November 28, 2007

Memorandum

To:

All Departments

From:

Pamala T. Cope

                        
Director of Payroll

Subject:
Early Submission of Turnaround Documents 

We request your assistance in the early submission of the Turnaround Documents.

Turnaround Documents -
                                                                                  

December 15, 2007

December 1-15, 2007 leave reported in the ITAMS system for exempt employees must be entered and approved by 12:00 noon on December 10, 2007.  

December 20, 2007     

December 16-31, 2007 leave reported in the ITAMS system for exempt employees must be entered and approved by 12:00 noon on December 20, 2007.

To keep leave balances current, it is important that all leave be entered and approved as requested.

Weekly  timesheets for the weeks ending December 22 and December 29 should be entered and approved in ITAMS by Thursday, December 20, 2007.

REMINDER:   Upon return from the holidays, all leave adjustments for 2007 must be in ITAMS by 5:00 p.m. Wed. January 2, 2008.
              
.  
Thank you for your assistance in this matter and please contact the Payroll office at 777-4227 with any questions.     

