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Mailing Labels Request Form – Explanatory Notes

A. Administrator Lists

The Administrator Lists are compiled based on specific functions or responsibilities specific to the positions. Occasionally, an employee may appear on more than one list because of the overlapping functions of the position.

To help you to make the appropriate choice, the notes below provide you with examples from each list
A.1. Executive/Senior Administrators 

(email hris-exec-senior-administrator@lists.umanitoba.ca.):

· Includes all employees in the Executive/Sr Admin compensation group (VIP code 012).

· Examples are: The President, Vice Presidents, Associate Vice Presidents, Deans of Faculties, Directors of Schools, Director of Libraries, and Executive Directors. 

· There are approximately 42 labels.

A.2. Heads of Academic & Administrative Units

         (email: hris-head-of-dept-admin-unit@lists.umanitoba.ca)

· Includes all heads of academic departments (e.g. Head, Department of History) 
and heads of administrative units (e.g. Comptroller, Financial Services; 
Director, Learning & Development Services)

· There are approximately 114 labels.

A.3. Faculty / Unit Administrators

         (email: hris-faculty-admin-unit-administrator@lists.umanitoba.ca)

· Includes all of A.1 & A.2, plus the staff executing and implementing policies and procedures on behalf of the Executive/Senior Administrators.

· There are approximately 306 labels.

B. Customized Distribution List

You may request a customized distribution list comprising a combination of different employee groups listed. You may select more than one employee group, and also identify which campus(es) to be included.
C. Delivery
C.1. Electronic Format

· Upon receipt of the mailing request to Human Resources, an attachment (in Microsoft Excel format) will be sent to the designated e-mail address within 2-3 business days

C.2. Printed Mailing Labels

· Labels will be printed on 8” by 11” labels only (30 labels per sheet). Please provide sufficient blank labels along with the request form
· Printed labels will be available for pick-up within 2-3 business days upon receipt of the request by HR
· Printed labels can be mailed to a designated mailing address
