇ ǘƻ о ȅŜŀǊǎύ        
  

Provost  

¢ŜǊƳ CŀŎǳƭǘȅ όƳǳƭǘƛπȅŜŀǊ ŎƻƴǘǊŀŎǘǎ ǳǇ ǘƻ р ȅŜŀǊǎύ        
  

President and Provost  

Administrative Faculty              
  

Provost  

Postdoctoral Research Fellows (term not to exceed 1 year)     
  

Department Chair  

Center/Program Directors (term not to exceed 1 year)      
  

Dean  

Adjunct Faculty (term not to exceed 1 semester)        
  

Department Chair  

Graduate Teaching Assistants (term not to exceed 1 year)     
  

Department Chair  

Graduate Research Assistants (term not to exceed 1 year)     
  

Department Chair  

Graduate Lecturers (term not to exceed 1 semester)      
  

Department Chair  

Faculty Overload                Department Chair  
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CRIMINIAL BACKGROUND CHECKS  

  

Beginning June 25, 2012, Mason requires a standard background check for all new salaried 

faculty and staff as a condition of hire.  Employees transferring into a new position will also be 

subject to a background check.    

  

Å For Classified hires, eWork will initiate the background check automatically at the time 

ǘƘŜ Ǉƻǎƛǘƛƻƴ Ƙŀǎ ƳƻǾŜŘ ƛƴǘƻ ŀ άCƛƭƭŜŘέ ǎǘŀǘǳǎΦ  

  

Å For Faculty hires, the department must send an email to HR Background Check 

(bkground@gmu.edu) with the following information:  

  

!ǇǇƭƛŎŀƴǘΩǎ ƴŀƳŜ  

AǇǇƭƛŎŀƴǘΩǎ 9Ƴŀƛƭ !ŘŘǊŜǎǎ  

Department  

Department Contact Person  

 

 

POSITION MAINTENANC 
Å It is necessary to complete a Position Maintenance Form in order to establish a new 

position and obtain a position number for Faculty, Administrative Faculty and Classified 

positions.  The Position Maintenance Form can be found on the Office of Budget and 

Planning website at http://budget.gmu.edu/posmaintform.doc.  

  

Å The Department completes a Position Maintenance Form for grant funded and 

classified positions.  The CHSS Finance and HR office completes the form for 

instructional faculty.  

  

Å Position Maintenance Forms for Administrative Faculty and Classified positions must 

also have a position description or Employee Work Profile attached.  

  

Å Once the Position Maintenance Form is completed, fax or mail it, along with the 

position description if applicable, to the CHSS Finance and HR office.  A new position 

number will be assigned by the Budget Office and the department will be notified 

within 2 days.  Note:  if the position is grant funded, it may take longer than 2 days to 

receive the newly assigned position number.  

  

Å The Position Maintenance Form is also used to document permanent budget changes 

such as FTE changes, conversion of positions and abolishment of positions.  
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t   

 

The following types of academic/educational leave are available to faculty: 
   

π  9ŘǳŎŀǘƛƻƴŀƭ [ŜŀǾŜ ²ƛǘƘ Cǳƭƭ ƻǊ tŀǊǘƛŀƭ tŀȅ ς usually one semester to a year in length  

π  9ŘǳŎŀǘƛƻƴŀƭ [ŜŀǾŜ ²ƛǘƘƻǳǘ tŀȅ ς usually one semester to a year in length  

π  ¢ŜƴǳǊŜπ¢ǊŀŎƪ [ŜŀǾŜ ς one semester in length (paid)  

π  CŀŎǳƭǘȅ {ǘǳŘȅ [ŜŀǾŜ ς one semester (paid) to a year (partially paid) in length  

  

Benefits while on leave vary, depending upon the type of leave taken (see the chart on page 9 

for an explanation of faculty benefits while on leave).  The following are the procedures to 

follow when faculty request academic/educational leave:  

  

Educational Leave ς With or Without Pay  

Å Faculty member submits a written request to take leave to the Department Chair.  

Å LŦ ŀǇǇǊƻǾŜŘ ōȅ 5ŜǇŀǊǘƳŜƴǘ /ƘŀƛǊΣ ǘƘŜ ǊŜǉǳŜǎǘ ƛǎ ŦƻǊǿŀǊŘŜŘ ǘƻ ǘƘŜ 5ŜŀƴΩǎ hŦŦƛŎŜ ŦƻǊ 

approval.  

Å CHSS Finance and HR office formally requests leave in writing to Provost, and the  

Provost Office will send a written response to the faculty member.  

Å When leave is approved, an HR Transaction Form is completed by the Department 

putting the faculty member on leave.  

Å ¦Ǉƻƴ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǊŜǘǳǊƴ ŦǊƻƳ ƭŜŀǾŜΣ ŀƴ Iw ¢ǊŀƴǎŀŎǘƛƻƴ CƻǊƳ ƛǎ ŎƻƳǇƭeted by the 

Department bringing him/her back to regular assignment.  

  

¢ŜƴǳǊŜπ¢ǊŀŎƪ [ŜŀǾŜ  

Å CŀŎǳƭǘȅ ƳŜƳōŜǊ ǎǳōƳƛǘǎ ¢ŜƴǳǊŜπ¢ǊŀŎƪ [ŜŀǾŜ wŜǉǳŜǎǘ ŦƻǊ !ǇǇǊƻǾŀƭ ŦƻǊƳ ǘƻ 5ŜǇŀǊǘƳŜƴǘ 

Chair.  

Å LŦ ŀǇǇǊƻǾŜŘ ōȅ 5ŜǇŀǊǘƳŜƴǘ /ƘŀƛǊΣ ǊŜǉǳŜǎǘ ƛǎ ŦƻǊǿŀǊŘŜŘ ǘƻ ǘƘŜ 5ŜŀƴΩǎ hŦŦƛŎŜ for 

approval.  

Å CHSS Finance and HR office forwards request to Provost Office.  The faculty member 

and all approvers receive a copy of the signed form from the Provost Office.  

Å When leave is approved, an HR Transaction Form is completed by the Department 

putting the faculty member on leave.  

Å ¦Ǉƻƴ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǊŜǘǳǊƴ ŦǊƻƳ ƭŜŀǾŜΣ ŀƴ Iw ¢ǊŀƴǎŀŎǘƛƻƴ CƻǊƳ ƛǎ ŎƻƳǇƭŜǘŜŘ ōȅ ǘƘŜ 

Department bringing him/her back to regular assignment.  

  

 

Faculty Study Leave  

Å Faculty member submits Study Leave application by deadline, following instructions per 

Provost website  

Å Faculty member is notified by the Provost Office that he/she is awarded the leave.  
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Å Faculty member must choose if leave will be taken in one or two semesters.  If a two 

semester leave (at half pay) is chosen, the faculty member is advised to contact Human 

Resources regarding possible benefits implications.  

Å Department fills out an HR Transaction Form putting the faculty member on leave.  

Å ¦Ǉƻƴ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǊŜǘǳǊƴ ŦǊƻƳ ƭŜŀǾŜΣ ŀƴ Iw ¢ǊŀƴǎŀŎǘƛƻƴ CƻǊƳ ƛǎ ŎƻƳǇƭŜǘŜŘ ōȅ ǘƘŜ  

Department bringing him/her back to regular assignment.  

Contact the CHSS Finance and HR office with any questions regarding Faculty Leave.  

  

FACULTY BENEFITS WHILE ON LEAVE WITHOUT PAY  
REASON FOR LEAVE  HEALTH COVERAGE  RETIREMENT BENEFIT  LIFE INSURANCE COVERAGE 

WITHOUT PAY  DURING LEAVE  DURING LEAVE  DURING LEAVE  

Personal  Coverage may continue 6 months; The employer makes no ORP or VRS Coverage may continue 24 the 

employer pays no contribution contribution; no VRS service credit  months; the employer 

makes and the employee pays the entire is earned and service credit cannot  full contribution. 

cost.  be purchased upon return.  

Illness  Coverage may continue 12  The employer makes no ORP or VRS Coverage may continue 24 

months; the employer pays its  contribution; no VRS service credit  months; the employer 

makes contribution with certification of  is earned; service credit can be  full contribution.  

disability and only if the employee purchased upon return. pays the employee premium.  
Without certification, the leave is treated 

as personal leave.  

Educational  Coverage may continue 24  The employer makes no ORP or VRS Coverage may continue 24 

months; the employer pays no  contribution; no VRS service credit  months; the employer 

makes contribution and the employee  is earned; service credit can be  full contribution.  

pays the entire cost.  purchased upon return.  

Agency Convenience Coverage may continue 4 months; The employer makes no ORP or VRS Coverage may continue 24 the 

employer pays its contribution contribution; no VRS service credit  months; the employer 

makes and the employee pays the  is earned and service credit cannot  full contribution.  

employee premium.  be purchased upon return.  

 Military   COBRA coverage is available at  The employer makes no ORP or VRS Coverage may continue 24  
 active employee rate.  contribution; no VRS service credit  months; the employer makes  

is earned; service credit can be  full contribution.  

purchased upon return.  
  

  

 

 

 

FACULTY BENEFITS WHILE ON LEAVE WITH FULL OR PARTIAL PAYC

 Educational Leave   Coverage may continue 24  If half pay or more, the employer  Coverage may continue 24  
 months; the employer pays its  makes an ORP or VRS contribution  months; the employer makes  

contribution if the employee pays based on full salary. If less than half full contribution.  the 

employee premium.  pay, the employer makes no  
contribution; no VRS service credit 

is earned; service credit can be 

purchased upon return.  
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Faculty Study Leave Coverage may continue for the  The employer makes an ORP or VRS Coverage may continue 24  
(*One Semester Full duration of the leave; the  contribution based on full salary.  months; the employer makes Pay 

and One  employer pays its contribution  *Call your benefits administrator  full contribution.   
Semester No Pay or  and the employee pays the  for details. Two 

Semesters Half employee premium. *Call your  
Pay). Awarded Upon benefits administrator for details. Committee  

Recommendation  

 Military Leave  Coverage may continue 24  If half pay or more, the employer  Coverage may continue 24  
 months; the employer pays its  makes an ORP or VRS contribution  months; the employer makes  

contribution if the employee pays based on full salary. If less than half full contribution.  the 

employee premium.  pay, the employer makes no  
contribution; no VRS service credit 

is earned; service credit can be 

purchased upon return.  
  

HIRING CLASSIFIED AND WAGE PERSONNEL  
 

  

Å All classified positions must be recruited for using the eWork recruitment process.  

  

Å No formal recruitment is necessary for a wage positions.   

  

Å For more detailed information about the recruitment process, reference the Classified 

Hiring Guide on the Human Resources website at http://hr.gmu.edu/eWork/.  Contact 

the CHSS Finance and HR office with any questions regarding the classified and wage 

recruitment process.  
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Å Prospective employees holding Green Cards do not need to contact the Office of 

International Programs & Services (OIPS).  

  

Å tǊƻǎǇŜŎǘƛǾŜ ŜƳǇƭƻȅŜŜǎ ƘƻƭŘƛƴƎ ŀ bƻƴπLƳƳƛƎǊŀƴǘ ±ƛǎŀ ǎƘƻǳƭŘ ŎƻƴǘŀŎǘ hLt{ ŀǎ ǎƻƻƴ ŀǎ 

practical.    

  

Å 9ƳǇƭƻȅŜŜǎ ǿƘƻ ƘƻƭŘ ŀ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ŎŀǊŘ ǘƘŀǘ ǊŜŀŘǎ άCƻǊ Lb{ tǳǊǇƻǎŜǎ hƴƭȅέ Ƴǳǎǘ 

contact OIPS.  

  

Å For more detailed information about hiring international employees, refer to the OIPS 

website at http://www2.gmu.edu/dpt/unilife/oips/.  
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                             HIRING TEMPORARY EMPLOYEES 
  

 

MasonOnBoard is the onboarding system for all Mason new hires. Benefited employees are processed 
 centrally by HR and non -benefited by their associated department. Are you responsible for hiring  

non -benefited employees in your department? If so, then you probably need access to Mason 

Onboard . Training sessions are offered every other month based on d emand. To attend an upcoming 

training session, please send an email to  hr@gmu.edu . 

 

OnBoarding packets need to be created: 

¶ If the new hire has never worked here before.   

Check the NBJLST screen in Banner for possible work history. 

¶ If an employee has worked here before, but has a break in service of one year or 

more to the date, then a new hire packet needs to be created. 

¶ A Re-hire packet is optional if they have worked here continuously and /or have 

less than one year of break in service.   

 

Once the employee has completed the Personal Information section of the OnBoarding 

packet, use that information to complete the SPAIDEN record in Banner. Instructions for 

creating a SPAIDEN record and generating a G# can be found in the OnBoarding and EPAF 

manual available on the HR website under the Liasons link.  

 

*Please note:  OnBoarding packets must be completed within three business days of the 

first day of employment.   If you enter the first date of employment as Oct. 1 (Sunday) on 

the OnBoarding packet, that means that the employee must complete all sections of the 

packet and the second section of the I-9 by Wed., Oct. 4.  If no effort has been made to 

complete the OnBoarding packet by that date, the packet will be cancelled and will need 

to be re-submitted.  

It is highly recommended that the start date of employment allow enough time for the 

recruit to access and complete the OnBoarding packet prior to starting work.  If there are 

extenuating circumstances, please contact Deborah Gupta (dgupta 5@gmu.edu  ); HR 

Consultant and OnBoarding Administrator.

mailto:hr.gmu.edu
mailto:dgupta5@gmu.edu
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SEPARATION FROM THE UNIVERSITY  
  

 

  

Å Faculty separating at the end of the Fall semester will have a separation date of January  

9.  Faculty separating at the end of the Spring semester will have a separation date of  

May 24.  Notify the CHSS Finance and HR office as soon as notice is received.  

  

Å Complete a Faculty Separation Form.  Submit the form, along with a letter of 

resignation, to the CHSS Finance and HR office.  

  

Å Communicate to 9 month faculty who separate at the end of the spring semester that 

the summer healthcare continuation option is available.  

  

Å Complete the Employee Separation Checklist and Employee Separation Property 

Clearance Checklist.  

  

 

  

Å Complete a Classified Separation Form.  Submit the form, along with a letter of 

resignation, to the CHSS Finance and HR office.  

  

Å Complete the Employee Separation Checklist and Employee Separation Property 

Clearance Checklist.  

  

Updated Separation Forms can be found on the HR & Payroll website at 

http://hr.gmu.edu/forms/.  

 

 

 

 

 

 

  
    

FACULTY HIRING PROCESS CHECKLIST  
  

FACULTY   SEPARATION   

CLASSIFIED   SEPARATION   
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This checklist is provided to help aid the faculty hiring process for each unit/department.  

  

Check when  
Completed  

What is Needed  

All faculty recruit actions (for instructional, research, and admin/prof) 

must be initiated vie the eWork system at http:/ /jobs.gmu.edu/hr.   

hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ȅƻǳǊ ŦƛƴŀƭƛǎǘΧ   

 5  

Prepare the Hiring 

Proposal Packet for the 

selected candidate.  

  

 5  a. Complete a Faculty Hiring Proposal form on the selected 

candidate.    

  
b. !ǘǘŀŎƘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ /±κǊŜǎǳƳŜΣ ŘǊŀŦǘ ƻŦŦŜǊ 

letter*, and Request for Information form.   

  
*Offer letter templates can be found at:  

ƘǘǘǇΥκκǿǿǿΦƎƳǳΦŜŘǳκŦŀŎǎǘŀŦŦκƻŦŦŜǊπƭŜǘǘŜǊκƛƴǘǊƻΦƘǘƳƭ  

  
c. Submit hiring packet to CHSS Finance and HR Office.   

  

  

  

  
5  

  

  

  

  

  
5  

  

  

 5  

Submit the Hiring 

Proposal Packet to the  

CHSS Finance and HR  
Office, MSN 3A3.    

  Once the Provost Office or appropriate VP and the Equity Office  

  approve the proposal packet, the contact name identified on the  

 Faculty Hiring Proposal will be notified by the Provost Office that  

  the offer can be formally made to the candidate.  The Request for  
   Information sheet should be part of the offer letter when sent to 

the candidate.  

    5  

If the offer is declined  
(return to eWork and 
mark appropriate box)  

  
Notify CHSS Finance and HR that the offer was declined.  Begin this 
process again for the next acceptable candidate.      

 5  

If the offer is accepted, 

submit the Original  

Signed Offer Letter and  
Request for  
Information sheet to 
the CHSS Finance and 
HR Office, MSN 3A3.  

  Submit the offer letter with original signatures and the Request for 

Information sheet to CHSS Finance and HR Office.   

  
***  If changes were made after approval had been granted, please 

submit a revised version of the Faculty Hiring Proposal form with 

the signed offer letter.  Indicate revision by marking the 

appropriate block and state in the notes section what the changes 

were.  If significant changes were made, please submit the form 

through the appropriate dean/director for approval.  

  

  ϝϝϝ ¢ƘŜ tǊƻǾƻǎǘΩǎ hŦŦƛŎŜ ǿƛƭƭ ǊŜƭŜŀǎŜ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ƘƛǊƛƴƎ ǇŀŎƪŜǘ 

to Human Resources once all aforementioned documents are 

received.  

  

  

  
5  

  

  

  

  

  

  
5  

5   

Faculty Transcript  
A transcript showing the highest degree earned is required for all faculty.  
This should be received by the Provost Office prior to the first day of 
employment.  .  
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Titles personnel on such appointments may hold are:  

    

GMU Local Titles:    State Title Equivalent: 

Research Associate  

   
Research Lecturer (01041); Research  

Assistant Instructor (01042); Research  

Instructor (01043)  

 Research Assistant Professor   Research Assistant Professor (01044)  

 Research Associate Professor  Research Associate Professor (01045)  

 Research Professor    Research Professor (01046) 

  

Normal qualifications for the categories are as follows:   

  

Research Associate:  At least a Bachelor's degree and 3 years experience, or a Master's 

degree and either experience, further education, or training appropriate to the specific 

sponsored research/instruction/service program need.  Individuals in this category may 

not serve as principal investigators on grants and contracts.   

  

Research Assistant Professor:  At least a Bachelor's degree and 7 years experience, or a 

Ph.D. or other terminal degree.  Individuals in this category may be involved in 

sponsored research, sponsored instruction, or sponsored service activities.  Individuals 

in this category may serve as principal investigators on grants and contracts. 

Postdoctoral Research Fellows shall be Research Assistant Professors and shall 

additionally be classified as postdoctoral fellows in the Human Resource system.  

Postdoctoral Research Fellows may serve as principal investigators on grants and 

contracts with the approval of the appropriate Dean or Institute Director.  

  

Research Associate Professor:  Master's degree in a field of research appropriate to the 

specific sponsored research/instruction/service program needs and 7 years of relevant 

experience or Ph.D. or other terminal degree and 3 years experience.  Individuals in this 

category may serve as principal investigators on grants and contracts.   

  

Research Professor:  At least a Ph.D. or other terminal degree and 7 years experience 

in a field of research appropriate to the specific sponsored research program needs and 

management and program development experience.  Substantial professional 

contributions are also necessary for this rank.  Individuals in this category may serve as 

principal investigator on grants and contracts.   

Research Titles      
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*These titles are in accordance with the Governor's Consolidated Salary Authorization 

for Faculty Positions in Institutions of Higher Education, and are used for statewide 

classification and payroll coding purposes only.     

  
Last approved by David W. Rossell, Ph.D., March 10, 2006  
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FOOD AND BEVERAGE PURCHASES 

FOOD AND BEVERAGE BASICS  
The complete policy and forms are available at http://fiscal.gmu.edu  

  

All events classified as business functions, student academic functions, and internal training 

functions (including reimbursements to faculty and staff) need the signature of the approving 

official in the CHSS finance office if state money is being used.    

  

Submit Food and Beverage Authorizations prior to event.   

Å Complete vendor/payee information, department and account information  

Å Date, time, location of event, # of persons attending  

Å Check event type/function  

Business Function: Meetings with outside parties that involve bona fide business 

discussions, meals with candidates.   

Student Academic Function: Events that contribute to the academic mission of the 

university; enhance student life or experience. Current and prospective students are 

the primary beneficiaries.  

Student Club Function: Functions held by student organizations are funded through the 

umbrella process.  

Internal Training: Formal training that lasts all day and continues through the meal period.  

Only beverages allowed at half day training sessions.  

Other internal functions: ¦ƴƛǾŜǊǎƛǘȅπǊŜŎƻƎƴƛȊŜŘ ŜǾŜƴǘǎΦ wŜǉǳƛǊŜ ŀǇǇǊƻǾŀƭ ŦǊƻƳ /ƘƛŜŦ ƻŦ 

Staff, Senior Vice President or Provost.  

  

Å Attach list of attendees. Required for all functions except student clubs. The list attendees 

must include the name and organizational affiliation of each attendee. If a list is impractical 

to provide, a written explanation is required.  

Å Attach Sodexho food order, eVA  , vendor invoice, or itemized receipts (reimbursement 

only)  

Å State purpose of event, be specific.  

Å hōǘŀƛƴ ǊŜǉǳƛǊŜŘ ǎƛƎƴŀǘǳǊŜǎ ŀƴŘ ŦƻǊǿŀǊŘ ǘƻ /I{{ ŦƛƴŀƴŎŜ ƻŦŦƛŎŜ ŦƻǊ ŀǇǇǊƻǾƛƴƎ ƻŦŦƛŎƛŀƭΩǎ 

signature.  

  

Please consult the Food and Beverages procedural manual for more information or contact 

Shirley Steppe ( ssteppe2@gmu.edu)  if you have questions about a function you are planning.  

  

 

 

 

 

mailto:ssteppe2@gmu.edu
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Complete a Food and Beverage Authorization Form, attach list of attendees and itemized original 

receipts. A payee can be reimbursed for multiple events (such as candidate meals) using one Food 

and Beverage Authorization form.  If there are more than 3 receipts, please provide a summary 

sheet listing the details for each event separately.    

Do not send payment request forms to request payment for food and beverage purchases.    

 

The following functions are exempt from Policy 2102 requirements: 

¶ Events or functions at which food and beverage expenses are paid solely from participant fees 

¶ Residence hall events that cost less than $100 per event 

¶ Intercollegiate Athletics( ICA) pre/post game meals within per diem maximums related to home 

competitions 

¶ Student-focused events that cost less than $2,000.00 per event that are within per diem 

maximums and primarily benefit Mason prospective students, students and student athletes 

¶ Meals within per diem maximums provided to students who are required to be on campus when  

Mason meal plans are not available 

¶ Meals within per diem maximums provided to performers and other visitors in conjunction with 

contractual requirements.  

  

 

The maximum cost per person for food and beverages for the Washington Metropolitan Area 

including Fairfax and Arlingtƻƴ /ƻǳƴǘƛŜǎ ŀǊŜΥ .ǊŜŀƪŦŀǎǘ π ϷнпΣ ƭǳƴŎƘ π ϷнрΦрлΣ ŘƛƴƴŜǊ π Ϸ46.50.These 

individual meal rates include all service fees, taxes and gratuities.  Business meals that are held 

outside the Washington, DC area are subject to the meal allowance for that area.  

  

 

¶ No food or beverages at internal planning, regularly scheduled or routine meetings. 

¶ No food or beverages for goodwill or morale.    

¶ bƻ ŦƻƻŘ ƻǊ ōŜǾŜǊŀƎŜǎ ǇǊƻǾƛŘŜŘ ŀǎ ŀ ǇŜǊǉǳƛǎƛǘŜ όάǇŜǊƪέύΦ    

¶ No alcohol. If alcohol was served, the price of the alcohol should be subtracted, along with 

the appropriate amount of tax and tip.  If the receipt is not itemized, the payee must include 

a signed statement verifying that no alcohol was served.  
 

 

 

 

 

REIMBURSEMENTS            

 

FOOD   AND   BEVERAGE   RATES   

  

RESTRICTIONS   
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Please use the online catering system to place any order within four days of your event. This system 

keeps track of all previous orders and lets you repeat them. You can check the status of a current 

order and make changes up to three days prior to the event. Approval takes place electronically by 

choosing Shirley Steppe as the approver. This serves as the Food and Beverage Authorization form. 

Please give the event a distinct name, list the organization number, choose the type of function, 

and state the purpose of the event. There is enƻǳƎƘ ǎǇŀŎŜ ǳƴŘŜǊ άǇǳǊǇƻǎŜέ ǘƻ ŀŘŘ ǘƘŜ ƴŀƳŜǎ ƻŦ 

attendees or a statement that a list is not practical. If you cannot add the attendees on the 

ŜƭŜŎǘǊƻƴƛŎ ƻǊŘŜǊ ŦƻǊƳΣ ǇƭŜŀǎŜ ǎŜƴŘ ǘƘŜ ƭƛǎǘ Ǿƛŀ ŜπƳŀƛl or campus mail to Shirley Steppe at the time 

you place the order.  If you choose not to use the online catering system, please contact the 

ŎŀǘŜǊƛƴƎ ƻŦŦƛŎŜ ŀǘ ффоπоолн ǘƻ Ǉƭŀƴ ȅƻǳǊ ŜǾŜƴǘΦ ¢ƘŜ ŎŀǘŜǊƛƴƎ ƻŦŦƛŎŜ ǿƛƭƭ ŜπƳŀƛƭ ŀ ŎƻƴǘǊŀŎǘκƻǊŘŜǊ 

confirmation to the department to review, and the request for approval of the order is sent 

electronically to the senior approving official (Shirley Steppe). 

 

 
  

!ƴȅ ŎŀǘŜǊŜŘ ŜǾŜƴǘ ǳǎƛƴƎ ǎǘŀǘŜ ŦǳƴŘǎ Ƴǳǎǘ ǳǎŜ ŀ ŎŀǘŜǊŜǊ ǘƘŀǘ ƛǎ ǊŜƎƛǎǘŜǊŜŘ ǿƛǘƘ ±ƛǊƎƛƴƛŀΩǎ Ŝ±!  

Purchasing System, and payments for catering services will be made through eVA. The Office of 

University Services maintains a list of approved caterers.   

  

For events less than $2,000: complete an eVA order, a Food and Beverage Authorization Form, and 

a lƛǎǘ ƻŦ ŀǘǘŜƴŘŜŜǎΦ 9ƴǘŜǊ ǘƘŜ Ŝ±! ƻǊŘŜǊ ƴǳƳōŜǊ ƻƴ ǘƘŜ Cϧ. ŦƻǊƳ ƛƴ ǘƘŜ ά5ŜǇŀǊǘƳŜƴǘ LƴŦƻǊƳŀǘƛƻƴέ 

section, obtain all required signatures, and send all to Accounts Payable.  

  

For events greater than $2,000: prepare an eVA order and a Food and Beverage Authorization 

Form. The approved Food and Beverage Form and a list of attendees may be scanned and attached 

to the eVA order. A Purchasing Office Buyer will issue the order to the vendor.  

  

Pizza Orders: 5ƻƳƛƴƻΩǎ ŀƴŘ tŀǇŀ WƻƘƴΩǎ ŀǊŜ ǊŜƎƛǎǘŜǊŜŘ Ŝ±! ǾŜƴŘƻǊǎΦ ¢ƘŜǎŜ vendors offer 

discounted GMU pricing.  You may place your order by phone to determine delivery date and time, 

and total cost, including tip. Prepare the Food and Beverage Authorization Form, attendee list and a 

ƴƻƴπŎŀǘŀƭƻƎ ƻǊŘŜǊ ƛƴ Ŝ±!Φ   

  

Note: The Purchasing Charge Card may be used for purchase of Food and Beverage items at 

grocery ( Giant, Safeway ,etc.) or general merchandise stores that carry food( Wal-Mart, Target, 

etc.) without the submission of a P-card waiver. Dedicated food establishments (restaurants, 

carry-out, etc.) may still require a lift based on  credit card merchants restrictions. 

A P-card Food and Beverage waiver should be submitted to the P-card office 2 days prior to the 

purchase. Comments in Bank of America Works reflecting the type of purchase along with 

SODEXHO   

 

OFF π CAMPUS   CATERERS   
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receipts are required. Confirming orders are required unless the purchase is made over-the-

counter (in-person at the establishment) 

Food and Beverage Policy functions: The P-card may not be used to purchase food and beverages 

for events or functions under the Good and Beverage policy. Cardholders may request a 

temporary lift to allow food and beverage to be purchased with the P-card.  A P-card Food and 

Beverage Waiver may be submitted to the P-card office for approval.  If a waiver is granted, then 

the completed F&B form, attendee list, applicable receipts and comments in Bank of America 

Works are required.  Confirming orders are required unless the purchase is made over-the-

counter (in person at the establishment).   

  

For detailed food and beverage policy and procedures please see the Food and Beverages  

Expenditures Guide on the fiscal services web page. 
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TRAVEL POLICY BASICS  
For the complete policy and forms please refer to the Travel Office page on the   

Fiscal Services website  http://fiscal.gmu.edu  

  

TRAVEL REQUEST SYSTEM (TRS) All Travel Authorizations and Reimbursements (except for team travel) 

Ƴǳǎǘ ōŜ ǇǊƻŎŜǎǎŜŘ ǘƘǊƻǳƎƘ aŀǎƻƴΩǎ ŜƭŜŎǘǊƻƴƛŎ ǘǊŀǾŜƭ resource, the Travel Request System (TRS) 

https://travel.gmu.edu/. Mileage, per diem rates and lodging maximums are embedded in the system, 

and calculations are performed based on travel dates and location(s) entered. The TRS design includes a 

delegate feature in which a traveler, department chair or supervisor may designate a Mason staff 

member to complete electronic Travel Authorizations and Reimbursements on behalf of others. 

Additional information is available on the Fiscal Services website . The TRS is independent of Banner 

Finance.  A Quick Guide is available in Appendix E and at TRS Quick Guide .  

  

 

All travel requires advance approval. Travelers must submit Travel Authorizations through the 

online TRS system prior to the travel date if:  

Å the travel involves commercial air transportation 

Å or the cost is expected to exceed $500   

Å or lodging cost is above basic rates.   

Å Travel outside the contiguous United States.   

¢ƘŜ ǘǊŀǾŜƭŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊ Ƴŀȅ ŀǇǇǊƻǾŜ ƻǘƘŜǊ ǘǊƛǇǎ ƻǊŀƭƭȅΦ  

  

Some travel may require additional advance approval.   

Å Lodging at rates in excess of the 150% premium   

Å Travel involving more than three employees from the university   

Å 5ŜǇŀǊǘƳŜƴǘǎ ƛƴǘŜƴŘƛƴƎ ǘƻ ƛƴǾƛǘŜ ǊŜǎƛŘŜƴǘǎ ƻŦ ŦƻǊŜƛƎƴ ŎƻǳƴǘǊƛŜǎ ǘƻ ǘǊŀǾŜƭ ŀǘ ǘƘŜ ǳƴƛǾŜǊǎƛǘȅΩǎ 

expense must arrange with the Office of International Programs and Services (OIPS) Å Travel 

to a comprehensively embargoed country ( e.g. Cuba, Iran, North Korea, Sudan and Syria) 

OR To a militarily embargoed country such as China or Afghanistan (complete list of 

these countries available at: http://pmddtc.state.gov/embargoed countries/index.html) for 

a traveler who works with International Traffic in Arms Regulations (ITAR) data.  

Requires advance approval from the Office of Research Integrity and Assurance( ORIA).  

  

 Complete all personal and trip information  

  

Lodging and Meal Planning:  

Å When using the online Travel Request System current lodging rates and per diem rates for 

meals and incidental expenses are automatically calculated. For planning purposes rates can 

be obtained from the Travel Office page on the Fiscal Services website http://fiscal.gmu.edu  

ADVANCE APPROVALS  

http://fiscal.gmu.edu/
http://fiscal.gmu.edu/
http://pmddtc.state.gov/embargoed%20countries/index.html
http://pmddtc.state.gov/embargoed%20countries/index.html
http://fiscal.gmu.edu/
http://fiscal.gmu.edu/
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Å Written justification is necessary for any expense exceeding the basic lodging rate for that 

destination.  

Å Direct bill charges (for example, when candidates are hosted at a local hotel) are considered 

travel expenditures and need to be included on the travel authorization form.  

  

Obtain Approvals:  

All travel must be submitted through the TRS system.   

The {ǳǇŜǊǾƛǎƻǊΩǎ bŜǘL5 field should be your department chair or direct supervisor.   

Å LŦ ȅƻǳ ƪƴƻǿ ǘƘŀǘ ȅƻǳǊ ŘƛǊŜŎǘ ƭƛƴŜ {ǳǇŜǊǾƛǎƻǊ ǿƛƭƭ ōŜ ƻǳǘ ƻƴ ƭŜŀǾŜΣ ǇƭŜŀǎŜ ŜƴǘŜǊ ǘƘŜƛǊ tǊƻȄȅΩǎ bŜǘL5 

in this field.  

Å If the Travel is for a Department Chair or center DirectorΣ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ bŜǘLŘ field should be 

changed to kdight.  

 When entering the Fund/Org Information, all authorized signers will appear in a drop down list.  Select 

your department chair.  If you are not sure who the appropriate person would be, please check with 

your Office Manager or Financial Manager.     

Å Note that the system allows funding to be allocated between more than one funding  source.   

 It can be broken down by either percentage of total or by dollar amount (If the reimbursed 

amount will be a flat maximum, enter that amount in the dollar cell.)  

Å If charge is for Faculty Start Up, Org 103404, select Kdight 

 as Approver, and enter SSTEPPE2 as Optional Approver below Fund/Org Information.  

Å If you are a department chair, enter kdight as the supervisor NetID, and select Kim Dight as 

Approver for the Org.  

Be sure that you continue through to the end of the Authorization or Reimbursement, after the 

COMMENTS section, and CLICK THE SUBMIT BUTTON.  Once you submit for approval, the traveler or 

designee will receive an email confirming that it was submitted for approval.  You will also receive an 

email when the document has completed the approval.  

Travel Reimbursements are now done electronically.  At the end of the reimbursement process in the 

TRS system, you should attach scanned copies of all required receipts. Make sure to submit in .pdf 

format. It is advised that the system has a size limit for files as well as a required naming format.  Check 

the Travel website for further details.   

International Travel:  

International travel requires an additional level of approval. It is highly recommended that you submit 

Travel Authorizations through the TRS system as soon as you are aware of the trip.  The Travel office 

requests two months prior to travel.   

!ƭƭ LƴǘŜǊƴŀǘƛƻƴŀƭ ǘǊŀǾŜƭ ŦƻǊ 5ŜǇŀǊǘƳŜƴǘ /ƘŀƛǊǎ ƻǊ ŦǳƴŘƛƴƎ ŎƘŀǊƎŜŘ ǘƻ 5ŜŀƴΩǎ {ǘŀǊǘ-up accounts needs 

approval from the DŜŀƴΩǎ ƻŦŦƛŎŜΦ {ŜƭŜŎǘ YƛƳ 5ƛƎƘǘ (kdight) as the Supervisor .  For travel being charged to 

Org. 103404, you would choose Shirley Steppe (ssteppe2) as the Fund/Org  approver.   
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TRAVEL DIRECT DEPOSIT OF REIMBURSEMENT PROGRAM  

Required for anyone who travels more than twice a year. However, any traveler can apply. The 

application form, EDI (Direct Deposit) Enrollment for State Employees, available online at 

http://fiscal.gmu.edu/forms/Travel%20Forms/EDIenrollment.pdf, should be filled out and sent to 

Penny Smith in the Travel Office at mail stop 3G6. Travelers will be notified via e-mail by the 

Commonwealth of Virginia when the deposit has occurred.  

  

  

 

A letter to inform candidates about George aŀǎƻƴ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǘǊŀǾŜƭ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ƛǎ 

available on the travel office web page. The requirements to reimburse faculty candidates are 

identical to the requirements related to routine George Mason University travel.   

Please include all travel cost on the travel authorization form including the expenses paid by the 

department directly (e.g. airfare or hotel.  

 

Normally, employees may not be reimbursed for lodging within 25 miles of their work place. When 

special circumstances exist, Senior Approving Officials may authorize overnight lodging in the local 

area.   

The University has negotiated contracts with several hotels in the local area, including the Mason 

Inn. Departments are encouraged to make lodging arrangements for guests and candidates to 

obtain favorable rates and direct billing to the University. The most current list of hotels can be 

found on the Travel Office web page.  

  

ENTERPRISE CAR RENTAL PROGRAM AND CHANGES TO MILEAGE REIMBURSEMENT  

The Virginia Office of Fleet Management Services has partnered with Enterprise Rent-a-Car to 

provide short term rental cars for state agencies. This impacts reimbursement of mileage for trips 

more than 280 miles per day. It is important that travelers access the Enterprise Trip Calculator 

when planning a trip that involves more than 280 miles per day. In most cases the traveler will be 

reimbursed the cost of the Enterprise rental car and gas, or mileage at the fleet rate. The travel web 

site has detailed information on this new policy.  

  

 

The Fly America Act restricts foreign travel supported by federal funds to the use of a U.S. air 

carrier. All flights using federal funds should be made with a U.S. air carrier unless an exception has 

been approved by OSP in advance. To ensure that any connection in the foreign country is also with 

an American airline or partner, use a travel agency to make all arrangements and inform them of 

the requirement.  Please contact Mike Laskofski at 993-4573 if you have any questions.  

  

  

CANDIDATE TRAVEL  

LOCAL LODGING  

FLY AMERICA ACT RESTRICTIONS  

http://fiscal.gmu.edu/forms/Travel%20Forms/EDIenrollment.pdf
http://fiscal.gmu.edu/forms/Travel%20Forms/EDIenrollment.pdf
http://fiscal.gmu.edu/Departments/Travel%20Office/index.html
http://fiscal.gmu.edu/Departments/Travel%20Office/index.html
http://fiscal.gmu.edu/Departments/Travel%20Office/Travel_page.htm
http://fiscal.gmu.edu/Departments/Travel%20Office/Travel_page.htm
http://fiscal.gmu.edu/Departments/Travel%20Office/Travel_page.htm
http://fiscal.gmu.edu/Departments/Travel%20Office/Travel_page.htm
http://fiscal.gmu.edu/Departments/Travel%20Office/Travel_page.htm
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COMBINING BUSINESS AND PERSONAL TRAVEL  

The traveler is required to price both the actual trip and the business-only portion of the trip on the 

day that the airline ticket was purchased. A print out of the prices of both trips must be included 

with the travel expense reimbursement voucher.     
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MOVING AND RELOCATION  
  

There is no standard moving and relocation provided to new hires. Any agreement to provide 

moving and relocation support should be clearly documented, including who agreed to pay for it 

(department, Dean or Provost).  

   

The state guidelines for moving and relocation are located online at 

http://www.doa.virginia.gov/Admin_Services/CAPP/CAPP_Topics/20345.pdf.  The documentation 

includes what moving and relocation expenses can and cannot be charged to the state, as well as 

the required forms and instructions for completing them. 

  

Eligibility  

¢ƻ ōŜ ŜƭƛƎƛōƭŜ ŦƻǊ ƳƻǾƛƴƎ ŀƴŘ ǊŜƭƻŎŀǘƛƻƴ ǊŜƛƳōǳǊǎŜƳŜƴǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜƭƻŎŀǘƛƻƴ Ƴǳǎǘ ƳŜŜǘ ŀƭƭ ƻŦ 

the following conditions:  

  

Å The relocation must be at the request of the employing agency  

Å ¢ƘŜ ŘƛǎǘŀƴŎŜ ōŜǘǿŜŜƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƴŜǿ ǿƻǊƪ ƭƻŎŀǘƛƻƴ ŀƴŘ ǘƘŜ ŦƻǊƳŜǊ ǊŜǎƛŘŜƴŎŜ Ƴǳǎǘ ōŜ 

ŀǘ ƭŜŀǎǘ рл ƳƛƭŜǎ ƎǊŜŀǘŜǊ ǘƘŀƴ ǘƘŜ ŘƛǎǘŀƴŎŜ ōŜǘǿŜŜƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƻƭŘ ǿƻǊƪ ƭƻŎŀǘƛƻƴ ŀƴŘ 

the former residence. The commute has to increase by 50 miles.  

Å The employee must remain in satisfactory full-time employment for at least one year.  

  

Moving and relocation commitments to new faculty must adhere to the maximum dollar amounts 

dictated in the state guidelines.  In many instances, the amount in the contract letter is less than the 

maximum allowed by the state.  In these cases, the faculty member will not be reimbursed for any 

expenses above and beyond the amount stipulated in the contract letter. The Human Resources 

office and Payroll will oversee the disbursement of the lump sum for relocation compensation. 

  

 

If you have any questions concerning moving and relocation, please contact Shirley Steppe 

 at 3-5457 or ssteppe2@gmu.edu.  

In addition, procedures, a moving and relocation fact sheet, and forms can also be found on the 

CHSS Finance and HR web page.  

http://www.doa.virginia.gov/Admin_Services/CAPP/CAPP_Topics/20345.pdf
http://www.doa.virginia.gov/Admin_Services/CAPP/CAPP_Topics/20345.pdf
http://chss.gmu.edu/finance_hr/forms.php
http://chss.gmu.edu/finance_hr/forms.php
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ELECTRONIC APPROVALS - EZ EPAF  
  

NOTE:  

¶ All Electronic Approvals will now be entered using EZ- EPAF in BTS.     

¶ Verify that there is an existing record in SPAIDEN.   If so, continue to EZ EPAF instructions on 

following page.  If not, follow instructions below to verify there is no previous SPAIDEN entry.     

¶ SPAIDEN, the secure Identification screen now replaces PPAIDEN  

¶  If fields are not addressed in directions, leave blank.  

 

Å It is critical that you check to see if a person has a record in Banner for prevent duplicate 

records. Your first step will be to see if the employee already has a record in Banner. New 

employees may have records for several reasons, including if they attended Mason as a student.  

Please refer to the HR website, HR.gmu.edu ; Resources link , 

http://hr.gmu.edu/hrliaisons/docs/onBoardingAndEPAFManual.pdf for instructions on verifying 

a G# and setting up a SPAIDEN record.  An EPAF cannot be submitted for any non-benefited 

employee until this in verified and completed.  

  

ENTERING AN Ez-EPAF  
 

Prior to entering a NEW Ez-EPAF, have the following information available.   
  
1. Employee legal name and G#  

2. Org./Fund  number paying for the position  ( verify position needed is set up on Org., 
grant or fund by checking  Patriot Web; Employee Services Tab; Pooled positions 
Lookup query.  https://patriotweb.gmu.edu/pls/prod/twbkwbis .P_WWWLogin  

3. Labor category of employee. (ex: Faculty, Adjunct, Grad Assistant, Wage, Affiliate) *Be 

sure to verify the labor category in Banner.  IF they say they are a student, verify how 

many credits they are registered for.   

4. Salary amount or wage per hour.  

5. Begin and end date for payment.( Refer to Pay Schedule Matrix pg. 11-12 )  

6. If applicable, Course name, section number, CRN being taught or supported.  

7. Wage, GR and GTA employees will need hours per day/hrs. per pay period. Positions 

supported by grants require the total anticipated salary for the period of employment be 

included in the Notes section.   

8. Timesheet administrator name, G# and position number.  

FIRST ACTION BEFORE ENTERING EZ EPAF  

http://hr.gmu.edu/hrliaisons/docs/onBoardingAndEPAFManual.pdf
https://patriotweb.gmu.edu/pls/prod/twbkwbis.P_WWWLogin
https://patriotweb.gmu.edu/pls/prod/twbkwbis.P_WWWLogin
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9. Labor being charged to a grant or fund requires that a guarantee Org. be provided in 

the Notes section of the Ez-EPAF if the begin and /or end date of the position is 

outside the period of performance for the grant.  

  

A. Access BTS:  bts.gmu.edu 

 

B. If you do not have access contact: Shirley Steppe (ssteppe2@gmu.edu)  Click on EZ-EPAF link  

at the bottom of the MENU on the left hand side.  

C. Screen below should be visible.   NEW tab will be highlighted.  

D. Use the pull down menus to choose the Current Fiscal Year and Department.  

  
  

E. Choose the employee name from the drop-down menu provided.    Or enter the last name, first 

ƴŀƳŜ ƻǊ DІ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άCƛƴŘέΦ {ŜƭŜŎǘ ǘƘŜ ŜƳǇƭƻȅŜŜ ŦǊƻƳ ǘƘŜ ŎƘƻƛŎŜǎ ŀƴŘ ŎƭƛŎƪ 

ƻƴ ά{ŜƭŜŎǘέΦ    

Note: If ǘƘƛǎ ƛǎ ŀ ƴŜǿ ŜƳǇƭƻȅŜŜ ǘƻ Da¦Σ ǳǎŜ ǘƘŜ άCƛƴŘέ ŦŜŀǘǳǊŜ ǘƘe first time in Ez-EPAF.   


