
 AAC Meeting Notes 
May 15, 2008 

10:00am 
 

In Attendance: Gail Ganino (chaired), Chuck Stoup, Linda Finch Hicks, Francis Katsuura, Susan 
Pulliam, Alex Mastrangeli, Heidi Hoffman, Mary Pepple, Roia Ferrazares, Helen Workman, Nilima 
Bhatia and guests Marian Longebohn and Joy Carchidi of Central Procurement 
 
Divisional Reports:  

Arts & Humanities –  Discussed the new forms required for performance reviews, lecture layoffs, 
job mapping, and received a report back from the ABOG conference. Gail is having difficulty with 
the requirement that all R&C courses be taught by GSIs and not Lecturers, since at least in one case 
she has a Lecturer with a contract that specifically calls for teaching an R&C course. 
 
Biological Sciences – Discussed problems with custodial services, the budget cuts and TAS 
concerns. MCB is facing the reduction of services, the cancellation of classes and expansion of class 
sizes, on top of the fee increase for students. MCB was able to show that Bio101 students that 
normally are expected to take the entry course in their Sophomore year, are being forced to take the 
class in their Junior, or even Senior, year, which complicates their ability to finish their graduation 
requirements in 4 years. There are also concerns about class spaces for large laboratory classes. 
Central campus is looking in to “repurposing” some spaces for this use. 
 
Physical & Mathematical Sciences – Did not meet 
 
Social Sciences – Nilima visited the divisional manager’s meeting and demystified the job builder 
tool. Francis Katsuura has had to face lay-offs in her department which has had an affect on office 
climate.  
 
2. Misc. Announcements 
 
2008/2009 changes in AAC membership: 

 Social Science – Linda Finch-Hicks is stepping down and Rebecca Chavez of the Economics 
Department will be taking her place. 

 Arts & Humanities – Laurie Holland is stepping down and Veronica Padilla of the Philsophy 
Department will be taking her place. 

 Gail is stepping down as Chair of AAC, and Francis Katsuura will be taking over as Chair 
 

Possible future guests to AAC: 
Summer Session: Helen Chang, Darron Menlove 
 
E-Procurement project is now on hold due to problems with the software. 
 
The June AAC meeting is planned for June 19th. 
 
3. Guests: Joy Carchidi and Marian Longenbohn of Central Procurement 
 
The cost of moves (“removal”) is based on weight. The campus has pre-negotiated University 
Material Agreements (UMA) with moving vendors such as Mayflower and Atlas.  
Marian explained the steps for arranging a faculty move. Questions about these procedures 
should be directed to her at  642-0848 marianl@berkeley.edu 
Also visit http://travel.berkeley.edu/Relocation/ReimburseMovingExpenses.htm for instructions on 
the Travel & Entertainment website. 



The policy states: 
An eligible appointee may receive reimbursement for the following 
expenses: 

a. Actual traveling expenses for the appointee and family in accordance with 
University travel regulations as announced by the Vice President--Financial and 
Business Management. 

b. Packing, insurance, and freight of the appointee's household goods when properly 
supported by invoices and receipts. 

 
Instructions for item a. above (Actual traveling expenses for the appointee and family) 

1. Allowable Expenses include actual transportation expenses not to exceed one round-trip coach 
airfare between the prospective employee's current residence and the interview location for each 
round of interviews. Subsistence and non-personal miscellaneous expenses also may be 
reimbursed. Transportation and lodging expenses for such individuals may be paid directly by 
the University. Such travel arrangements should be made by the department through the campus’ 
designated travel agency. 

a. If the candidate chooses to bring his/her family on the job interview trip, this expense 
must be approved by the divisional Dean 

2. Reimbursement to candidates or new employees who pay moving vendors directly and/or seek 
payment for travel expenses incurred during relocation or during recruitment must be processed 
with a Purchase Order and the Travel Expense Voucher-U85 Form (Excel file) (Because of tax 
reporting requirements, UC Berkeley’s online travel reimbursement system cannot be used for 
these kinds of expenses.) Find the form at 
http://travel.berkeley.edu/Forms/TravelExpenseVoucher.xls. Note that even though this is 
referred to as the “Travel Expense Voucher” in the UCOP policy, they are referring to U-85 and 
NOT the travel reimbursement report generated from the UCB Travel & Entertainment 
reimbursement system. 

3. You may wish to make clear to the candidate some portion of their reimbursement may be 
taxable –  Travel & Entertainment relays information to the Payroll Office so that a 1099 can be 
issued to the new appointee when applicable. 

a. The following are example of common taxable expenses:  
i. reimbursement for costs related to househunting trips is taxable whereas 

reimbursement for costs related to job interviews is not 
ii. reimbursement of food costs during the move is taxable 

iii. reimbursement of storage storages which are part of the move 
4. As with the payment to moving vendors, relocation cost reimbursements to candidates or new 

employees are initially paid 100% by the Department, and the Travel and Entertainment 
Department coordinates reimbursement to the Departments for qualifying expenses covered 
under policy from a central University fund. For an explanation of who, what, and how much can 
be reimbursed, visit policy G-13; a description of employee eligibility for a relocation allowance 
can also be found at this URL.  

 
The below instructions are for item b. above 

1. The University policy allows for up to 50% of the moving of personal effects, and 100% of the 
library or lab if the destination of this part of the move is the University. Any arrangement where 
the Department intends to cover the remainder of the packing/insurance/freight invoice not 
covered by UC policy, an exception to the policy must be requested in writing from the 
divisional Dean. Often the terms of the move are included in the start-up letter, but not always. 

2. The Department staff person who is coordinating the move talks to the new faculty member and 
gets the basic information needed such as: 

a. All contact information 
b. Where moving - from/to? 



c. Any special or large items to move? Art work, antique car collection, river rocks? 
d. Access issues for the house/office from origination or destination point such as 

stairwells? 
e. Is there a vehicle? Normally UC pays for one only 
f. Does the person want to pack themselves? Or pay movers to do it? 
g. Dates? Load, move. 
h. Alternate locations to move from other than home or office? 

3. Select a moving vendor (henceforth called “vendor”) – doesn’t matter which one, but it must be 
a UMA (University Material Agreement) vendor See attachment for list of UMA vendors.  

a. Initially provide vendor with basic move information through an email or fax 
b. Confirm that the vendor can provide the service on the requested move date, let the 

vendor know what your budget max is so they can alert you if it goes over 
4. Create the purchase order in the amount of $10,000. Since the UMA vendor’s terms and 

conditions are already negotiated, no requisition is needed. 
a. Your PO is your contract, so be sure to put detail in the comments 
b. UMA is the purchase order type 
c. Coding – 57232-19900-your org-your program 
d. State in the comments of the PO your budget threshold if there are budget limitations for 

excess freight or the added expense of odd, heavy items 
e. Indicate in the comments that you want the quote sent to you before the move and the 

invoice sent to you after 
f. Indicate in the comments that you want the personal move to be separate from the library 

move – with separate estimates in the quote 
g. Fax PO to vendor (sample attached) – the move is now in the vendor’s hands 

5. Follow up with the vendor and new faculty member and make sure they are communicating.  
6. Watch for the quote  

a. It should show a break down of the office vs. personal affects for billing purposes 
b. Policy dictates that UC pays up to 50% of personal affects and 100% of office affects 

when the destination is a campus office 
7. After the move the vendor sends the invoice to Disbursements 

a. The Disbursements Office automatically pays 100% of the invoice from the chartstring 
on your purchase order. 

8. When the expenditure appears on the Department’s 19900 ledger, an email should be sent to the 
Travel Office in the form of a memo or email requesting a credit for said relocation expense to 
be paid from a central campus fund. The request must include BFS purchase order number and 
voucher number, name of new hire, title code name and title code number reference for the 
appointment, and chart string that is expecting the credit amount. 

a. If the payment was made on a different fund the department must transfer the expenditure 
to a 19900 fund before the request for the credit offset is submitted or processed by the 
Travel Office.  

b. The Travel Office prepares a journal from a 19900 fund to a 19900 fund. 
9. In the situation where the employee/new faculty member must reimburse the Department for 

Movers costs not covered in the start-up agreement, the Department should explore using CARS 
to provide proper documentation for the transaction.  

Campus Contract Service Agreement for Household Goods Transportation Services 
G-13: Removal Policy for senior staff and Addendum APM 560: Recruitment/Removal Expenses as it 
pertains to academic appointments. 
 
AAC members raised great concern that moving vendors are not breaking down personal versus office 
affects in their billing making it difficult or impossible for Departments to seek reimbursement through 
the Travel Office. Concerns about this should be addressed to Strategic Sourcing (Dave Kolson, 
Manager) 



 
Moving expenses covered by an employer are not taxable income as long as the move takes place within 
one year of the start date, the new location is more than 50 miles from the former residence and, in the 
case of non-academic appointments, the employee will be full-time for 39 weeks in the 12 months 
following the start date. See policy G-13 for a more detailed explanation of this. 
 
The Procurement website is in need of an update, but there is no estimated completion date 
UC retirees are also able to take advantage of strategic pricing agreements between UC and moving 
vendors 


























