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Fiscal Technician

A EZEPAF training and questions

A EPAF questiorend submission

A Travel, Food & Beverage, & Moving/Relocation

A Affiliates
Joan Mlotkowski x3-8786 jmlotkow@gmu.edu
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COMMONLY USED ACRONYMS

x  AP- Accounts Payabl® AY- Academic Yeap BTS Budget Tracking
System

x CHSSCollege of Humanities and Social Scienzd3E- Direct
Expenditures

x EDWR; Enterprise Data Warehouse for Finance & Student
Datamarts

x e-Print- Banner report distribuibn system that uses the browser to
retrieve and print

Banner reports
x ETF Equipment Trust Funds
x E&G- Educational and General (State Funding)
x EZEPAF | EPAFElectronic Approval
x eVA¢ Virginia Webbased Procurementool
x F&A Rate Facilities and Adinistration % (Indirects)
x F&B- Food and Beverage
x  FCK Funding Change Form
x  FICA Federal Oleage Insurance Contribution (Social Security)
x  FOAPL Fund / Organization / Account / Program / Activity / Location
x FRDA Faculty Research and Developmémtard
X FTE Full Time Equivalent
x  FY-Fiscal year (July-Dune 30)
X GL- Graduate Lectureo GMUF George Mason Foundation
x  GPAg Graduate Professional Assistant
X GRA Graduate Research Assistant
x  GTA Graduate Teaching Assistant
x  ICR-Indirect Cost Recovery
X INB- Internet Native Banner
X IND- Indirects
x  JV-Journal Voucher
x  LWOR Leave Without Pay
X OALPD Office of Adult Learning and Professional Development
x  OCPE Office of Continuing and Professional Education
x  OIPS Office of International Programs and Services
x  OSR Office of Sponsored Programs

X  P&T-Promotion and Tenure



X

X

P-card- Purchasing card (Master Card)

PI1- Principal Investigator

PO- Purchase Order

PR- Purchase Requisition

SRA Provost Summer Research Awards

XEGR Permanent Budget transfers within Educational and General
Funds

XEGT Temporary Budget transfers within Educational and General

Funds



CONTENTEBUDGET MANAGEMENT

(070] g1 (=T ] ¢ =10 o o 1=y 1Y, = TaT= Vo =] 1'0 1= o | AP UERPPRY O.....
BUDGET MANAIMENT USEFUL LINKS .o sttt ettt e e e e e e e e et e eeeee e i s+ 444422t et e e e e e ee s nnnnnn s 1
tlwemeLa9 C!/ ! [ ¢, | bGIIDBIMNES SUMMABRYL L bt BWCeoeeeieeeeeeeeeeeeeeeeeeeeeeeee e, 2
CHSS SPONBED RESEARCH POLICIES. . eaeaa ittt ettt et e e smmeeeba bbb e e e e e e e e 5

Effort on Grants

¢SIFOKAY3A [2FRA& YR /2d2NES . dz22dzid XXXXXXXXXXXXXXXXXXXX

AJItIoNal RESEAICH BUYOUL. ...ttt ettt e e s bbbt e e s e aban e e e s sanbbe e e e e snnnneeeeeas 7

Salary Cap AdMINISTIALIAL . .......ueeii ittt e et e e e s st bt e e e s bbe e e e e e s abbaeeeeaeseaanneeeeeesanbreeeesaan 7

[ aTo [T =T A 0o 1 £SO T PRTPO 8

Examples of One Semester and TWO SeBTEBLYOULS ...........cooiicceiiiiieeieeeeeeiee s e s s e s e e e e e e e s s e e e e e e e eaeeeeeeeennnas 9
HELPFUL MICROSTRATEGY RERORTS. ...ttt s s e e e e et et e e e e e e e e e s mmeneaeaneeeeeenrnrnnnnanns 11

59! b Q{-UP COMMETMENT POLICX X X X X X X X X X X X X X X X X X X X X X X X X X X X X X X XLX X X X X X

GRADUAH FUNDING

................................................................................................................................................ 14
Centrally AllOCA TUIION WRIVETS ........ocumieriiiiiie i et e e ettt e s s e s e s e e e e e eaeeeeeeetetetsmnnmnnnneeaeaeeeeeeeeesennns 14
0] 1[o] ¢ I €T = 1] £ OO P PP PTPSPPTON 14
Graduate ASSISTANTSNIDS ....eeeeiiiiiii ettt e ettt e e ettt et e e s bbbt e e e e st bbbt e e e e an b bbbt e e e e aabeeeeeeaanbeeeeeeaane 14
L I TP TUPPPPPTTRPUPPIN 15

{dzYYSNJ DNI RdzF §S {GdzRSYyia XXXXXXXXXXXXXXXXXXXXXXX&KXXXXX

RECORDMBANAGEMENT ..ottt ieitmt ittt ettt e e e sttt e e s h b et e e s aabe e et e e 12 bbbt e e e 1k bbe et e s e aanb et e e+ e 17-18
HUMBN RESOUICES RECOIUS ...ttt ettt e et e e oottt e e s bbbttt a4 oatt e et e+ 44 £t e 24 be e e e e s 17
Yo | LT o] {0 RSP PPPTP 17
College and UNIVEISITRECOITS ........eiiieieiiiiiiie ettt e e ettt e e e sttt e e e e st ba e e e e s aabbe e e e e e aasb et e e e s s 24441 1e et e e e e anne 17
To transfer reCOrdSotRM fOF STOTAUE .......uieeeiiie ettt e ettt e e e s et e e e e e s sbbeeeeeennnes 18

ACCOUNT CODES




BUDGET MANAGEMENIseful links

CHSS Finance and HR websitéip://chss.amu.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 Systemmitp://travel.gmu.edu

Classified & Fatty Evaluation, Transactioand Sepeation Forms
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Overtime and Salary Increase

Budget Tracking System (BT8ip://bts.gmu.edu

Enter Fall and Spring GA,GL, and PT assignments
Funding Change Forms

Generate Contracts
Teaching Load
Raise Review
TuitionWaivess

9y SN 9%mot! C
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Office of the Provost:
http://provost.gmu.edu

1 PT (GL) and GA Pay Matrix Rates
Graduate Student Hiring Rules and Procedures

1
1 Enrollment data
1

Subsidized Graduate Health Insurance eligibility requirements and Q&As
Banner:https://patriotweb.gmu.edu/admin/

MicroStrategy:https://inveniopws.gmu.edu:8250/MicroStrateqgy/serviet/mstrWeb



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

assistant
GA or GR
8/25-1/9 (Fall) E 1/10-5/24 (Spring)
1.Have an
assistantship 9

(TA,RA) during
the semester
they receive
the waivers

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

F-1 or J-1 20 hrs/week E all others 29
hrs/week——(except during the-summer—=no

2.Earn at least class, 40 hrs/week)

$4,000 /

academic year

Must take-at-least-6-credits

for academic GA matrix rates

related Explicit dept chair's approval to engage in

activities (not other employment

including August and December

fellowship GTA or GRA

funds) 3.

GL

8/25-12/9 (Fall) E 1/25-5/9 (Spring)

7

PO or

7

three credit classes (full time)=.50 FTE

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

Fv

creditsor.750 FTE

Full time lecturers myst take

credits Part-time-lexturers
at least 3 credits

Adjunct matrix rate\

Can engage in other emp)oy

ber

August and Dec

course and section numbe

credits or .7,

at least 6
must take

Adjunct mat

ment Can engage in oth

1 course and se

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
balance. Any leftover amount will then be issued as a check after the
and sent directly to the student.

applied to
last drop/add date

NOTES (APPLICABLE TO GAs, GLs AND ADJUNCTS):

*Exceptions to the minimum 6 credit rule for waivers and fellowships:

t h ecredé't{)fggg.e nt 6s

998/999 to graduate. Will have to
take all of ]
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

acco

Anyone who will be in the BTS upload and has never been paid by GMU needs a skeleton EPAF in Banner E 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

Cannot be a degred

50 FTE

ix rates

August and December

1 Less than 6 credits of |

e remaining creaits in- -

unt

t

three credit class=.25 FTE

br employment

tion number

(]

8/25-12/9 (Fall) E 1/25-5/9 (Spring)

seeking student

go

t

ow



FT instructional, admin faculty and classified employee at GMU teaching a course in addition to regular assignments are considered an
overload.
E Instructional faculty - Hired with a FV position number in BTS; admin faculty, classified - Hired with a PO position number in BTS E 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






CHSS SPONSORED RESEARCH POLICIES

UpdatedAugust 2017

The College of Humanities and Social Sciences policies regarding sponsored program
activity are specified below. These policies dfective immediately and apply to all
proposals submittedrY 201 hereafter. Questions on these policies can be addressed to
the (HSS Post Award Services Director (Janice Cabretinie CHSS Associate Dean,
Researct{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
Pl and the department chair to identify an appropriate source of funds tercany
outstanding expenses on accounts. We do not have funds available in the College to
help in covering cost overruns.

EFFORT ON GRANTS

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.

Pls 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 salaryarges to each aligning with the
effort expended.
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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 grantnd 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 yeand 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 Degair

/| KFANI FYR GKS /1 {{ 5SIyQa 2FFAO0S LINAR2NJ (2
follow the approved budget and effort commitments throughout the course of the

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

L2t AOASad wSOAaA2Yya (2 FIFOdz e STF2NI Ydzad
they conflict with previously approved academic year/summer effort charges.

Individuals whose payroll is charged or whose effort is identified as committed cost
sharingon projects must have worked on the project and be documented in accordance
with Policy 4015 Payroll Certification on Federally Sponsored Projects.

TEACHING LOADS AND COURSE BUYOUTS

For faculty seeking course buyouts, all new grants slediiuzigeted according to the
following policy as of July 1, 2017. Tenured and Tetnaiek 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%Hersecond 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 lbiiyio a given semester may
accrue course buyout by charging the equivalent of 15% of academic year salary over
two successive semesters. The accumulatedom@se buyout may then be used during
the second semester with approval of the chair.
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Everyfaculty 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, faly members with administrative buguts of their
teaching or contractual teaching loads less tha? idust treat those reductions as grant
buy-downs. For example, someone with a ec@urse administrative bugown must
charge their grant as a second coaireduction.

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

‘ADDITIONAL RESEARCH BUYC

Faculty who charge academic year salary to a grant in excess of that required for course
buyout(s) can receive a spending dtezfjual to 50% of the excess buyout. This credit
gAftt 0S NBGAINYSR a CFOAftAGASEAE YR ! RYAYAa
may be used for DE such as equipment, travel, and supplies or may be applied to
summer salary cap overage on grantstth@it compensation to a salary capped
amount.

SALARY CAP ADMINISTRATIOI

Certain sponsors, such as the National Institutes of Health (NIH), the U.S. Department of
Wdza G A OS 65hW0X YR 20KSNJ FdzyRAy3 ISy OASa
salary they will reimburse for a given amount of effort.

When an individual'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
[ 2t€S83S 2F 1 dzYIyAGAaASa FyR {20Alft {OASyOSa
academic year salary cap overage constitutes voluntary, committed cost sharing.
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In cass 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 theCollege 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 extezds

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 Infamation

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 Agesgs, and Contracts
https://grants.nih.gov/grants/quide/noticdiles/NOFOD-16-045.html

DOJ Limit on Use of Award Funds for Employee Compensation
https://ojp.gov/financialguide/DOJ/PostawardRequirements/chapter3.9b.htm

INDIRECTCOSTS
The provisionabrganized researcimdirect rates effective July 1, 20Aare:

1 52.0% OrCampus

1 26.0% OH#CampusRemote(performed outside the commuting area of the university)

1 27.4% OfCampus Adjacer{bff-campus activities performed within the commuting
area of the university)

DOD contracts and subcontracsganized research rateffective July 1, 2017 are:

1 54.3%6 OnCampus

1 28.3% OffCampus Remote(performed outside the commuting area of the university)

1 29.70 OffCampus Adjacent (effampus activities performed within the commuting
area of the university)
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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

The complete listing anceference 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.

Thesendirectrates include all personnel and direct exjges, with the following
exceptions:

Tt

4 A A H

9ljdzA LIYSy G LIZNOKF 858 RSTAYSR & &adl yRmlf 2
¢dA A2y LI éYSyilias {dzowaARAT SR DNJIRdz GS 1 S
t F NOAOALI yi {dzLILI2 NI / 2a6Ga

{dzo O2y UNI OG LI eyYSyia 20SNJ GKS AYyAOGAlLf PH
wSyid LI eyvyYSyida

For a contract that generates $10,000 in indirect, a typicatampus distribution is

University 29.4% $2,940
Provost 34.3% $3,430
BRL 2.00% $200
College 17.15% $1,715
PI 10.2%6 $1,029
Department 6.86% $686
Total 100% $10,000

The above distribution can vary. Whprojects are coordinated across colleges, CHSS
generally follows the praate of distributing Colleg&epartmentPl indirects
proportionate to the labor distribution for each perspective college budgeted.
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EXAMPLES OF ONE SEMESTER AND TWO SEMESTER(BaYWid Turse)

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 mnual salary)

The sample Funding Change below reecte course buyout over one semester and
one course buyout spread over two semesters. Note that in both cases, the course
buyout is gual to 15% of annual salary (600 x .15 = $9,000).

OneCourse Bought Out in One Semedtme: Smith, Professor; Employee Type:
9month Instructional; Annual Salai$60,000; Effective Dat&/25/17 to 01/09/18
(Paid forover 1 semester9 pay periods

Labor Distribution hNBY wmm- {70% 21,000
FundH t- - - .| 30% 9,000
Total Semester Salary 30,000

One Course Bought Out Over Two Semestienme: Smith, Professor; Employee Type:
prY2y K Ly aiNHzO ($a0090t Effdctive Daysies/17 to 03/28/18NE Y
(Paid forover 2 semestersl8 payperiody

Labor Distribution hNABY wmm- {85% 51,000
Cdzy RY H 1 {15% 9,000
TotalAYSalary 60,000
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HELPFUL MicroStrate(REPORTS

DEDRILLBY ORG
- 1ff OKINBSa LRaldSR (G2 @2dz2NJ 59 o6t1nnnnnt dpddpd | O

summary by month/year, by date range and travel by faculty
Located in folder: Administrative; Shared Reports; Dept. Reports; CHSS; CHSS

Decentralized
DEPT.FINANCIAL REPORTS

MCAYLFYOAlIf 20SNWBASS 2F GKS 2NHA dzy RSNJ @ 2dzNJ RS LJ

m. FEFyOSa F2NJ @2dzNJ 93D LYRANBOGZ t22f3 ! yADSNE

CarryOver orgs by selecting the separate tabs.
-Located in folder: Adinistrative; 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 expenssarted by date account number, and last name
Located in folder: Administrative; Shared reports; Reconciliation; Reconciliation Welcome Page

BUDGETDRILLBY ORG

All budget transfers that have been processed for your org
Locatedn folder: Administrative; Shared Reports; Dept. Reports; CHSS; CHSS Decentralized;

CHSSBudget Drill

BUDGETTRANSFERDETAILBY DATE RANGE

All budget transfers done in a month for all orgs in your department
Located irfolder: Administrative; Shared Reports; Dept. Reports; CHSS; CHSS Decentralized,;

CHSSBudget Transfer Detail by Date Range

ROSTERNFORMATION FORDEPARTMENTS

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 Report3gpt. Reports; CHSS; CHSS Decentralized
Employee Detail tab shows their employee class (9 or 12 month), their rank and tenure

descriptions
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LABORDETAILBY ORGORFUND

- 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

Pl REPORTS

- Financial overview of sponsored program funds.
- Located in folder: Aalinistrative; Shared Reports; Pl

DEANOGS HAIPARNMITMENTS

Recruiting tenure line faculty with significant research potential and scholarly activities is highly
competitive, and providing candidates with a reasonable stigrpackage can be vital to

positive outcomes. The dean maintains Faculty Startup Org. 2084€upplement

RSLI NIYSyid NBaz2dz2NOSaz Ay 2NRSNI G2 LINRPOARS TFdzy

New office computer and accessories are provided separately through thedetiice and are
not funded from the Startup OrgAll such equment 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 éungibl
Typical costs covered by startup funds include:

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

i1 Travel to conferences and meetings where the faculty member is engaging in
professional work by either presentirggpaper or chairing a panel (maximum $750.00
total).

1 Wages research assistant for a limited time (must be hired as hourly employee and
submit timesheets per Mason policies).

1 Books and digital media related to research (maximum $500.00 total). Note thsé th
are the property of Mason and not the faculty member.

1 Relocations costsf(@available, this will be specifically defined in the offer letter,
otherwise not available).

Occasionally, special arrangements are made to provide additional support. Teagenarally
provided when there is an expectation for faculty to obtain future outside sponsored support.
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Examples include:

1 Summer salary support ( 1 month max typically, in order to apply for external funding, specifically
documented in the offer letter)

1 Major scientific equipment and supplies

9 Lab or Center space and/or equipment

9 Participant support

Faculty startup funds are not considered personal compensation and cannot be used to supplement a
FlL Odzf Gé YSYOSNID& I OF RSYA O xperSds kekcapt for reldatior dsbpaciedO2 S N
in the offer letter).

These specific categories of expense are explidibyavailable using dean Startup funds:

1 Classroom materials

91 Travel support for individual other than the new faculty membaex( cannotbe 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 specificaliethuiwoffer letter
Gifts, donations , any costs unrelated to faculty research or scholarship activities

Visa fees

Book subventions and indexing

=4 =4 =8 =8 -8 -8 -4

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 p&ition, is no longer authorized to use Startup funds.

July 2017 [Budget Management] PadE3



GRADUATE FUNDING

| CHSR\LLOCATED TUITION WAIVERS

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

o Department will enter all eligible studentsin¢ { a2 I A @SNEé &aONBSYy

0 5S5IyQa hF¥FFAOS gAftf &SYR dzLJRIF GS& G2 CAYyl yOA
TUITION GRANTS

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

78510 (Masters) or 78515 (Doctors)
0 TheuseofdepartmentDE oragrantisr @ | &0 dzZRSydQa GdzZA A2y ®
o Use theWorkFlow application and then pick FIN_Tuition Award

L dzG K2NAT FGA2y dzy RSNJ daé& t NpPOS&aasSas

https://patriotweb.gmu.edu/admin

GRADUATE ASSISTANTSHIPS

(0]

(0]

Charged to grant or department org.; acct. 61190

Allocation for the following year is announced in memos sent in

Spring

Department prepares contracts and puthem into BTS for the upload.

' FGSNI GKS dzLJX 2F R OKIy3Sa ySSR G2 0SS KIFyRfS
An upload is done in the fall and the spring.

Centrally Funded Fellowship awardees shouldb®hired as
Graduate Researchssistants. These Fellowships are awards and no
work component may battached.
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FTE

DEFINITIONacronym forFULL 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 enroliment credits. It is a calculation used to represent the rationafitidial in question against a

standardized unit of measurement for comparison purpose.

HOURS TEACHING CREDITS 1FTE
WORKED LOAD equivalency Examples
(CLASSES) (E)
Faculty Full time 9 1 three-credits 40 hrs or A faculty member who works full time is 1 FTE (in terms of
month or 12 class = 0.25 FTE 12 credits salary). However, if they teach 3 classes in the Fall and 2 in the
month =1 FTE Spring = 15 credits / 12 = 1.25 FTE or 0.75 (Fall) and 0.50
(Spring) teaching load.
Admin Faculty 40 hrs/week = - 40 hrs A part time admin faculty (30 hrs/week) = 30 hrs/week / 40 =
or Classified 1FTE 0.75 FTE
Staff
GTA / GRA 20 hrs/week = 80 hrs A part time graduate teaching assistant = (10 hours / week) /
0.25 FTE 80 hrs =0.125 FTE
NOTE: GRA FTE does not load to Banner.
Graduate 2 three-credits 12 credits A graduate lecturer who teaches 1 two-credits class = 2 credits
Lecturer class = 0.50 FTE /12 =0.1666 FTE
Adjuncts 1 three-credits | 12 credits An adjunct who teaches 7 credits in total = 7 credits / 12 =
class = 0.25 FTE 0.5833 FTE
Students | 15 credits 4.7 seats A target enrollment of 781 seats = 781 / 4.7 = 166.17 FTE on
undergrad (or 5 . average.
students) = 1 15 credits
FTE & 12 undergrad A 3 credits class with 10 undergrad students and 15 grad
credits grad (or 12 credits students enrolled = 30 undergrad credits / 15 + 45 grad credits
4 students) =1 grad /12 =5.75FTE
FTE

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 term can be active from one | Usually 5/25-8/24 (Pays/Factors: 6/6)
summer session to three ( dates or
between May 25August 24)
Summer effective dates Follows Adjunct Summer Term dates

any pay periods in between

Participating directly in research or

Assignment Instructor of record for a summer course research support activities
Other employment Can engage in other employment Can engage in other employment
restrictions
. . . Normally amount is stated in grant
Pay matrix adjunct matrix rates budget
Position pre-fix GL GR
. Do not have to be enrolled in classes Do not have to be enrolled in classes
Requirements . .
during the summer during the summer
$4k from academic related activities
$4k from academic related activities in in the previous semester and
the previous semester and assistantship assistantship in the previous fall
in the previous fall and/or spring. and/or spring.
Waiver eligibility OR 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

Students not enrolled in summer courg No FICA withholding if enrolled fulltime
are subject to FICA withholding (unley ~ Or if exempt under special rules
they are exempt under apecial rule for for J-1/F-1 students
certain F1 and J1 students).

Taxes
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RECORDS MANAGEMENT

Records Management is a division of GMU Library that assists you with retention and disposition of your temporary récords. Al
records that are still active and needed for daily operations need to be retained with the department until they becomeinact
When they become inactive, and need to be retained for a finite period of time for other administrative, fiscal, legtdrarahis
purposes, the records (paper and electronic) are eligible to be sent to Records Management.

State Record retention guatines

HUMAN RESOURCERECORDS

Retain

[
9t AGAOAETAGE +SNRTAOI (A 2V 3years after date of hire or 1 year after termination date, whichever i

longer
| Employee Personnel Recorgl€lassified/In PMIS 5 years after termination or until resolution of personnel issues,
Database : whichever is longer
| Employee Personnel Recorg8Vage Employees : 5 years after separation or until closure of unresolved personnel issu:
| Position Classification and Description Files : Until elimination of position or as long as administratively useful

[
Promotion/Demotion, Layoff, Termination, or Tenure |5 years

Records :

[
Recruitment, Hiring, Interview, and Selection Records 3 yearsrom the date position is filled

[
Student Employee Personnel Records : 5 years after last employment

FISCALRECORDS

Retain
[
Accounts Payable (purchase orders, invoices, billings, and 3 years or until auditwhichever is longer
other related documents)
[
Certificates of Deposits (Cash Deposits) 3 years or until audit, whichever is longer

COLLEGEAND UNIVERSITYRECORDS

Retain
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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)

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

Labels can b#ound 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 umail:scarte25@gmu.edor TEL703.993.2201FAX703.993.8911

More information can be found dmnttp://recordsmanagement.gmu.edu/guidelines.html
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ACCOUNT CODES

[Account Subgroup

JAccount |

Account Code Desc

Account Subgroup

|Account

|Account Code Desc

Administrative Faculty

61200

Administrative Salaries Budget Pool

Furn&Eqp less than $5k after 7.1.10

74882

Medical Equip less than $5000

61220 Faculty Salary-Administrative 74884 Other Equip less than $5000
Classified Salaries 651310 Classified Salaries 74877 Photo Equip less than $5000
61300 Classified Salaries Budget Pool 74879 Radio Brdcast Equip less than $5000
College Work Study YWages 61600 College Work Study Budget Pool 74878 Recreation Equip less than $5000
51610 Student Wages Federal Work Study 74880 TV Broadcast Equip less than $5000
Overtime 651440 Overtime-Salary 74872 Tools & Equip less than $5000
61430 Overtime-VWages 74881 WWebstreaming Equip less than $5000
\Wages 651400 Budget Pool-YWages Laboratory & Medical Supplies 74410 Lab Supplies
61410 Viyages 74420 Medical Supplies
61420  [Wages-Students Houry IMail Services 73144 Bulk Mail
Full Time Faculty 61140 Eminent Scholar Stipend 73142 Drop Shipments
51100 Faculty Salaries Budget Pool 73110 Express Mail Services
61110 Faculty Salaries Full Time 73146 Intemational Postal Svcs
Part Time Faculty 61120 Faculty Salaries Part Time 73130 Messenger Services
Graduate Assistants 51190 Graduate Assistants 73140 Metered Mail
Consulting Services 73441 A cademic Consulting fMoving & Relocation 73810 Moving & Relocation
73400 Consulting Services Budget Pool 73812 Relocation Vendor
73444 Employee Training Consulting 73811 Relocation-Common Carrier
73443 Nonacademic Consulting Photocopying 73681 GMU Photocopying
73442 Research Consulting 73691 GMU Photocopying Cr
Subcontracts Budget 73600 Subcontracts Budget Pool 73692 Non-GMU Photocopying
73700 Subcontracts GT 25K Budget Pool Printing Services 73153 Embroidery/Screening
Books 74740 Books/Education & Research Use 73152 Printing Royalties
74125  |Books/General Office Use 73150 Printing Services
Charge Card Contractual Services 73090 Charge Card Contractual Services Publications & Subscriptions 73220 Publications & Subscriptions
Charge Card Equipment 74091 Chg Card Equip less than $2000 Repair & Maintenance Services 73570 Building R epair & Maint
Charge Card Supplies 74092 Charge Card Credits Pending Services Recharge Recoveries 73999 Recovery Recharge Services
74090 Charge Card Supplies Services Recharges 73682 Recharge GMU Services
74093 Suspended P-Card Transactions 73694 Recharge MR
Direct Expenditures Budget 70000 Direct Expenditures Budget Pool Skilled Services 73697 Academic Testing
Dues 73212 Dues-Community Organizations 73687 Moving Services
73210  |Dues-Professional Organizations 73702 Research Subject Services
Equip $2000-5000 (grants pre7-1-10) |76900 Equip $2000-5000 (grants pre7-1-10) 73684 Skilled Services-Special Projects
Equipment less than $2000 74835  [Computer Sys & Components LT $2000 73215 Speaker Fees
74840  |Education Equip less than $2000 73680 Non-GMU Skilled Services
74865 Electronic Equipment LT $2000 73696 Non-State Subrecipients LT 25K
74821 Equipment less than $2000 73683 State Subrecipients LT 25K
74126 Furniture less than $2000 Support Services 73640 Catering Services
74820 Lab Equip less than $2000 [Telecommunications Services 73177 Long Distance Telephone
74845 Law Enforce Equip less than $2000 73171 Mobile Phones
74830 W echanical Equip less than $2000 Travel Budget 73800 Travel Budget Pool
74860 Medical Equipment less than $2000 Consultant/Non-Employee Travel 73866 Consultant™on-Employee Lodging
74850 Photo Equip less than $2000 Employee Travel 73830 Airfare
74851 Radio Brdcast Equip/Supp LT $2000 73890 Domestic Conferences
74855 Recreation Equip less than $2000 73850 Employee Lodging
74852 [TV Broadcast Equip/Supplies LT$2000 73893 Employee Training Travel
74825  |Tools & Equip less than $2000 73834 Fares-Train&Other Public Carriers
74853 VWebstreaming Equip/Supplies LT$2000 73844 Fleet Rental Charges (DGS)
Fum&Eqgp $5k or greater after7-1-10  |76878  |Electronic Equip $5000 or greater 73842 Fleet Rental Credits
76877 Lab Equip $5000 or greater 73894 Foreign Airfare
76875 Network Components $5000 or greater 73891 Foreign Conferences
76874 Network Servers $5000 or greater 73892 GMU-Sponsored Conferences
76873 Other Comp Equip $5000 or greater 73852 Parking,Fees and Tolls
76880 O utdoor Equip $5000 or greater 73843 Recharge Fleet Rental
76870 PC Systems & Comp $5000 or greater 73880 Subsistence-Business
76872 Pass Through Equip $5000 or greater 73820 Travel-Personal Vehicle
76879 Photographic Equip $5000 or greater 73840 Travel-State Vehicle
76871 Third Party Equip $5000 or greater 73841 Van Credits
76876  [Webstreaming Equip $5000 or greater 73831 Vehicle Rental
Fum&Eqp less than $5k after 7.1.10  |74874 Comp Sys &Component less than $5000 73835 Vehicle Rental Credits
74875 Educational Equip less than $5000 Participant Travel 73867 Part Travel Excl fr F&A-Foreign Air
74883  |Electronic Equip less than $5000 73865 Participant Travel Exclude from F&A
74870 Furniture less than $5000 Recruitment Travel 73851 Candidate Lodging
74871 Lab Equip less than $5000 73881 Candidate Meals
74876 Law Enforce Equip less than $5000 73821 Candidate Personal Vehicle
74873 Mechanical Equip less than $5000 73832 Candidate Public Carrier
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HUMAN RESOURCES

HR Customer Service Center EomHc. hr@gmu.edu
A Taxes
A Direct Deposit
A LeaveBalances
A Employment Verifications
A Timesheets (approver changes, proxy
access requests, all timesheet questions

A Deductions

April De La RosaTalent Acquisition Manager E o TtH ¢ | Adelaro3
Michelle Lim, HR Faculty Business Parther Eo 1mmo c « mliml
Megan Kirk, HR Consultant Eomop| mkirk4d

A Employment/recruitment
A Employment policies

A Policy and procedure

A Pay change request

A Separations

Chris Shepherd, HR Assistant x3-2630 tshepherd
1 Employee transactions
1 All Electronic Approval ( EPAF) question:

Veronique Klimonda, Benefits Administrator E o 1 H ¢ . vklimond

Barbara Merritt, Benefits Administrator Eormnm bmerritt

Nati Sullivan, Benefits Administrator Eomoc | nsullv
A Health Insurance Benefits

A Retirement

A Leaves of Absence
A VvsSDP

A FMLA
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FACULTY AFFILIATE

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 formesuteringan Ez 9t ! C
through BT$or the individual, departments are able to suppiyese 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 aentdr the electronic approvaEzat 9t ! C iheap hyOS
transaction has been approved, the affiliate status is activatets important to complete both

the Affiliate Fawlty Appointment form and the Ez 9 t THe @ffiliate Faculty

Appointment form can be found on the CHSS websitetiat//chss.amu.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 odplyeir

CV must be signed by the Department Chair and emailgddoppm@gmu.edu

Once the Provost office has approved and signed the document, the packet will be emailed back
to the department for the affiliate sitature. The packet is then scanned and emailed Shirley
Steppessteppe2@gmu.edand an EZEPAF 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
AYRAGARdzZEE O2yidlFOG hLt{ 6dphpomupTrny (2 KIBS |
to enter the affiliate into Banner and forward a copy of the Affdi&aculty Appointment form

to OIPS.
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FACULTY RECRUITMENVORK

A Recruitment ads for Instructional, Research, and Administrative/Professional faculty
positions must be processed through eWork. Candidates applying for these positions

Ydza i O2YLX SGS |y St SOUNRYAO 2ynftAyS | LILX AO

information.

A 5SLISYRAY3 2y (GKS KANARY3I RSLINIYSYydQa LINBFS

letters of application, writing samples, etc., can be submitted by applicants either
electronically in eWork or by mailing hard copies directly to the departmen

A Hiring managers should update eWork as the hiring process progresses. This allows
Equity to follow the hiring process and monitor EEO compliance.

A 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 Gfffice
Provost website ahttp:/provost.gmu.edu/geninfo.htm]
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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/ FYRARIFIGSQa / +kwSadzys

‘ THEFACULTYHIRING PACKET

Offer Letter

A 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 atK G LIY K K 6 6 6 @I Y dz® S Rdzk T I O aNbte that thecd@rrerd Nyt S G @
offer letter templates include the Request for Information form and Attachment A
(Faculty Terms and Conditions of Employmegisure that candidates initial and
return all pages of the offer letter (including Attachment A)

A Include any extra terms of theontract 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 expectatis, standard background check notification, etc.

A LyaSNI (GKS F2ftt2gAy3a Of dzaS Ay 2FFSNIESGGS
must use all accrued annual leave prior to separation from the university. There will be
no payout forunused afidz £t f SI @S |G GKS SyR 2F @&2dz2NJ SY

ALFT GKS (GSNya 2F | O2yGN)Y OGO Ay@2t @S GKS dza$s
Provost Office will provide, that information should be documented onwrerksheet
for{ I NI mdzLd / 2 YY A (Y Sayidisabmifie?] With th& facul@ hirbglzt | &
packet.

A For sample contract language to use in offer letters with specific or special
circumstances, see page 6.
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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 websitblote: If the salary of an approved contract
changes due to negotiations after the original paperwork has been sulsmégteamended

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

kkkkkkkkkkkkkkkkkkkk

2 KSy GKS CIOdzt e 1 ANRY3I tIFO1SiG Aa O2YLX SGS
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 whenatfier 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 origimal lett
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 Provodfi€e 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 candidatéogave
declining the offer (e.g., salary, benefits, personal reasons, etc.).

oy

July 2017 [Human Resources] Page



CHSS SAMPLE CONTRACT LANGURGE

FACULTY CONTRACTS

|TIMING TERMINAL DEGREE COMPLETION

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

‘ APPLYINGFORTENUREEARLY

G!a e2dz KF@S | f NSFRe aSNBWSR - - @SINBR Ay I+ Sy
YE@Z G @2dzNJ 2LJiA2ys FLILX @& F2NJ GSydz2NB SI NI ASN

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

GCKAAE A& | o oy @8SFENJI O2ylAydzzdza FLILRAYIGYSYy (o
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
GKNBESTTEeSIFENE ¢SydzNE ¢NJF Ol kt NBOFGA2Y I NB | LILRAY
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
FLILRAYGYSY(d opnY2y (K | LIRAYGYSY (o

Salary: $52,500 per year
(January 10, 2011 through May 24, 2011 salary will bes$gén 0 €
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SIGNATURE AUTHORITY FOR EMPLOYMENT CONTRAG

Types of Contracts

Authorized Signature
Tenured Faculty President and Provos

Tenure Track Faculty Provost
¢SNY CI Odz G oaAy3atSmeSt NI O2y (i Department Chair
¢SNY CIF OdzZ G& oYdz GAmeSt NI O2y i N Provost

¢SNY CIF OdzZ G& oYdz GAmeSt NJ O2y i N President and Provos

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.

A For Classified hires, eWork viilltiate the background check automatically at the time
0KS LRaAGA2Y KlFIa Y2@SR Ayld2 I aGCAfftSReE adl

A For Faculty hires, the department must send an email to HR Background Check
(bkground@gmu.eduwith the following information:

I LILX AOFydQa ylI YS

ALLIE AOFyiGQa 9YIFAf ! RRNBaa
Department

Department Contact Person

A 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 (@dssif
positions. The Position Maintenance Form can be found on the Office of Budget and
Planning website atttp://budget.gmu.edu/posmaintform.doc

A The Department completes a Position Maintenance Forngfant fundedand
classified positions The CHSSnance and HR office completes the form for
instructional faculty.

A Position Maintenance Forms for Administrative Faculty and Classified positions must
also have a position description or Employee Work Profile attached.

A 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 2days. Note: if the position is grant funded, it may take longer than 2 days to
receive the newly assigned position number.

A The Position Maintenance Form is also used to document permanent budget changes
such as FTE changes, conversion of positiodsbolishment of positions.
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The following types of academic/educational leave are available to faculty:

9RO GA2Y I [ &1 ¢ubuall dné semeBtezttofa yerNd langtiNI A | f
9 RdzOl (A 2 y I fcgusudlly ddiSserhiektér (0 2 dedr intlehgih

¢ Sy dzNB gohd\derteter [n &hgth Haid)

Cl Odz (i &ong sereRtér (phidd o year (partially paid) in length

4 3 3 3

Benefits while on leave vary, dependimgon 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 With or Without Pay
A Facultymember submits a written request to take leave to the Department Chair.
ALF FTLILINRPDISR o0& 5SLINIYSYyld /KFEANE GKS NB
approval.
A 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.

A When leave is approved, an HR Transaction Form is completed by the Department
putting the faculty member on leave.

t e

i dz§

Al LRY FIOdzZ 68 YSYOSNNA NBGdzZNY T N&edbyith8l 9SSz |

Department bringing him/her back to regular assignment.

¢ Sy dzZNBme¢ NI O St @S

[
A ClHOdzZ & YSYOSNI adzoYAGa ¢Sydz2NBnm¢eNF O1 [ S @S

Chair.

ALT FTLUWINRPYISR 06& 5SLI NIYSYyd [/ KFEANDB NBIljdzSad A

approval.

A 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.

A When leave is approved, an HR Transaction Form is completed by the Department
putting the faculty member on leave.

Al LRy FIFOdz G YSYoSNRa NBGdzNYy FNRBRY SF@Ss |

Department bringing him/her back to regular assignment.

Faculty Study Leave

A Faculty member submits Study Leave application by dsadiollowing instructions per
Provost website

A Faculty member is notified by the Provost Office that he/she is awarded the leave.
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A 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.

A Department fills out an HR Trsaction Form putting the faculty member on leave.
AlLkRy FI OdzZ G YSYOSNNa NBOdz2NYy FNBY S| @Ss3
Department bringing him/her back to regular assignment.
Contact the CHSS Finance and HR office with any questiondirggBaculty Leave.

. ULTY BENEFITS|WHILE ON LEAVE|WITHOUT PAY

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.

lliness 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 contributiorwith 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 s earned; service credit can be full contribution.
pays the entire cost.  purchased upon return.

Agency Convenienc€overage 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 thig 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 employeeate. contribution; no VRS service credit months; the employer makes

is earned; service credit can be full contribution.
purchased upon return.

Educational LeaveCoverage may continug4 [ half pay or more, the employer  Coverage may continue 24
months; the employer pays its makes an ORP or VRS contributiormonths; 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 Lea/Coverage may continue for the The employer makes an ORP or VRS Coverage may continue 24
(*One Semester Fulluration of the leave; thecontribution based on full salary.  months; the employer make2ay
and One employer pays its contribution *Call yair benefits administrator full contribution.
Semester No Pay or and the employee pays thefor details.Two
Semesters Haémployee premium. *Call your
Pay). Awarded Upoibenefits administrator for detailsCommittee
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 contributiormonths; 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.

A All classified positions must be recruited for using the eWork recruitment process.
A No formal recruitment is necessary for a wage positions.

A For more detailed information about the recruitment process, refeze the Classified
Hiring Guide on the Human Resources websitet@t//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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A Prospective employees holding Green Cards do not need to contact the Office of
International Programs & Services (OIPS).

AtNRPALISOGADS SYLX 288Sa K2f RAYy3 | b2y mLYYAIN
practical.
AogyYLiz28SSa K2 K2fR I a20Alf aSOdaNAGe&e OF NR

contact OIPS.

A For more detailed information about hiring international employees, refer to the OIPS
website athttp://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:

9 If the new hirehas never worked here before.
Check the NBJLS@reen in Banner fquossible workhistory.

1 If an employeénas worked here before, but hasbreak in servicef one year or
more to the datethen a new hire packet needs to be created.

1 A Rehire packet is optional if they have worked here continuously and /or have
less than one yeanf 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 aymherating a G# can be found in tB@Boarding and EPAF
manual available on the HR website under the Liasons link

*Please note: OnBoarding packetsiust be completed within three business days of the
first day of employment. If you enter the firsatg of employment as Oct. B@ndaypn

the OnBoarding packet, that means that the employee must complete all sections of the
packetand the second section of thed by Wed., Oct. 4. If no effort has been made to
complete the OnBoarding packet by that date, the packet will be cancellegvidintked

to be resubmitted.

It is highlyrecommended 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 Guggap(a 5@gmu.edu ); HR
Consultant and OnBoarding Administrator.
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FACULTYSEPARATION

A 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.

A Complete a Faculty Separation Form. Submit the form, along with a letter of
resignaton, to the CHSS Finance and HR office.

A Communicate to 9 month faculty who separate at the end of the spring semester that
the summer healthcare continuation option is available.

A Complete the Employee Separation Checklist and Employee Separatiomt?rope
Clearance Checklist.

CLASSIFIECSEPARATION

A Complete a Classified Separation Form. Submit the form, along with a letter of
resignation, to the CHSS Finance and HR office.

A Complete the Employee Separation Checklist and Employee Separation Property
Clearance Checkilist.

Updated Separation Forms can be found on the HR & Payroll website at
http://hr.gmu.edu/forms/.
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This checklist is provided to help aid the faculty hiring process for each unit/department.

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

%heCKIWth What is Needed must be initiated vie the eWork system dtttp:/ /jobs.gmu.edu/hr.
omplete hy®8 22dz KI 05 a5t SOGSR 22dNJ FAY
5 a. Complete &aculty Hiring Proposdbrm on the selected
candidate.
5 b 'GdlrOK  O2LR® 2F GKS OF yRA

Prepare theHiring
Proposal Packet fothe
selected candidate.

letter*, and Request for Informatioform.

*Offer letter templates can be found at:
KGGLIYKK G666 DIYdzOSRAzk FI Qaid FFk

5 c.  Submit hiring packet to CHSS Finance and HR Office.
5
Once the Provost Office or appropriate &id the Equity Office
Submit the Hiring approve the proposal packet, the contact name identified on t
Proposal Packet to the Faculty Hiring Proposal will be notified by the Provost Office tf
CHSS Finance and HR the offer can be formally made to the candidat€he Request for
Office, MSN 3A3. Information sheet should be part of the offer letter when sent to
5 the candidate.
If the offer is declined
5 (return to eWork and Notify CHSS Finance and HR that the offer was declined. Begi
mark appropriate box) process again for the next acceptable candidate.
|:| Submit the offer letter withoriginal signatures and th&®equest for
Information sheet to CHSS Finance and HR Office.
_ 5 *** |f changes were made after approval had been granted, ple
If the pﬁer IS .ac.cepted, submit a revised version of the Faculty Hiring Proposal form wii
S‘.me't theCriginal the signed offer letter. Indicate revision by marking the
Signed Offer Letteand appropriate block and state in the notes section what the chang
:?tfaquestt.for et were. If significant changes were made, please submit the forr]
nformation sheet to ; -
through the appropriate dean/director for approval.
the CHSS Finance and Hg ppropri ! pprov
HR Office, MSN 3A3. . } i o
5 FFF ¢tKS tNRr@g2z2auQa hFFAOS gAtft
to Human Resources once all aforementioned documents are
received.
5
A transcript showing the highest degree earned is required for all fac
Faculty Transcript This should be received by the Provost Office prior to the first da
employment. .
5
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Research Titles

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 AssociateAt 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 & principal investigators on grants and contracts.

Research Assistant Professoit 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, sponsoreatsiruction, 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 postdocabfellows 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 Professdvtaster's degree in a fig 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 investigatonsgrants and contracts.

Research ProfessolAt 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. Samnigl professional

contributions are also necessary for this rank. Individuals in this category may serve as
principal investigator on grants and contracts.
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*These titles are in accordance with the Govern@tnsolidated Salary Authorization
for Faculy Positions in Institutions of Higher Educati@md 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 BEVERAGIRBHASES

The complete policy and forms are availabléntip://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.

SubmitFood and Beverage Authorizatiomsior to event
A Complete vendor/payee information, department and account information
A Date, time, location of event, # of persons attending

A Check event type/function

Business FunctioriMeetings with outsidgarties that involve bona fide business
discussions, meals with candidates.

Student Academic FunctiorEvents that contribute to the academic mission of the
university; enhance student life or experience. Current and prospective students are
the primarybeneficiaries.

Student Club FunctiorFunctions held by student organizations are funded through the
umbrella process.

Internal Training:Formaltrainingthat lastsall dayand continues through the meal period.
Only beverages allowed half daytraining sessions.

Other internal functions! YA GSNBAGEenNBO23ayAl SR S@Syiad wSl
Staff, Senior Vice President or Provost.

A Attachlist 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.
A Attach Sodexho food order, eVAvendor inwice, or itemized receipts (reimbursement
only)
State purpose of event, be specific.
holGFAyYy NBIdZANBR aAayl ddaNBa yR F2NBFNR G2 /|
signature.

o o

Please consult the Food and Beverages procedural manual foremmdormation or contact
ShirleySteppe( ssteppe2@gmu.edyif you have questions about a function you are planning.
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REIMBURSEMENTS

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 3iseplease 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:

1 Events or funtions at which food and beverage expenses are paid solely from participant fees

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

1 Intercollegiate Ahletics( ICA) pre/post game meals within per diem maximums related to home
competitions

1 Studentfocused 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

1 Meals within per diem maximums provided to students who are required to be on campus when
Mason meal plans are not available

1 Meals within per diem maximums provided to performers and other visitors in conjunction with
contractual requirements.

FOODAND BEVERAGHERATES

The maximum cost per person for food dmelverages for the Washington Metropolitan Area

including Fairfax and Arlirgty’ / 2 dzy GASa | NBY . NEI RAWNFENesb Pn> fd
individual meal rates include all service fees, taxes and gratuities. Business meals that are held
outsidethe Washington, DC area are subject to the meal allowance for that area.

RESTRICTIONS

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

91 No food or beverages for goodwill or morale.

b2 F22R 2NJ 0SOSNI ISa LINPDARSR Fa | LISNJdzA a Al
9 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 signedstatement verifying that no alcohol was served.
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SODEXHO

Please use thenline cateringsystem 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 ptat®eically by

choosing Shirley Stepges 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 i®edzd K a4 LJF OS dzy RSNJ & LJdzN1J2 4 S¢
attendees or a statement that a list is not practical. If you cannot add the attendees on the

St SOGNRYAO 2NRSNJ F2 NI Dor chdplsimaiQo Shifey RepgetasStime A a G A |

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

OF dSNAYy3 2FFAOS (i dpomoonn G2 LIIY @2dz2N) SGSy i o
confirmation to the department to review, and the request for approval of théeoiis sent

electronically to the seior approving officia(Shirley Steppe).

‘ OFFCAMPUSCATERERS

l'yeg OF GSNBR S@Syi dzaAy3a aidl4aS FdzyR&a Ydzad dzasS
Purchasing System, and payments for catering services will be made through eVA. The Office of
University Services maintaingdist of approved caterers

For events less than $2,006omplete an eVA order, a Food and Beverage Authorization Form, and
ahald 2F FTGGSYRSSad 9yiGSNI GKS S+! 2NRSNJ ydzYo SNJ 2
section, obtain all required signatures, and send all to Accounts Payable.

For events greater than $2,00@repare an eVA order and a Food and Beverage Audiiniz
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.

PizzaOrders 2 YAYy 2Qa FyR t I LI W2KYyQa veNdrsHNBIAZGSNBER S
discounted GMU pricingYou 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
y2ynOlGFrf23 2NRSNIAYy Sx! o

Note: The Purbasing Charge Card may be used for purchase of Food and Beverage items at
grocery ( Giant, Safeway ,etc.) or general merchandise stores that carry food{M¥ali, Target,
etc.) without the submission of afard waiver.Dedicated food establishmentgé¢staurants,
carry-out, etc.) may still require a lift based ormredit card merchants restrictions.

A Pcard Food and Beverage waiver should be submitted to theded office 2 days prior to the
purchase. Comments in Bank of America Works reflecting the typpuwrchase along with
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receipts are requiredConfirming ordersare required unless the put@se is made ovethe-

counter (n-person at the establishment)

Food and Beverage Policy functions: Thedd 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 thedard. A Fcard Food and
BeverageéWNaiver may be submitted to the feard office for approval.If a waiver isgranted, then
the completed F&B form, attendee list, applicable receipts and comments in Bank of America
Works are required. Confirming orders are required unless theghase is made ovethe-
counter (in person at the establishment).

For detailed fo@ 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 websit@tp://fiscal.gmu.edu

TRAVEL REQUEST SYSTEM (TRS) All Travel Authorizations and Reimbursements (except for team travel)
Ydzai 0SS LINRPOSaaSR KNP mzdkce,dhe dravel Ragues BYSIOMI(TRBY A O (i NI @
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(ejezhtThe TRS design includes a

delegate fature 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 ifiR&pendent of Banner

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

ADVANCE APPROVALS
All travel requires advance approvatavelers must submit Travel Authorizations through the
online TRS systeprior to the travel dateif:

A the travel involves commercial air transportation
A orthe cost is expected to exceed $500
A or lodging cost is above basic rates.

A Travel outside the contiguous United States.
CKS OGN @St SNDA adzZLISNIBBA&2NI YE& FLIINRGS 23 KSNI GNR

Sometravel may require additional advance appraval

A Lodging at rates in excess of the 150% premium
A Travel involving more than three employees from the university
AS5SLINIYSyGta AyUuSyRAy3a (2 Ay@AGS NBaARSylda 27
expense must arrange with the Office of International Programs and Services ADt&&3)
to a comprehensively embargoed country ( e.g. Cuba, Iran, North Korea, Sudan and Syria)
ORTo a militarily embargoed country such as China or Afghanistan (complete list of
these countries available attp://pmddtc.state.gov/embargoed countries/index)Hon|
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 persnal and trip information

Lodging and Meal Planning:

A 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 he Travel Office page on the Fiscal Services wehtfig/fiscal.gmu.edu
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A written justification is necessary for any expense exceeding the basic lodging rate for that
dedination.

A 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 TRystem.

The{ dzLJS NIJ A a feNEhauldtb&yidur department chair or direct supervisor

A LT e2dz 1{y26 (GKIG @2dzNJ RANBOG tAyS { dz2LJSNIIA&A2NI &
in this field.

A If the Travel is for a Department Chair oenter DirectoE. (1 K S  { dzLISfeDshauRi DN & b S L
changed to kdight

When entering thd=und/Org Information all authorized signers will appear in a drop down list. Select
your department chair. If you are not sure who the appropriate personavbal please check with
your Office Manager or Financial Manager.

A 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.)

A If charge is for Faculty Start Uprg 103404, select Kdight
as Approver, and enter SSTEPPEZ2 as Optional Approver below Fund/Org Information.

A If youare a department chair, enter kdighs the supervisr NetlD, and select Kim Diggs
Approver for the Org.

Be sure that you continue through to the end of the Authorization or Reimbursement, after the
COMMENTS section, a@dlICK THE SUBMIT BUT.TONCce you submit for approval, the tragebr
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 protess i

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 priord travel.

LEf LYGSNYylFraAazyrft OGN @St F2N 5SLI-placcSnisineddK | A NE 2 N
approval fromthe B y Qa 2 F T A OS (kdightSé tBeCBiiperisoY. Fér frallek hieing charged to
Org. 103404, yowould choose ShineSteppe (ssteppe@s theFund/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 StatplByees, available online at
http://fiscal.gmu.edu/forms/Travel%20Forms/EDIenroliment.pstiould be filled out and sent to
Penny Smith in the Travel Office at mail stop 3G6. Travelers will be notifiesmad by the
Commonwealth of Virginia when the deposit has occurred.

CANDIDATE TRAVEL

A letter to inform candidates about Georgel 82y ! YA GSNBAGE@Qa GNY @St LIR2f
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 includall travel coston the travel authorization form including the expenses paid by the
department directly (e.g. airfare or hotel.

LOCAL LODGING

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

obtain favorable rates and direct billing to the University. The most current list of hotels can be
found on theTravel Officaveb page.

ENTERPRISE CAR RENTAL PROGRAM AND CHANGES TO MILEAGE REIMBURSEMENT
The Virginia Office of Fleet Management Services has partnered with Enterprisa-@anto

provide short term rental carfor state agencies. This impacts reimbursement of mileage for trips
more than 280 miles per dait.is important that travelers access the Enterprise Trip Calculator
when planning a trip that involves more than 280 miles per détly.most cases the travelevill be
reimbursed the cost of the Enterprise rental car and gas, or mileage at the fleet ratgaVlleweb

site has detailed information on this new policy.

FLYAMERICA ACT RESTRICTIONS

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 amectian 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 contabtike Laskofskat 9934573 if you have any questions.
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COMBINING BUSINESS AND PERSONAL TRAVEL

The traveler is required to price both the actual trip and the busikwagg 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
(depatment, Dean or Provost).

The state guidelines for moving and relocation are located online at
http://www.doa.virginia.gov/Admin_Services/CAPP/CAPP_Topics/20345Tpdf documentation
includes what moving and relocation expenses can and cannot be charged to the state, as well as
the required forms and instructions for completittgem.

Eligibility
¢2 0S StAIAGES F2NIY2QAy3 YR NBf20F0A2Yy NBAYO dz
the following conditions:

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

A ¢KS RAaAGFYOS 0SGoSSy GKS SyLX2eSsSQa vy
Fd t€SFad pn YAt SA INBFIGSNI GKIy (GKS RA
the former residence. The commute has to increase by 50 miles.

>

o} 2

6 2 NJ
iryo

QX
nmw Z

A The employee mugemain in satisfactory fulime 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 lettessighian 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 |eftes.Human Resources

office and Payroll will oversee the disbursement of lln@p sum for relocation compensation.

If you have any questions concerning moving andaaion, 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 Wéb page.

July 2017 [Travel, Moving, & Relocation] 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




CONTENTSEzZEPAF

Electronic Approvals EZEPAR X X X PP PP PP PP D PP P DD D.DA.DD.D.D. Q.G 2

First Action Before ENTERIN&@Hz! CX XX XX XXX XX XXX XXX XXX X X 2

Entering an EEPAF ... 3-6
Terminating an existing EEPAF ... er e 6-8
Tracking the status Of aNHEPAF ... 11
Locating completed EZPAFS ..........uuuiiiiiiiiiiiiieiietvmmmeemrssereee s e manesnnessnesnnsnnssnnnssnnnnnnsennsnnned 12

CHSS & HR EPAF APPROVERS sttt nnennd 13

FaCUItY OVEIIOAAS ......eeeiiiiiiii sttt mmn et e e e e e e e e e e e e e e e nnnneee e 13
Appendix 12017 SEMMONTHLY PAY PERIODS ... e 14-15
Appendix 22017 BIWEEKLY PAY PERIODS ........cooiiiiieeeeereeese e 16

July 2017 [Electronic Approvals]Page 1



ELECTRONIC APPROVVASEPAF

NOTE:

1  All Electronic Approvals will now be entered usingEH2ZAF in BTS.

1 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.

9 SPAIDEN, the secure Identification screen now replaces PPAIDEN

i |Iffields are not addressed in directions, leave blank.

FIRST ACTION BEFORE ENTERING EZ EPAF

A ltis critical that you check to see if a person has a record in Banner for prevent duplicat
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 ; Resoulio&s
http://hr.gmu.edu/hrliaisons/docs/onBoardingAndEPAFManual fedfinstructions on verifying

aG# and setting up a SPAIDEN record. An EPAF cannot be submitted for-aeypefird
employee until this in verified and completed.

ENTERING AN-EPAF

Prior to entering a NEW EZPAF, have the following informatiocavailable.
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Employee legal name and G#

Org/Fund number paying for the positionvérify 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

Labor category of employee. (ex: Faculty, Adjunct, Grad Assistant, Wage, Affiliate) *Be
sure to verify the labor category in BannéF. they say they are a student, verify how
many credits they are registered for.

Salary amount or wage per hour.
Begin and end date for payment.( Refer to Pay Schedule Matrix g 11
If applicable, Course name, section number, CRN being taughpported.

Wage, GR and GTA employees will need hours per day/hrs. per pay [Bergitibns
supported by grants require the total doipated salary for the periodf employment be
included in the Notes section.

Timesheet administrator name, G# and flia® number.
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9. Labor being charged to a grant or fund requiresatra guarantee Org. be provided i
the Notes sectiorof the EzEPARf the begin and /or end date of the position is
outside the period of performance for the grant.

A. Access BTSits.gmu.edu

B. If you do not have access contact: Shirley Steppeppe2@gmu.eduClick on EEPAF 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 choosestGurrentFiscal Year and Department.

E. Choose the employee name from the drdpwn menu provided. Or enter the last name, first
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