Friday, January 14, 2011


Human Resources 2011 Cut-off Dates for Forms
Appointment forms should be received in the Human Resources office (309 administration building) at least 10 days prior to the effective date of the appointment.  Please submit your forms as soon as you know about the appointment or the change in appointment.

When it is not possible to get the form in 10 working days prior to the effective date, the deadlines indicated below are the dates that the forms must be received in Human Resources in order to ensure that the employee is paid on the next available payroll run for their pay cycle.

**You will also need to send a ‘Corrections & Additions timesheet’ to Payroll for time entry if you are not able to generate the schedule through direct time entry.

Determining the employee’s pay cycle
The University of Manitoba has 3 pay cycles as follows:
	Semi-Monthly pay cycle
	All employees in the following compensation groups: UMFA, UMDCSA,GFT, Research Associate/Professional Associate, Visiting Academics

	Biweekly pay cycle
	Support staff employees (eg. AESES, EMAPS) who have a continuing position and are in a position with regularly scheduled hours (eg. 20 hours per week).

	Hourly pay cycle
	All employees who do not fall into the semi-monthly, or biweekly pay cycle. This includes sessional instructors, casual employees, other academics, etc.


· Semi-monthly employees are paid twice a month.  The pay cycles run from the 1st to 15th, and the 16th to the end of the month.

· Biweekly employees are paid every two weeks on Friday.

· Hourly employees are also paid every two weeks, but on the opposite Friday as the Biweekly.

DEADLINES FOR APPOINTMENTS 
(THAT DO NOT REQUIRE BOARD OF GOVERNORS (BOG) APPROVAL)
Hourly pay cycle
	Appointments starting on or prior to:
	Must be received in HR by:

	January 14, 2011
	December 20, 2010

	January 28, 2011
	January 14, 2011

	February 11, 2011
	January 28, 2011

	February 25, 2011
	February 11, 2011

	March 11, 2011
	February 25, 2011

	March 25, 2011
	March 11, 2011

	April 8, 2011
	March 25, 2011

	April 22, 2011
	April 8, 2011

	May 6, 2011
	April 21, 2011

	May 20, 2011
	May 6, 2011

	June 3, 2011
	May 20, 2011

	June 17, 2011
	June 3, 2011

	July 1, 2011
	June 17, 2011

	July 15, 2011
	June 30, 2011

	July 29, 2011
	July 15, 2011

	August 12, 2011
	July 29, 2011

	August 26, 2011
	August 12, 2011

	September 9, 2011
	August 26, 2011

	September 23, 2011
	September 9, 2011

	October 7, 2011
	September 23, 2011

	October 21, 2011
	October 7, 2011

	November 4, 2011
	October 21, 2011

	November 18, 2011
	November 4, 2011

	December 2, 2011
	November 18, 2011

	December 16, 2011
	December 2, 2011

	December 30, 2011
	December 13, 2011**

	January 13, 2012
	December 19, 2011**


**These dates are subject to change
Biweekly pay cycle
	Appointments starting on or prior to:
	Must be received in HR by:

	January 7, 2011
	December 17, 2010

	January 21, 2011
	January 7, 2011

	February 4, 2011
	January 21, 2011

	February 18, 2011
	February 4, 2011

	March 4, 2011
	February 18, 2011

	March 18, 2011
	March 4, 2011

	April 1, 2011
	March 18, 2011

	April 15, 2011
	April 1, 2011

	April 29, 2011
	April 15, 2011

	May 13, 2011
	April 29, 2011

	May 27, 2011
	May 13, 2011

	June 10, 2011
	May 27, 2011

	June 24,2011
	June 10, 2011

	July 8, 2011
	June 24,2011

	July 22, 2011
	July 8, 2011

	August 5, 2011
	July 22, 2011

	August 19, 2011
	August 5, 2011

	September 2, 2011
	August 19, 2011

	September 16, 2011
	September 2, 2011

	September 30, 2011
	September 16, 2011

	October 14, 2011
	September 30, 2011

	October 28, 2011
	October 14, 2011

	November 11, 2011
	October 28, 2011

	November 25, 2011
	November 10, 2011

	December 9, 2011
	November 25, 2011

	December 23, 2011
	November 30, 2011**

	January 6, 2012
	December 14, 2011**


**These dates are subject to change
Semi-Monthly pay cycle

	Appointments starting on or prior to:
	Must be received in HR by:

	January 15, 2011
	December 20, 2010

	January 31, 2011
	January 17, 2011

	February 15, 2011
	January 31, 2011

	February 28, 2011
	February 11, 2011

	March 15, 2011
	March 3, 2011

	March 31, 2011
	March 17, 2011

	April 15, 2011
	April 1, 2011

	April 30, 2011
	April 15, 2011

	May 15, 2011
	May 3, 2011

	May 31, 2011
	May 17, 2011

	June 15, 2011
	June 2, 2011

	June 30, 2011
	June 16, 2011

	July 15, 2011
	June 30, 2011

	July 31, 2011
	July 15, 2011

	August 15, 2011
	July 29, 2011

	August 31, 2011
	August 17, 2011

	September 15, 2011
	September 2, 2011

	September 30, 2011
	September 16, 2011

	October 15, 2011
	September 30, 2011

	October 31, 2011
	October 17, 2011

	November 15, 2011
	November 2, 2011

	November 30, 2011
	November 16, 2011

	December 15, 2011
	December 2, 2011

	December 31, 2011
	December 9, 2011**

	January 15, 2012
	December 19, 2011**


**These dates are subject to change
DEADLINES FOR APPOINTMENTS 
(THAT DO REQUIRE BOARD OF GOVERNORS (BOG) APPROVAL)
	Effective Date of Appointment
	Must be received in Human Resources by
	Board Date

	January 1, 2011
	November 10, 2010
	December 7, 2010

	February 1, 2011
	December 15, 2010
	January 25, 2011

	March 1, 2011
	January 19, 2011
	February 15, 2011

	April 1, 2011
	February 16, 2011
	March 15, 2011

	May 1, 2011
	March 23, 2011
	April 19, 2011

	June 1, 2011
	April 20, 2011
	May 17, 2011

	July 1, 2011 and August 1, 2011
	May 25, 2011
	June 21, 2011

	September  1, 2011
	August 3, 2011
	August 30, 2011

	October 1, 2011
	August 31, 2011
	September 27, 2011

	November 1, 2011
	September 21, 2011
	October 18, 2011

	December 1, 2011
	October 19, 2011
	November 15, 2011

	January 1, 2012
	November 9, 2011
	December 6, 2011
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