
 Job Aid: Intercampus Appointments and One-Time Payments 

 Purpose 
 To provide guidance on how to process an  Intercampus  Mul�-Loca�on Appointment  and/or 
 Intercampus One-Time Payment  form for academic employees  across mul�ple UC campuses. 

 Scenario: UCSB is the Home Campus 
 If you are contacted by someone at another UC campus who is hos�ng a UCSB employee for one-�me 
 payment or mul�-loca�on appointment, please do  not  sign or route any forms. UCSB Departments need 
 only provide the employee’s Home (UCSB) campus informa�on. The Host campus is responsible for 
 comple�ng the form and rou�ng it through their respec�ve Academic Personnel Office. 

 Scenario: UCSB is the Host Campus 
 In this scenario, your department would like to host an employee from another UC campus for a 
 one-�me payment or mul�-loca�on appointment. Here is the overall sequence of events (steps in green 
 denote ac�ons that your department is responsible for): 



 Process Steps 
 Note: steps highlighted in green denote ac�ons that your department is responsible for 

 Step  Responsible 
 Party 

 Ac�ons 

 Complete the 
 intercampus form 

 UCSB Host 
 Department 

 ●  Download the form from the  Forms page  of the AP 
 website. 

 ●  Obtain preliminary employee informa�on from 
 Person Org Summary  in UCPath 

 ●  Coordinate with your counterpart at the Home 
 Campus to obtain the rest of the employee 
 informa�on 

 ●  Fill out the  Host Loca�on Informa�on  sec�on 
 completely 

 Submit the form to 
 UCSB APO 

 UCSB Host 
 Department 

 ●  Obtain signature for  Fund Source Authoriza�on  field 
 ●  Email the completed form to  ap-inquiry@ucsb.edu 

 Local Policy Review  UCSB APO  ●  Review the form for completeness, accuracy, and 
 policy allowability. Coordinate changes with 
 department as needed. 

 ●  Sign in the  Host Loca�on Dean/AP/Staff HR  sec�on 
 ●  Send the form to Home Campus APO 

 Local Policy Review 
 and Approval 

 Home Campus APO  ●  Review the form for payment/appointment 
 allowability per Home Campus policy 

 ●  Sign in the  Home Loca�on Dean/AP/Staff HR  sec�on 
 ●  Return the form to UCSB APO 

 Post-Audit ac�ons  UCSB APO and 
 UCSB AP Path team 

 ●  If OTP: 
 o  AP Path team processes payment in UCPath 

 ●  If MLA: 
 o  AP Path team creates posi�on in UCPath and 

 sends instruc�ons to UCSB Host Dept 

 Follow Up 
 Transac�ons 

 UCSB Host 
 Department 

 ●  If OTP: 
 o  Nothing for Host Dept to do! 

 ●  If MLA: 
 o  Submit Hire template transac�on in UCPath 

https://ap.ucsb.edu/forms/
mailto:ap-inquiry@ucsb.edu


 Example (Intercampus OTP):  Your department hosts a public lecture series and you have 
 invited a guest speaker from UC Riverside to give a talk. 



 Example (Intercampus OTP):  Your department hosts a  public lecture series and you have invited a guest speaker from UC 
 Riverside to give a talk. 



 Example (Intercampus MLA):  Your department is hiring a Lecturer from UCLA to teach a 
 course in your department during Spring 2023. 


