CHANGE OF DUTY STATION (CODS) REQUEST FORM
University of California, Riverside

To: Vice Provost for Academic Personnel (Refer to Delegation of Authority for approval authority.)
Date:

1. Academic Appointee Information:

Name: Dept(s):

Title(s) College(s)/School(s):

2. Leave of Absence (LOA) Request
Include a leave of absence request form (UPAY 573). |:| Form is attached.

3. CODS
a. Start Date and Return Date:
b. Quarter requested for CODS: [ JFail [_] winter [_] spring [ ] Summer  Academic Year
¢. The quarter for return to full duty is: [ JFail [_] winter [ ] spring [_] Summer  Academic Year

4. [ ] statement of CODS
a. If the change of duty station involves research, explain why a change of duty station is being requested

rather than a sabbatical leave.

b. State precisely what research (or other activity) is to be undertaken. The statement should be clear that
the same kind of work is being done as would have been done on the home campus, except that it is at a
different location.

c. Explain why the research/activity needs to be done at a different location and why it needs to be done at
this particular time.

CODS Form (03/2015) APO; Page 1 of 3


http://academicpersonnel.ucr.edu/resources/DOA%20Chart%205-23-12.pdf

CHANGE OF DUTY STATION (CODS) REPORTING FORM
University of California, Riverside

d. If not adequately covered on the UPAY 573 form, describe the coverage for teaching and service
functions.

e. lacknowledge that the services during the leave period will not be compensated by any outside agency.
[ ] Appointee’s Initials

f. If applicable, describe acceptable outside income (e.g. per diem, travel expenses, and additional
compensation allowable under existing University regulations).

ACADEMIC APPOINTEE SIGNATURE DATE
| support the request I:' I do not support the request I:'

DEPARTMENT CHAIR SIGNATURE DATE
| support the request I:' I do not support the request I:'

DEAN SIGNATURE DATE

Approved I:' Denied I:'

VICE PROVOST FOR ACADEMIC PERSONNEL SIGNATURE DATE
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GUIDELINES & INSTRUCTIONS FOR COMPLETING THE CHANGE OF DUTY (CODS) REQUEST FORM

A. DEFINITION

A CODS is approved when the faculty member's regular, ongoing, University duties must be carried out at a location other
than the campus. The request must have some time aspect; in other words, the material to be studied is only available at
certain periods of the year, or the facilities to be employed are only available at certain times. The faculty member is not
relieved of teaching, research, or service duties, but carries out these responsibilities at a different location.

A CODS is distinguished from a regular leave of absence with pay by the fact that there is no necessity of other personnel
having to assume that person’s duties while they are away from campus.

Examples may include a research cruise scheduled to study Antarctic currents in the spring with graduate students, or
astronomers gathering data at southern hemisphere observatories who need to study the sky in relation to the position of
Earth at a specific time. Faculty exchanges with faculty members continuing to be paid from their home institutions are
another example.

B. PROCEDURE

A request from the faculty member must be submitted to the Department Chair at least 45 calendar days in advance and
must describe the proposed activity (use the CODS Request Form). The Department Chair shall review the request and
forward a recommendation to the Dean. Contact the department Academic Personnel staff for any questions or assistance.

1. Faculty member completes UPAY 573, Leave of Absence form and designate “OTHER” on form. Under Remarks, put
“CODS”.

2. Faculty member completes the CODS Request Form.

3. Faculty member submits the UPAY 573, CODS Request Form, and any other supporting request to the Department
Chair.

4. Department Chair reviews the request, provides a recommendation and forwards the request to the Dean.

5. Dean reviews the request, provides a recommendation and forwards the request to the Vice Provost for Academic
Personnel (VPAP) via the Academic Personnel Office (APO).

6. The VPAP reviews the request and provides a final decision.

7. The final decision is sent on behalf of the VPAP by APO to the candidate with a copy to the Dean and the
College/School AP Director, and Payroll.

8. Department updates the Payroll/Personnel System (PPS).

C. RECORD KEEPING AND RETENTION
The Home department is the "Office of Record" for Leave of Absence records.
For UC’s Records Retention Schedule, click here: http://recordsretention.ucop.edu/.

CODS Form (03/2015) APO; Page 3 of 3


http://recordsretention.ucop.edu/

	Name: 
	Titles: 
	CollegesSchools: 
	Form is attached: Off
	Fall: Off
	Winter: Off
	Spring: Off
	Summer: Off
	Fall_2: Off
	Winter_2: Off
	Spring_2: Off
	Summer_2: Off
	Statement of CODS: Off
	ACADEMIC APPOINTEE: 
	DATE: 
	I support the request: Off
	I do not support the request: Off
	DEPARTMENT CHAIR: 
	DATE_2: 
	I support the request_2: Off
	I do not support the request_2: Off
	DEAN: 
	DATE_3: 
	Approved: Off
	Denied: Off
	Text1: 
	Dept: 
	Start Date and Return Date: 
	Text2: 
	Text3: 
	4-a: 
	4-b: 
	4-c: 
	4-d: 
	4-f: 
	Text4: 
	Text5: 
	Text6: 


