Center Requests for all Faculty and Staff
Sam, please complete center requests forms for all faculty and staff biostatisticians in the Department who do not have a teaching/discretionary center at present.

Considerations:

· Naming convention for these centers is

“Last name” space “Teach/Disc”

· Faculty will be numbered 104-268-000x through 104-268-0049

· Biostatistician staff will be numbered 104-268-0050 through 104-268-0089

· Department only, not division

Tools: 

· COST CENTER MASTER list (STUDENT SHARE FOLDER)

· Restricted phone list from Wiki

· Cost center request form (STUDENT SHARE FOLDER)
· Dbconnect personnel for Employee ID number
· Examples (on your desk)
Steps:

1. Compare the Restricted phone list against the COST CENTER MASTER list.

2. Assign the next appropriate number for each faculty and staff biostatistician who is not listed in the COST CENTER MASTER list (tab entitled “104s Operations_ALL).

3. Update the COST CENTER MASTER with the newly assigned number and highlight that row in light yellow (see Legend tab).

4. Following the center number request example, complete a center request form for each newly assigned cost center number.

5. You may get each person’s employee ID from dbconnect, Personnel, Personnel Home (3rd column).

6. Remove highlight from cells.

7. Print completed request on pink paper.  
8. Give docs to Donna

Thanks!
