PAYROLL BUSINESS PROCESS
Part II
NAME:  EMPLOYER NEW HIRE/REHIRE FORM 
DUE BY:   ONE WEEK BEFORE THE SCHEDULED START DATE OF THE NEW HIRE OR REHIRE EMPLOYEE.

PURPOSE OF PROCESS

To provide the appropriate information to the Payroll Department so that a New Hire or Rehire will be set up correctly in MUNIS and TLM.
PROCESS

For new Hires, Rehires, and Job Class Changes refer to the reports listed below:
• Report A:  Job Class and Job Title Report

• Report B:  Location Report

• Report C:  Group Bargaining Unit (Union) Report

• Report D:  Pay Plan 
• Report E:  Check Location Report

• Report F:  TLM Reports (TLM Departments, TLM Person Types, TLM Pay Rules, TLM Accrual Profiles)

COMPLETION OF FORM

• Action:  New Hire/Rehire
1. New Hire or Rehire Status:  Employee Number will be created within the MUNIS system.  If possible please provide employee numbers for Rehires.

2.  New Hires:  Full Time and Part time (20 hours or over) permanent employees will enter the Retirement Plan.  Temporary or seasonal employee will be enrolled into the OBRA Plan.   Retirement status for Rehires will be determined by Payroll and the Retirement Office. 
3. Only provide last four digits of the SSN number.

4. New Position, Backfill, and Incumbent’s Name:  Information required by Financial Analysts.
• Job / Salary
1. Job Class and Job Title:  Report A

2. Location:  Report B

3. Group Bargaining Unit/Union:  Report C

4. Salary Plan/Grade/  Report D (should have on hand within each department)

5. General Fund/ Grant Fund:  Required Field.  Information required by Financial Analysts.

6. Start Date/ End Date:  To be used primarily for temporary, seasonal and/or Grant positions.  Required by the Finance Department.
7. Licenses:  As required by position.
8. Check Location:  Report E

• TLM Info
1. Report F

• Company Equipment

2. As required by position.
• Approvals

1.  All documents sent to Payroll should have original signatures.  Photocopies will not be accepted and will be sent back to the originating department.  

2.  New Hire / Rehire documentation should be audited before it sent to Payroll.  Documentation that has a substantial amount of missing information will be sent back to the originating department.  

3.  New Hires and Rehires must be received in the Payroll Office no later than one week before the employee is scheduled to start.  For paperwork sent in later than suggested seven day window; timely entry in MUNIS and TLM cannot be guaranteed.  
