Date: April 5, 2007

To: Department Chairs, Directors and Dean’s Assistants

From: Maria P Eldred, Academic Employment Manager
Subject: Employees Job Detail Report

Attached are two reports to aid in the transition between fiscal years for employee payroll records. These reports should be reviewed for employee contract and labor distribution (index) information that may need action for the July 2007 payroll. Changes affecting the July 2007 payroll are due in HRC on July 10, 2007.

1. The first report lists unclassified .50+ FTE employees with an end date on their job of June 1, 2007 or later. As a result, the employee will not be paid after the listed end date unless a new Letter of Offer is submitted. If the employee is continuing to work in fiscal year 2007/2008, please prepare a new letter to re-appointment him/her.  

This report also lists administrative stipends ending after June 1, 2007; these will need to be resubmitted if they are to continue.  Administrative stipends should be approved through the department, dean, and provost before being offered to the employee for acceptance.
2. The second report lists employees who have no end date on their job. Please review this to insure that listed employees should still be employed by your department. If you find employees on this list who have terminated, please notify HRC immediately so we can stop their payroll. This list includes all employees except students. 
In addition these reports provide current information on appointment percent (FTE) and labor distribution (index). Please review these items carefully for needed corrections. Adjusted can be made by submitting a new Letter of Offer or Labor Distribution Form. 
If you have other questions or concerns, please contact me at 5-8360 (eldredm@pdx.edu) or Sarah Guenther at 5-4941 (sguenth@pdx.edu)
Thank you.

