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	Quantum One New Organization Request Form

	
	Send the completed and approved PDF Request form to 
DL-BFBusinessApplications@umaryland.edu



	Requestor & Primary Contact Information (must have in-depth knowledge of reason for request)

	Request Date: Click or tap to enter a date.

	Requestor/Primary Contract Name:                                         Title:      

	Department;      

	Phone:                                                                                       Email:      

	

	New Organization ID Request

	Effective Date New Organization:  Click or tap to enter a date.

	Proposed Name:      

	Proposed Quantum Organization ID (8-character):       

	Run Organization Hierarchy Report – QFN190 found under the Account Combo/ Hierarchy Reporting Hub for help.

	New Quantum Organization ID Rolls Up to:       

	Funding source(s) used in new organization:
                                    ☐   State           ☐   Revolving           ☐   Grant           ☐   Other
· New SOAPF/Combo Code for Organizational Level Labor Schedule:       

	☐   Yes, the new organization will need an Over the Cap (OTC) Cost Sharing combination:
· New SOAPF/Combo Code:       

	Describe in detail the purpose of/reason for the department change:        


	

	New Organization Information

	☐   Employees will be assigned to the new organization. If not, continue to Additional Information section.

	New Organization Employee Information

	Earliest Sunday of pay period effective date an employee would be reassigned:  Click or tap to enter a date.

	☐   Existing employees will be reassigned to the new organization:   

	☐   There will be competitive recruitment for all positions in the new organization:   

	☐   There will be Non-exempt Regular (20) employees reassigned to new organization.

	☐   Employees will be reassigned to a new Line Manager.

	☐   Employees will be reassigned to new job duties and responsibilities.

	☐   Employees will be reassigned to new location/building.

	☐   The new organization is grouped with other employees from other organizations to decide seniority.

	☐   The new organization is pooled to be an existing organization for layoff purposes.
· Name of other pooled organization(s):      

	☐   The new organization will need a new Payroll Clearing Account (PCA)  

	

	Quantum Role Users

	If you wish to add new users to the new Organization or add new roles to an existing user, each new user must complete the proper Quantum User Authorization form. A link to Authorization Forms can be found on the Business Applications forms page: https://www.umaryland.edu/businessapplications/forms/

	Authorization

	Chair or Authorized Signature:                                              Printed Name:                                     

	Approver’s Title:                                                                     Date:  Click or tap to enter a date.       

	

	Dean/VP or Designee Signature:                                         Printed Name:                                         

	Approver’s Title:                                                                    Date:  Click or tap to enter a date.           

	

	Business Applications Use Only

	Comments:      

	Business Applications Reviewer:Choose an item.                    Date:  Click or tap to enter a date.

	Organization Number:                                                          ☐  Budget Only Organization

	Organization Name:      

	Organization Short Descriptions:      

	PCA Combo Code:       

	Primary Payroll:                                                                     Assignment Code:       

	Notification Confirmation

	Human Resources Reviewer:                                                Date:  Click or tap to enter a date.

	Organization Manager:                                                          Date:  Click or tap to enter a date.

	Budget & Financial Analysis:                                                 Date:  Click or tap to enter a date.



	Instructions: 

	Purpose:
	To provide adequate information to central UMB departments so they can provide guidance and prevent potential problems that could occur with the establishment of a new Organization. The following departments can provide other information that may influence whether an organization is set up:
Business Applications - To help with reporting and security issues in Quantum.
Human Resource Services- To help with employment policies, rules, and contractual requirement compliance.
Budget and Financial Analysis- To help with funding and budgeting issues

	How to obtain:
	The form is on the Financial Services and Business Applications websites at: https://www.umaryland.edu/financialsystems/forms/

	Routing:
	Email the approved PDF form to A&F-Business Applications at 
DL-BFBusinessApplications@umaryland.edu.
· If there are questions about the form, Business Applications will contact the request’s primary contact to discuss. 
· Business Applications will either make the requested changes or send the request to the Center for Information & Technology Services (CITS) to make the changes in Quantum. 
· Once the department change is complete in Quantum One, Business Applications will notify the requestor and notify the following departments as applicable: Human Resource Services, Office of Budget & Financial Analysis, Financial Services, Cost and Compliance, Strategic Sourcing and Acquisition Services, Office of Research & Development, or CITS.

	Where to get help:
	For help, e-mail  DL-BFBusinessApplications@umaryland.edu and provide contact information. Business Applications will respond with help.

	Related policies and/or procedures:
	· UMB VII - 1.30(A) - Policy/Guidelines/Procedures for Layoff 
· UMB VIII - 9.00 - Policy/Guidelines/Procedures for the Operating Budget 

	Requestor and Primary Contract Information
	Enter the information for the person who has in-depth knowledge as to the specific reasons for the request. This person will be the primary contact person with this request.

	Organization ID Request
	· Proposed Organization/Department Name,
· The character length is limited to fifty characters in Quantum Financials. It should look like others at the proper level of the department tree (eUMB) or the Org hierarchy (Quantum). School name should appear in name.
· The current Quantum One tree by running Organization Hierarchy report QFN190 that is found under the Account Combo/Hierarchy Reporting Hub
· The name should be descriptive enough to avoid confusion with other similar departments or Orgs.
· Provide the Organization ID number.
· Provide in detail purpose of the department change.
· Indicate by name or Org the other Organization(s) or the roll-up Organization level that will pool with the new Organization for layoff purposes.
· For budgeting purposes, show the types of funding sources the Organization expects to receive based on the planned activities for the Org. The “Other” box includes sources such as endowment, auxiliary, tuition, etc.
· If the Organization will have sponsored projects with over the cap cost sharing, please provide the account combination on a New Segment Value Request Form – SOAPF Combinations with this form. 

	New Organization Information 
	· Employees will be assigned to the new organization to complete Employee Information. If not, continue to Additional Information section

	
Employee Information
	· Earliest Sunday of pay period effective date an employee would be reassigned.
· Employees who are currently assigned to another organization will be reassigned to the new organization,  
· Competitive recruitment is needed all positions in the new organization where existing UMB employees may apply and be hired.
· Employees who are reassigned to the new organization are currently in the non-exempt bargaining unit (20-NEX Reg subject to certain exclusions), 
· As part of the reassignment, the employees will be reporting to new line managers, 
· As part of the reassignment, the employees will have different duties and job responsibilities, 
· As part of a reassignment, the employees will have to report to a new building.
· Employees assigned to the new organization will be grouped with employees from other organizations to decide seniority and/or other layoff criteria. 

	Authorization
	· Organization change requests must be reviewed and authorized by the person with primary fiscal responsibility for the department and has the highest rank within the department who has the approval role in Quantum.
· New Organization request requires Dean/VP or designee approval.

	Business Applications   Review & Notification Confirmation
	Business Applications will review requests.
· The primary contact will be notified of a request for more information, if needed.
Business Applications will notify the Requestor/Primary Contact of the approval.
· Business Applications will either make the requested changes or send the request to the Center Business Applications will either make the requested changes or send the request to the Center for Information & Technology Services (CITS) to make the changes in Quantum. 
Once the department change is complete in eUMB HRMS and/or Quantum Financials, Business Applications   will notify the requestor and notify the following departments as applicable Human Resource Services, Office of Budget & Financial Analysis, Financial Services, Cost and Compliance, Strategic Sourcing and Acquisition Services, Office of Research & Development, or CITS.
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