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Terminology and Definitions — Human Resources

Employee ID (EmplID)

Payroll Dates

Personnel Transaction Forms (“PERs”)
a) Perl

b) Per?2

c) Per3

Full Time Equivalent (FTE)

Position Description (PD)

Period of Appointment (POA)



7) Classified Positions (syn. Civil Service Employee)
8) Unclassified Positions

9) Letter of Offer (LOO)

10) Letter of Acceptance (LOA)

Terminology and Definitions — LSUHSC

1) Central Administration

2) Auxiliary Enterprises (Auxiliaries)
3) Permanent Memorandum (PM)

4) Chancellor’s Memorandum (CM)
5) State Contract

Hiring, Employing, and Compensating —
Human Resources

1) Human Resource Management
2) Position Descriptions
3) Initiating the Hiring Process — Per 1
4) Appointment with LSUHSC - the Hiring Process — Per 2
5) Paychecks and Direct Deposits
6) Leave — Annual, Sick, and Leave without Pay
a) Sick and Annual Leave
b) Leave without Pay (LWOP)
7) Changes of Personnel Information (rate of pay, source of pay and others)
8) Payment of Supplemental Compensation
9) Overpayments
10) Promotions and Raises
a) Promotions
b) Raises
11) Terminations and Reductions in Percent of effort
12) What Form do | Use????

Personnel Action Form 3 — The Per 3

1) Per3

a) retroactive Changes in Sources of Funds - “Retros”
2) Header Information (may be obtained using Per 3 Generator)
3) Proposed Action

a) Termination

b) Retirement

c) Leave of Absence

d) Return from Leave of Absence

e) Transfer to New Department

f) Promotion and/or Change in Title
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g) Tenure Recommendation (for Faculty Ranks)
h) Other Changes or Remarks

i) Continuation of Appointment

J) Change in Source of Funds

k) Additional Compensation

I) Salary and Distribution

Grants, Contracts, and Clinical Trials

The Business Manager’s Role
a) Grants and Clinical Trials
b) Contracts
Definitions
Main Types of Contracts/Agreements Utilized by LSUHSC
a) Services Revenue Agreement
e Locum Tenens (professional & clinical services)
e OCR Revenue Agreement (non-clinical services)
b) Services Expenditure Agreement
e Small Expenditure (carbon form) for $20,000.00 or Less
e OCR Expenditure Agreement for over $20,000.00
e OCR Expenditure Agreement for over $50,000.00
c) Affiliation & Resident Training Related Agreements
e ACGME Letter of Agreement
o Affiliation Agreement
e Resident Supplement to Affiliation Agreement
d) Subcontracts
e Federal
e Non-Federal
e Delegation of Authority
e) Business Associate HIPAA Addendum (BA)
f) Cooperative Endeavor
g) Letter of Agreement
h) Memorandum of Understanding (MOU)
i) Inter-agency Agreement
J) Intra-agency Agreement
Contract Routing Procedures
a) The First Step
b) Contract Management Assistance
c) Income-Generating Contracts Routed through LSUHSC Initially without
Contracting Entity’s Signature
d) Expenditure Contracts - $20,000.00 and under
e) Expenditure Contracts — over $20,000.00
f) HSCD Contracts for Services to One SOM Department
g) Multidisciplinary HSCD Contracts
h) Resident Supplement Agreements, Paying and Non-Paying Effective 07.01.2007
1) Subcontracts, Federal and Non-Federal
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Contract Submission Checklists

a) Income-Generating Contracts

b) Expenditure Contracts

c) Foreign Speakers Submission Checklist

d) Expenditure Contracts OCR Generic Professional Services Agreement

e) Subcontracts (Federal and Non-Federal)
How to Review a Contract

Account Management and Transaction Review

General Account Management and Transaction Review
State General Fund Management and Their Use (SGF’s)
a) Allocation

b) SGF Usage

c) The “Budget” System

Revenue Transfer Policy

Account Closeout

a) Guidelines for Preparation of Closing Entry

Tools of the Job — Queries, Reports, Resources

Account Management

Tools Needed

HR Management Tools
Supplemental Pay

Annual and Sick Leave Reports

Compliance, Inventory and Surveys

Compliance
Inventory
Surveys

Graduate Medical Education and Residents

Business Manager Responsibilities

Individual Facility Resident/Fellow Rotation Process and Contact Information

a) Our Lady of the Lake (OLOL)

b) Ochsner

c) East and West Jefferson

d) Children’s Hospital

e) Touro

f) Medical Center of Louisiana at New Orleans
g) Earl K Long Medical Center (EKL)

h) University Medical Center (UMC)



3)

1)
2)

1)
2)

1)
2)

3)
4)
5)

1)

Certification Statement

Supply Chain Management

Definitions

Supply Chain Management Areas of Responsibility
a) P-Cards

b) Direct Pay

c) Purchase Orders

d) Travel

Professionalism and Conduct of Employees

Fundamentals
Availability of Business Managers during Budget Time

The LSU Health Care Network

Clinical Operations Provided by Health Care Network (HCN) Mission/Vision
Reports

a) Cash Statement

b) AR Report

c) Miscellaneous reports

Provider Relations and Credentialing

Hospital Privileges

HCN Credentialing Form

The LSU Health Sciences Center Foundation

School of Medicine Revenue and Expenditure Policy
a) Establishment of the Foundation
b) Accounting Processes
¢) Revenue Policy
d) Expenditure Policy
1) Goods and Services
il) Professional Services and Honorarium
iii) Equipment
iv) Entertainment
v) Travel
vi) Employee Compensation
e) Appendices and Forms

Other LSUHSC Policies



