Chair's Commitment Request Format DOM Fund Manager’s Manual

CHAIR'S COMMITMENT REQUEST FORMAT

Revised June 10, 2024
New reimbursement request process effective January 1, 2022.

Complete Online Chair's Commitment Reimbursement Request Form
1. Online form requires Mednet user login

2. Form requires the following information:

Division Name

Faculty Member Name

Description of Chair's Commitment* (e.g. Start-up)

Time Period for Expenses Incurred (e.g. Q2: October — December 2021)
Total $ Amount of Request

Full Accounting Unit (FAU) to Reimburse

Comments — if applicable/necessary

@po0oTw

3. Upload Excel QDB Reports (detailed closed and/or employee sum, in separate tabs) for all
requested periods in a single Excel workbook

Additional Instructions:

A. *Include only ONE Chair’'s Commitment request per online submission.

a. DO NOT include multiple different commitment reimbursement requests within the
same submission.

b. You can include multiple reimbursement quarters for the SAME Chair's Commitment
within the same submission. Best practice, though, is to submit a request quarterly.

B. Required Attachments: Attach the QDB download of expenses as backup.

a. DO NOT include QDB downloads from previous requests. All backup documents
should match expenses in the email request, so do not include unnecessary sheets.

b. Payroll reimbursements (e.g. Chair's Commitment to support an SRA): Base your
reimbursement requests on the Employee Sum Payroll Ledger, not the Detail
Closed General Ledger (GL), because the GL includes accrued costs.

C. Frequency: Reimbursement request should be made on a quarterly basis.

a. DO NOT cross fiscal years in your request, unless the Chair's Commitment time
period also crosses fiscal years (e.g. Chair's Commitment is for Nov 2021 — Oct
2022).

D. Deadline: Each year, all Chair's Commitments requests are due by the last working day in
September for the previous FY (e.g. Sept 30, 2022 for FY22 commitments). All requests
made after this due date require exceptional approval by Yanina Venegas.

E. Timeline: See below chart for general timeline

Expected Date to
Due Date for receive
Reimbursement Reimbursement
Quarter Quarter Months Requests* TOF**
Q1 | Summer | July - September October 31 December 31
Q2 | Fall October - December January 31 March 31
Q3 | Winter January - March April 30 June 30
Q4 | Spring April - June July 31 September 30

* or last business day prior to the date
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https://app.smartsheet.com/b/form/a7b60ebd9ad74902b2ef2424d8a0742c
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** or last business day prior to the date to expect to receive TOF appropriation for the
quarter's request assuming requests are submitted by the quarterly due dates
(indicated in red)

All Chair's Commitment requests that do not follow this format will be returned!

Email Daisy Cazares (dcazares@mednet.ucla.edu) if you have any questions or need to make any
edits to your submissions.
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