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MEMO TO:
Deans



Deans’ Executive Administrative Assistants



Department Chairs

Department Administrative Assistants

FROM:
Dr. David H. Buchanan, Provost 

DATE:

November 10, 2004

SUBJECT:
PT NTT or any FT Overload Faculty Contracts for Winter Term 2005

PT NTT or any FT Overload Faculty contracts for Winter Term 2005 will be handled as follows:

The departments will send the completed and signed contracts and related forms (see back of this memo) to the appropriate school dean no later than November 19, 2004.  The dean’s office will then forward the completed contracts to the registrar’s office who will hold the contracts until drop/add is over.  Once drop/add is over and the registrar’s office has calculated the appropriate salary, they will forward the contracts to payroll with the related authorization to pay memo. 

Each department is responsible for submitting completed 311T forms and Pay Distribution forms for all PT NTT or any FT Overload faculty members directly to Mrs. Charlotte Rayne in the payroll office AS SOON AS POSSIBLE.  For your convenience the attached 311T form has the Agency Control Number (116506) and the Contract Maximum amount ($5,000.00) already noted on the form.  
Some important reminders are listed below when preparing PT NTT and any FT Overload contracts:
General information:  There must be no errors (or Wite-Out) on the front of the contract.
Reminders:  Front Page of the Contract

1.
Appointment and Position:


The contract dates (January 3-February 7, 2005) have been expanded to allow faculty 
members to be available to resolve any classroom related issues resulting after the formal 
semester is over.  Paychecks will be distributed on February 16, 2005.

2.
General Conditions:


Please don't forget to list the departmental code, course number, section number, course 
title, credit or contact hours.  

3.
Please make sure the dean signs each contract.


Reminders:  Back Page of the Contract

1.
The Winter Pay Plan information must be copied on the back of the contract.  There is a 
separate pay plan available for undergraduate and graduate courses.

Other forms that are needed for New Faculty ONLY:  These forms can be found on the SU Home Page under Human Resources >> HR Forms >> Recruitment Process:

1.
Employee Eligibility Verification (I-9):  (NOTE:  This form must include the list of 
acceptable documents on the reverse side of the document.)  The I-9 form needs to be 
completed on the faculty member’s first day of active employment by an I-9 Authorizer 
(see list).

2.
SU Policy Sign-Off Sheet

3.
Employment Data Sheet (please use the most current form)

Forms needed for ALL NEW Faculty and Staff THAT HAVE NOT BEEN ON CONTRACTUAL PAYROLL WITHIN 6 MONTHS:

1.
Instructions and worksheet for completing the W-4 Form

2.
Direct Deposit Form

For ALL SU Staff ONLY:

1.
Dual Employment Form:  Needs to be completed for all full-time SU staff employees 
(exempt and non-exempt)

Additional Information:


1.
If/When any faculty member’s status changes anytime during the contract period, 
IMMEDIATELY notify the school dean who will, in turn, notify the provost's office.

If you have any questions regarding this information, please contact the school dean's office.
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