OFFICIAL HEADQUARTERS DESIGNATION FORM
The Illinois State Finance Act (30 ILCS 105/12-3) requires each State agency to submit a report indicating those employees whose official headquarters are designated at any location other than where their official duties require them to spend the largest part of their working time.  

To facilitate compliance with this legislation, please complete this form for any employees within your unit who are subject to such reporting and forward to the University Payables office.  This information must be reported to the State of Illinois Legislative Audit Commission semi-annually.  
Employee Name:______________________________________________________________
Employee UIN:________________________________________________________________
Location where majority of job duties are performed:___________________________________
Headquarters designation:_______________________________________________________
Reason for headquarters designation at a location other than where the official duties require the employee to spend the largest part of his/her working time:__________________________
____________________________________________________________________________
Effective starting date of this designation:___________________________________________
Effective ending date of this designation:____________________________________________
APPROVAL OF THIS HEADQUARTERS DESIGNATION:

Unit Head:____________________________________________________________________
Send completed and approved form to:
University Payables

Illini Plaza Building Suite 210, MC-660
1817 South Neil Street

Champaign, IL   61820
Questions may be directed to University Payables at 217-333-6583 or obfsupay@uillinois.edu. 
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