This document contains a general overview of which department staff are generally
responsible for common requests. Additional information can also be found on the
resources tab of the department website for faculty, graduate students, and undergraduate
students. Items labeled as requiring an RT ticket should be submitted through the

appropriate form on the Request Ticket page of the department website.
Department Coordinator — Evan Royston

e Office supplies requests

e Event scheduling and organization
e Room reservations (RT Ticket)

e Maintenance and work requests

e Parking requests (Website form)

e DolT Requests

e Keyrequests

e Inventory management (devices)
e Adjunct contracts

e General assistance

Payroll Preparer - Tamia Brown

e Payrollinformation and requests (RT Ticket)

e Travel requests (arranger for guests) (RT Ticket)

e Hiring documentation, onboarding, and offboarding
e Purchasing requests (RT Ticket)

e Inventory and tagging

e Parking permit coordinator

e Departmental searches

Graduate Program Coordinator - Ashley Griffin

e General graduate program questions

e Graduate program admissions

e Graduate student course registration and scheduling
e Newsletter

e Graduate student requests for travel funding

e Website updates

e Thesis/Dissertation questions and forms

e GA contract information


https://psychology.umbc.edu/resources/
https://psychology.umbc.edu/rt/

Undergraduate Program Coordinator — Alberto Barcenas

e Undergraduate advising information

e Undergraduate registration requests

e Undergraduate course schedule questions

e Undergraduate communications and outreach

Business Specialist - Karen Lorenz

e Travel requests (approver)

e RT management (Procurement; reimbursement; GA fee requests)
e Reimbursement requests (RT Ticket)

e GA contracts and related documents

e Startup funds reconciliation

e Working fund requests and reconciliations

e Budget and financial management



