PPD-ADMIN_026

Guest & Visitor (G&V) Faculty Process

This process is required when there is salary and/or reimbursement to a University/Institution.

The approved G&V Form, Guest Appointment Letter and Statement of Work (SOW) are required prior to issuing the
Purchase Requisition (PR).

G&V Form
e Approval tab - Fill in completely, include project/task number
e G&V Template tab: Include all costs
0 Guest appointment letter:
= Required when there is salary and/or reimbursement to a University/Institution
= Letter coordinates: email to guest; cc to Requestor, ppdfinancial@fnal.gov (PPD Finance),
Department Admin, Division Admin and Visa office if a visa is required.

Email completed G&V form to ppdfinancial @fnal.gov

The Division Head will approve and forward to the Directorate to generate the Guest appointment letter. The
Directorate will forward the letter to the Letter coordinates; the guest should accept with a cc to all. Once the letter is
received the Department Admin will forward the G&V form to the Visa office if a Visa is required.

Statement of Work (SOW)

The SOW should be generated for a yearly time period and contain the scope of work and costs.

e Introduction

e Activities Planned

e Costs

e  University/Institution contacts

e Approved By:
o0 University/Institution guest
o Funding Department Head
o Division Head
o Directorate

Purchase Requisition (PR)
The PR should be generated for a yearly term period based on the SOW term and contain the scope of work and costs.
e  Attachments:
0 Appointment Letter
o SOow
0 Sole Source if 10K or over (not required on Change Orders)
e Approved By:
o Funding Department Head

Memorandum of Understanding (MOU)
Not needed unless the Institution requires one. For Non-US Institutions, any MOU must be pre-arranged by DOE
(through the COQ’s office).

To request the G&V form, send email to ppdfinancial @fnal.gov
To request sample templates, send email to steph@fnal.gov
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Sample G&YV Faculty - Approval Form Tab

ﬁ Fernmlab

APPROVAIJAUTHORIZATION FOE HIRING or APPOINTAMENTS

Tvpe of Bequest: | X |G&V New Appointment MOUS
G&V Extension to Appt. SOWS
Persomne] Requisitions Pequisition Attached / Needed

Guest Name / Institution:

J. Doe / Doe University

What work will this person do?

7. Dioe will take on all requited responsibilities of the Muoon (g-2) Co-spokes-personship, % od in the bylaws of the
Muon (-2 Collsboration.

Why are we offering this appointment?
Dipe University is a full collaborating me Moom (g v

What funding tvpe suppol  this reguest?
40/40.59.03 IF =2 GREWV

Is it in the budget for funding type:
Yes
Directorate Approval: Date:
PPD_ADMIN_[28 Sampla
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Sample G&V Faculty - G&V Template Tab

FPD Guests and Visiions Fodgisest

Summary: Dept Head Approval: Hams of Regus sten Steve Brice
_ﬁﬂ k]
Narma [Tnst bution Typa of Propsad | Proposad End Disiribution
Apt./ Experiment Siart: Dabe Dala Task & Tiask Name D ety et to Task SHF -] Total R
7. Doy Toer ol Slfugonii] Ao PP o2 Guesis B Mators Trirtsity Fronier 0L o0 | #vAE -._.pm_ﬂ
o Unkershy .00 F\ALLUE FVALLUE
_n| o0 | #vALE FVALUE |
.00 ¥\ ALUE] FYALUE
_mmrnnn Tota 0.00 | #VALUE] | #VALUE] |
Datails of Propossd g nmss msnt
B g n_-w. Honis Amount per day BITGUTE, por MOrkn Wzm-uﬂhiﬂlnvlﬂﬂ S ﬂﬂﬂldﬂﬂh Total
: L7A] R ] — — o |
Fl 3650 120 L 4 ¥\ ALUE FVALLUE
oo Py kA ] 0N TN
g 3650 120 .00 .00
e X kA ] i LLED Lo |
3650 mh_ .00 .00
EEH .
] il — ] 1]
LA il . . ] [
] fFi] {1 T |
A ] 1] -_— T ] iTi]
JOFTL v, Frings LA [FI] T ] ooy o |
Tatal 350 120 - 0. 0% 0.00 | #VALLET | #VALUE

Inst ructions:
Enter data only in cells that are not highligted in gray. The gray aeas are protect ed from editing.

Do not indlude any of fhe Lab's burdening changes (DPTD, VscaSon, Frings) in "Base Salary”, only incude the agresd upon Salary. ¥ fhe salary
Is going tobe pakd as & remburs ement Purchase Order] o & University, & ks considenad a "reimburs emeni™; not salary.

Inchude &l relevant addiSonal informa Son under “Commenis™
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Sample G&V Faculty — Purchase Requisition
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# Farmiilab PURCHASE REQUISITION
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Sample G&YV Faculty — Sole Source

JUSTIFICATION FOR NONCOMPETITIVE PROCUREMENT

I RECOMMEND THAT NEGOTIATIONS BE CONDUCTED ONLY WITH:

Doe University

FOR THE SUPFLIES AND/OR SERVICES DESCRIBED IN THE ATTACHED
REQUISITION FOR THE REASCN CHECEED (X) BELOW:

Steve Brice 8748
Name Ext. Signature Date

(¥ ) PROCUREMENT HISTORY

() ESTIMATED COST $3IX XX XX

(X ) SCHEDULE REQUIREMENTS September 1, 2012 - August 31, 2013

(¥ ) EXCLUSIVE CAPABILITY
J. Doe wall take on all requored responsibilities of the Muon [g-2) Co-Spokesperson. See SOW
for complete details.

() OTHER

Approved:
Authorized Division RBaprecantative Date Blayer / Subcontract Adminictrator Diate
[commeansuram with value of procaremaent)

FL-57 [Rev. 1/07)
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Sample G&V Faculty - SOW

Statement of Work
J. Doe — Doe University
Muon (g-2) Collaboration
September 1, 2012 — August 31, 2013

1. Imtroduction

Thes Statement of Work (SOW) provides detals of the scope of work for I. Dee of the Dioes Unrversity
while bemg partially paid by FMAL for work on the Muon (g-2) Collaboraton, September 1, 2012 —
August 31, 2013.

1. Activities Planned

J. Dioe will take on all required responsibilhities of the Muon (-2} Co-Spokespersonship, as defined 1 the
bylaws of the Muon (z-2) Collaboration.

3. Cost
1300300 $30L 3000 (Warved) $300 3000

4. Dwoe Universiiy Contacts

Spokesperson Contact: University Contact:
Prof J. Doe Contact Mame
Department of Physics Office of Sponsored Programs
134 Ewk Bd Doe University
Batawvia, 11 60510 1234 Eirk Bd
Phone: 1-630-123-4567 Batavia, 11 60510
Phone- 1-630-123-1112
Approved Bv;
J. Dioe, Doe University Date
Muon (g-2) Co-Spokesperson
Steve Brnice, FNAL Inten=ity Fronher Date
Department Head
Mike Lindgren FNAL Particle Physics Date
Dhvizion Head
Dhrectorate, FHATL Date
Page 1 PPD_ADMD 026 Sample
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Sample G&V Faculty - MOU

Memorandum of Undersianding
Between
Fermi National Accelerator Laboratory,
and
Doe University

L Introduction and Porpose of the Memorandum
This memorandum of understanding is mtended solely for the purpose of providing
additional financial inderstanding among Fermi National Accelerator Laboratory
(FNAL), the Muon (g-2) Collaboration and Doe University.
This MOU outlines an understanding related only to the payment of partial academic

salary associated with the service of Professor J. Doe in the role as Co-Spokesperson of
the Muon (z-2) Collaboration.

A 1by this 3
Dioe University is a full collaborating imstitution in Muon (g-2) and is the employer of
Professor J. Doe.

IOI. Terms of the Asreement

A statement of work (SOW) will be provided anmually by Professor Doe to facilitate

appropnate budgeting and requsitions
Approved By:
J. Doe, Doe University Date
Muon {g-2} Co-Spokesperson
Steve Brice, FNAL Intensity Frontier Date
Department Head
Mike Lindgren. FNAL Particle Physics Date
Division Head
Directorate, FMAL Date
Papa 1 PED _ADMIN (26 Sammple
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Guest & Visitor (G&V) Per Diem, Visa Letter and Guest Scientist Process

This process is required when there is Per Diem, a Visa Letter and/or Guest Scientist salary.

The approved G&V Form is required prior to issuing a Per Diem voucher.

A Scientific Offer Information Form and CV are required for Guest Scientist salary.

G&V Form

Approval tab — Fill in completely, include project/task number
G&V Template tab: Include all costs
0 Guest appointment letter:
= Required when there is a Visa Letter request and /or Guest Scientist salary
= |Letter coordinates: email to guest; cc to Requestor, ppdfinancial@fnal.gov (PPD Finance),

Department Admin, Division Admin and Visa office if a visa is required.

Email completed G&V form to ppdfinancial@fnal.gov

The Division Head will approve and forward to the Directorate to generate the Visa Letter and/or Guest Scientist

appointment letter. The Directorate will forward the letter to the Letter coordinates; the guest should accept with a

ccto all. Once the letter is received the Department Admin will forward the G&V form to the Visa office if a Visa is
required.

Guest Scientist Salary

Once the appointment letter is received and accepted the Scientific Offer Information form and CV are required.

Scientific Offer Information Form

Fill in completely, include all join specifics

Include project/task number for move and salary

Include stock code: #1 = up to $500, #2 = up to $2500 and #3 unlimited

Include travel code: Business Services Website; Business & Finance Forms & Services; PAL or Travel Code
Reference link

Additional Comments: Include Supervisor, Kronos Supervisor and Start Date

Email form & CV to Jason Johnson, ppdfinancial@fnal.gov (PPD Finance), Department Admin and Division Admin

To request the G&V form, send email to ppdfinancial@fnal.gov
To request sample templates, send email to steph@fnal.gov
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Sample G&YV Per Diem, Visa Letter and Guest Scientist — Approval Form Tab

e A
W Fermulab

APPROVALATTHORIZATION FOR HIRING or APPOINTAMENTS

Type of Beguest: | X |G&V New Appointment MOUS
&V Extension to Appt. SOW'S
Personnel Requisiions Requsiton Attached / Needed

Guest Name | Institution:

1. Doe ! Doe University

What work will thiz perzon do?

I. Dioe will take on all required responsibilities of the Muon (g-2) Co-spokes-persenship, ¥ .2din the bylaws of
the Muen (g-1) Collaboration.

Why are we offering thiz appointment?
Dipe University is a full collaborating m=z . Mupon b

What funding type suppo:  this reguest?
4405003 IF g-2 GEV

Iz it in the budget for funding type:

Yes
Directorate Approval: Date:
PPD_ADMIN_D28 Sample
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Sample G&V Per Diem — G&V Template Tab

PPD Guests and Visilors Regquast

Summary: Dept Hesd Approval: MName of Requesten Steve Brice

_ﬁﬂ ]

Narme /Tnstitution /Type of Proposed | Poposed End DCistribution

Apt. | Experiment Start Date ] Task & Tk Wame et o Task SWE MES £—ml
7. Coey Tl E I rE] ] PPD e G B Wators 5:.5{5 LT oy | e |

Rev. 4/2/2014
Expires 4/2/2017

Tnﬂ Uniersky 0.0d 000
i) ]

PPD_ADMIN_026/10

L Lo
_W.i_.!. Tota 000 | 280500 2,895.00 |

Details of Proposed Agressmeant:

Cop Forihs | Fmount per doy AT per morkh S Ucurmes Lharge S of TWE | S of e Tot
LLLE

&
(=
At (it it W 2 1 7 (e O
=
H

ase provide “coordinates” of wh witshe d nt:

i;E
E

Instructions:
Enter data only in cells that are not highligted in gray. The gray areas are protec ted from editing.

Do not indude any of fhe Lab's burdening charges (OFTD, Vacason, Frings) in "Base Salary”, anly indude the agresd upon Salary. ¥ the salary
Is going tobe paikd as & rembursement Purchase Order] o & University, & is considensd a "reimbursement”; not salary.

Inchude all relevant addional inf under "

PPO_ADMIM_(28 Sampla
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Sample G&V Visa Letter - G&V Template Tab

FPD Guesis and \isilon Regquest

Summaryt Dept Head Approval: HName of Requesten Steve Brice
_ﬂ” S
IName /Inst tution Type of Proposed | Proposed End Distribution
Apt. [ Expariment Start Dabe Cabe Task & T Marna atmerk fo Tk SWE &S Total liﬁml
T Coey Therotiy] SifugoOid|  aisam PP 2 st s Wistors _zg{ﬂq T oo ]

o2 Linkersky 0.00 .00 .00
_ i) [Y0] (]

0.0 [H] .00

_W.i..l Toal 000 000 000 |

Datalls of Proposed Agresment:

A58 prow e “coomdinates™ of wih

Da ot Ag niw Forids | Amountipe day BRI per monkn Shge Dmures Charge Sum of SWE | Sum of RS Totwl
Ffase o £ ] )] |
T 3650 120 (i) (i3]
o vt D 1 T o]
g 3650 120 (] 0.0
e L A 2] - TLi (V1]
mi& A e Lo i |
]
A 1 . i F]
650 10 _ ] .00
] fFai] mr i1 .00 |
3650 120 00 .00
SPTL Ve, Frings ] [P T ] (i) 0 |
Total 50 120 _ 0.0 .00 0.00 000

Instructions:
Enter data only in cells that are not highligted in gray. The gy aneas ane protected from editing.

Do not include any of tha Lab's burdening charges (0P TD, Vacasion, Fringe) in "Base Salary”, only indude the sgreed upon Salary. I the salary
Isgoing tobe pakd as & reémbursement Purchase Order) o a University, & is considaned a "neémbursement™; not salary.

fe all rebevant sddisonal inf under "

PPO_ADMB_128 Sampla
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Sample G&V Guest Scientist Salary - G&V Template Tab

FPPD Guests and Wisiiors Redguast

Summary: Dept Head Approval: MName of Requesten Steve Brice
_uﬂm £
Name /Inst tution /Type of Proposed | Poposed End Cistribution
Apt.| Experiment St Date Date Task & Tk Name artrnerk £ Task SWE Pk 5 Total Hﬁ
1" Doel Torl] SiAugoois] e L o2 Guesis & WEtos _Jiaanﬂ|ﬂ_q [ lonh|  #VALDE oo #v
o Unkersky ¥ VRLUE 000 ¥ VELUE]
_a| FVELUES W | FWALUEl |
#VALUE] 000 ¥ VALUE]
_W.i_.! Toa #VALLET 000 | #VALUET |
Dietails of Propossd Agresment:
Da Honths Amount per day Fﬂﬂnﬂaﬂﬁ_ w.:m-_uﬂ_..._.lﬂ-n_.hﬁ TUm OF SHE ] S OF P Totad
: =T T — ST TV — W
Fa 3550 120 QL0 0.00
ar TlerEa A ] T o |
g 3550 130 0L00 0.00
P ] il - ik Wi
_mia_ A e Lo 000 |
i .
] 1i0 e T [ ]
5.0 120 __ 000 0100
5.0 fEIi] — Ly o |
5.0 120 [T 0100
PO, Ve, Frings ] fFIi] _ FVALET o) | #wellel |
Total B0 120 _ 0.0%: |  #VALLEY 0.00 | #VALUE

ase provide “coomimbes” of wh

Instructions:
Enter data only in cells that are not highligted in gray. The gy areas ane protected from editing.

Do not include any of e Lab's burdening changes (0P TD, ViacaSon, Frings)in "Bass Salary”, only indude the agreed upon Salary. i the salary
is going toba pakd a5 & relmburssmant Purchas s Order] o & Univarsity, it is considersd & *reémburssmant™; not salary.

fa sl rebervant sddiional inf

under "
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Sample G&V Guest Scientist Salary — Scientific Offer Information Form

Fermilab

Scientific Offer Information
Research Associate

Personal Information

Candidate Name:
Dr. J. Doe
Home Address (1)
_ 1234 Kurk Bd
Home Address ()
Home Address (3):
City: Batavia State: Mlnois Country: USA

Postal code: 60510
_Phone (H): 1-630-123-4567

Phone (W): 1-830-123-8010

Email: jdoe@doe edu

To Join Specifics Move - Project/Task #: 40
Salary - Project/Task #: 40.44 100.01

Ajirfare Y X N Stockroom Code: 1
Found-Trp T N X Travel Code: 1170379
Temp. Housing . X N
_Rental Car Tk, M
Per Diem T N X
Household Move X X" N
THIS FOFM COMPLETED BY: EXT: 8748
Steve Briece
Additional Comments:
Supervisor: Steve Brice
Eronos Supervisor: Steve Brice

Start Date: January 2, 2014

Flease attach to copy of offer letter and return to Jason Johnson, MS 116

PPD_ADMIN 026 Sample
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