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Ergonomic Equipment Request 
Purpose: The purpose of this workflow is to document the process and requirements for obtaining an ergonomic evaluation and ordering required equipment. 
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Submit request for 
Ergonomic Evaluation 
via HR request page¹ 

Start

Complete the 
Matching Funds 

Request Form and 
submit per form 

instructions² 

Submit the following to 
Facilities via email 

planning@medsch.ucr.edu
Copy of Evaluation, List of 

items requested, FAU

Notes:
¹ Ergonomic Evaluation page: https://hr.ucr.edu/front/workplace-health-
wellness/ergonomics/ergonomics-matching-funds-procedures
²Matching Funds Request Form: https://hr.ucr.edu/form/matching-funds-
request-form#no-back

End

Review 
recommendati
ons and list of 

requested 
items and send 

approval via 
email

Once approved by the 
Campus Ergonomist, 

submit purchase request 
per standard process. 

Include requesting dept 
FAU

Once expense hits the 
ledger, Complete No Cost 
Transfer (NCT) form and 

process in UCRFS or submit 
to Business Operations via 

the ticket system with 
approval email

Once evaluation is 
complete send the 

Evaluation, List of items 
requested to supervisor 

for approval

Obtain a quote for 
requested items

Notify FAO/Dept. 
Manager when 
equipment is 

received 

Confirm receipt of 
equipment and 

process financial 
entries to access the 

Ergo Matching 
funding

Perform 
assessment 

and send 
evaluation to 

employee

Request 
approved?

Yes

No

Send approval to 
FAO/Dept. Manager 

for FAU
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obtain approval from FAO. Send dollar amount of requested items and ergo matching funds.
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If approve, proceed with the ordering process
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