
MULTI-LOCATIONAPPOINTMENT/INTERLOCATIONONE-TIMEPAYMENTFORM1

Select:☐MLA(ongoing;completesections1,2,4&5)☐OTP(singlepayment;completesections1,3,4&5)

Section1:HOMELOCATIONINFORMATION(completeforbothMLAandOTP)

HomeLocationHomeDepartment(s)
EmployeeNameEmployeeID

JobTitle(s)JobCode(s)Step
Salary☐Annually☐HourlyTotalJobFTE

PrimaryPaySchedule☐MO☐BW*FLSAStatus:☐Exempt☐Non-ExemptFrequency☐UC_9M☐UC_10☐UC912☐UC_FY
*Note:ForMLAs,payscheduleandFLSAstatusmustmatchacrossappointments.PleaseconsultwithyourAPOfficeorStaffHROffice,asappropriate.

Section2:MLAHOSTLOCATIONINFORMATION(completeonlyforanongoingMulti-LocationAppointment)

HostLocationHostDepartment
JobTitleJobCodeStep
Salary☐Annually☐HourlyJobFTEEarnCode

PrimaryPaySchedule☐MO☐BWFrequency☐UC_9M☐UC_10☐UC912☐UC_FY

PayPeriodDatestoFundSource(COAorFAU)

Section3:OTPHOSTLOCATIONINFORMATION(completeonlyforanInterlocationOne-TimePayment)

HostLocationHostDepartment
JobCode&JobTitleOne-TimePaymentAmount

EarnCode
FundSource(COAorFAU) ServiceDatesto

Section4:REASONFORAPPOINTMENT(completeforbothMLAandOTP)

Section5:APPROVALS(completeforbothMLAandOTP)

HostLocation

LocationContact
Name:

Phone/
Email:

DepartmentFundSourceAuthorization(Name)DepartmentFundSourceAuthorization(Signature)Date

Dean’sOffice/AcademicPersonnelorStaffHR(Name)Dean’sOffice/AcademicPersonnelorStaffHR(Signature)Date

HomeLocation
Dean’sOffice/AcademicPersonnelorStaffHR(Name)Dean’sOffice/AcademicPersonnelorStaffHR(Signature)Date

RETNACCOUNTING:5YEARSAFTERSEPARATION,EXCEPTINCASESOFDISABILITY,RETIREMENT,ORDISCIPLINARYACTION,INWHICHCASERETAINUNTILAGE70.OTHERCOPIES:0-5YEARSAFTERSEPARATION.
CC:EMPLOYEE’SHOMEDEPARTMENT1.ReplacesUPAY560-TandUPAY644C-T(revised01/18/2023)

LocationContact
Name:

Phone/
Email:



MULTI-LOCATIONAPPOINTMENT/INTERLOCATIONONE-TIMEPAYMENTFORMINSTRUCTIONS

HomeLocation/Department:Location/Departmentwherecurrentlyemployed.
HostLocation:Location/Departmentwhereactivityisbeingperformed

FORBOTHMLAANDOTP,COMPLETESECTION1:

HomeLocationInformation:(tobeobtainedfromHomeDepartment/Campus)
EmployeeName:NameasenteredinPersonOrgSummary.
EmployeeID#:UCPathEmployeeIDnumber
JobCode:Jobcode(s)forhomecampus’sappointment(s)
HomeLocationJobTitle:Employee’stitle(s)atHomeCampus
Step:Stepofhomeappointment(ifapplicable)
AnnualorHourlyRate:Enterthefull-timeequivalentsalaryofhomedepartment’sprimaryappointment
TotalJobFTE:Ifemployeehasmultiplejobs,addupalltheFTEsofeachjobandprovidethetotalcombinedFTE
PrimaryPaySchedule:CheckMOorBW
FLSAStatus:CheckExemptorNon-Exempt.NOTE:iftherearequestions/conflictsaboutFLSAstatusforemployeeswithconcurrentjobs,pleaseconsultwithyourAPOffice
orStaffHROffice,asappropriate.
Frequency:Checkappropriatebox(UC_9M,UC_10,UC912,orUCFY)

FORMLA(SELECTIFPAYINGONMORETHANONEPAYMENT)SELECTMLACHECKBOXANDCOMPLETESECTION2:
HostLocationInformation:(tobeprovidedbyHostDepartment)
HostLocationTemporaryorMulti-locationappointmenttitle:EnteravalidUCPathtitlewhichrelatestothejobatthehostcampus
JobCode:EnteravalidUCPathjobcodewhichrelatestotheappointmentatthehostcampus
Step:EntercorrectStep(ifapplicable)forhostcampusappointment
AnnualorHourlyRate:Enterthefull-timeequivalentsalaryofhostdepartmentappointment
(Ifpaidhourly,timesheetsmustbesubmittedinorderforpaytobeissued)
JobFTE%:IndicateJobpercentageofappointment.NOTE:ifthecombinedtotalFTEforhomeandhostcampusappointmentsexceeds100%,pleasecoordinatewith
appropriatehomecampuscontactstoadjusttheFTE,asneeded.
PrimaryPaySchedule:CheckMOorBW
Frequency:Checkappropriatebox(UC_9M,UC_10,UC912,orUCFY)
EarnCode:EntervalidUCPathearncode
PayPeriodDates:Listcompletedatesofappointment.Mustcontainbothstartandenddate
HostLocationFundSourcetobeCharged:Enterfullaccountingunit,mustbeanappropriateFAU/COAforPayrollExpense

FOROTP(SELECTIFPAYINGAONE-TIMEPAYMENT)SELECTOTPCHECKBOXANDCOMPLETESECTION3:

HostLocationInformation:(tobeprovidedbyHostDepartment)
HostLocationTemporaryorMulti-locationappointmenttitle:EnteravalidUCPathtitlewhichrelatestothejobatthehostcampus
JobCode:EnteravalidUCPathjobcodewhichrelatestotheappointmentatthehostcampus
EventServiceDates:Enterstartandenddateofservicefortheone-timepayment
PaymentAmount:Enteramountforone-timepayment
EarnCode:EntervalidUCPathearncode
HostLocationFundSourcetobeCharged:Enterfullaccountingunit,mustbeanappropriateFAU/COAforPayrollExpense

FORBOTHMLAANDOTP,COMPLETESECTION4ANDOBTAINHOMEANDHOSTLOCATIONAPPROVALS.

RoutingInstructions

1.HostlocationselectscheckboxforMLAand/orOTP,fillsoutemployeeinformation,andverybasichomejobinformationusingPersonOrgSummarythathostlocation
hasaccessto.HostlocationmaycoordinatewithhomelocationtofilloutadditionaldetailsfortheHomeLocationsection.

2.HostlocationfillsoutHostjobinformation,obtainsappropriateapprovals,andsendsformtoHomelocation’sAPOfficeorStaffHROffice,asappropriate.
3.Homelocationreviewsform,addsapprovalstotheformandreturnstoHostlocation,cc’ingHomeDepartment.
4.HostlocationinitiatesaTemplateBasedHireforconcurrenthire,attachingapprovedform.


