
ACADEMIC PAYROLL EMPLOYEES

February 2004

LEAD TIME
- Renewals for academic employees will be due Friday, April 9, 2004 for contracts expiring June 30, 2004.  For contracts expiring at other times of the year, the School of Medicine Office of Faculty Affairs requires a minimum of a one-month lead-time to guarantee uninterrupted paychecks.


RENEWALS SUBDELEGATED TO THE SCHOOL

· CHANGE IN JOB DETAIL FORM – Fill out the top portion of the form. Then change only the contract begin and end dates, the personnel date, and use RENEW for the job change reason. The CJD form should be signed and dated by the appropriate WSU departmental signatory.

· LETTER OF OFFER - Use the revised renewal letter and submit the original letter only.


RENEWALS REQUIRING PROVOST’S APPROVAL

· CHANGE IN JOB DETAIL FORM – Fill out the top portion of the form. Then change only the contract begin and end dates, the personnel date, and use RENEW for the job change reason. The CJD form should be signed and dated by the appropriate WSU departmental signatory.

· APPOINTMENT SUMMARY FORM - Complete all applicable sections.  

· LETTER OF OFFER - Use the revised renewal letter and submit the original letter only.

· CURRICULUM VITAE - Must be current, signed, dated and in the School of Medicine format.

