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Faculty Center Membership Recharge ID Borrowing Procedure

The faculty members and principal investigators of the Semel(NPI) and Dept. of Psychiatry may borrow the Institute/Department’s Faculty Center recharge ID number for business events at the Faculty Center.  Please follow this procedure to ensure the event costs are properly charged to the correct funding source(s).

Procedure:

1. The borrower should call the Faculty Center (x50877) and make a reservation at the Faculty Center. You should be able to make an initial reservation without the Departmental recharge ID number.

2. The borrower completes the following “Request to Borrow Departmental Recharge ID for the Faculty Center Events” with the borrowing PI and Fund Manager’s signatures to ensure proper budgetary/policy approval.

3. The borrower returns the completed request form to Unita Morris at umorris@mednet.ucla.edu. 
4. The Departmental Recharge ID number will then be released* to you to be provided to the Faculty Center to complete your reservation.

5. Once the cost of the event is charged to the Departmental account in the general ledger, the expenses will be transferred to the FAU designated on the “Request to Borrow Departmental Recharge ID for the Faculty Center Events”.

IMPORTANT NOTICE: Alcoholic beverages are allowable. However, please provide justification. 
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Request to Borrow Departmental Recharge ID 

For the Faculty Center Events
Event Information

	Borrowing PI / Manager/ Division Administrator
	

	Purpose of Event
	

	Event Date
	

	Attendees:

 (Please attach a complete list, if 

necessary)


	

	Reservation Number:
(to be assigned by the Faculty Center upon making reservation)
	


Full Accounting Unit (FAU) and Budgetary Approval for the Costs of the Event

	Account
	CC
	   Fund
	Project
	Sub
	Recharge ID
	Estimated Amount
	PI / Manager Signature
	Fund Manager Signature

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


I hereby assure that no alcohol will be charged to the Departmental Recharge ID number for the above event. I also assure that I will follow the University policy for the maximum meal allowance per person rate (Breakfast-$31, Lunch-$54, Dinner-$94, Light Refreshment-$22). 

_________________________________________________________

Borrowing PI/Manger/Division Administrator Signature
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*Please note that the same procedure and approval is required “each” time use of the Departmental Recharge ID number is necessary. 			   





[image: image3.png]EEL

Institute

UCL A




_1217163769.doc
[image: image1.png]EEL

Institute

UCL A








