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Job Information
☐   New Employment Category: Choose an item.
☐   New Contract Type: Choose an item.
[bookmark: Text6]☐   New Title:      
[bookmark: Text7]☐   New Compensation Rate:      
☐   No right to collectively bargain 
☐   Once reassigned, the employee may not return to FLSA exempt university staff position
[bookmark: Text8]☐   Transfer effective date (Bi-weekly pay period after signed agreement of transfer):      
[bookmark: Text9][bookmark: Text10]☐   Last University Staff pay date:                 First AS/LI pay date:      

Job Security
☐   Explain the new contract type the person will have and the contract notification “notice” process (if applicable). 
☐   Provide copy of local Academic Staff Personnel Rules (if applicable).
☐   Explain the limited appointee “at will” appointment and the concurrent appointment (if applicable). Share any local documents that deal with limited appointees.

Benefits
☐   Income Continuation Insurance (ICI)

☐   If currently enrolled in University Staff ICI program, the employee must submit their application via My Insurance Benefits (MIBs) to enroll in Faculty/Academic Staff/Limited (FAASLI) ICI program no later than 30 days from reassignment or their disability coverage will end. 
☐   If not currently enrolled in University Staff ICI program, the employee’s enrollment opportunity will be based on their sick leave balance and that balance will affect which elimination category the employee can choose. The employee must submit an application no later than 30 days from reassignment. See the ICI booklet for more information, http://etf.wi.gov/publications/et2106.pdf 



In order to determine which elimination period the employee can choose review employee’s (EE) sick leave balance:
· If less than 10 days of sick leave, the employee may choose between elimination periods of 30, 90, 125 or 180 days;
· If between 10-64 days of sick leave, the employee may choose between elimination periods of 90, 125 or 180 days;
· If between 65-129 days of sick leave, the employee may only choose the 180 elimination period;
· If 130 days or more, the employee is only eligible to apply for enrollment via Evidence of Insurability http://etf.wi.gov/publications/et2308.pdf
☐   Is employee enrolled in Wisconsin Deferred Comp (WDC) or Tax-sheltered Annuity (TSA) program?
· If so, contributions will automatically continue unless the employee chooses to make a change to their contribution amount. 
☐   Is employee 50 years of age or older and requesting Wisconsin Retirement System (WRS) assistance? 
· If yes, Divisional Representative emails benefits@ohr.wisc.edu with employee name, Employee ID #, and Subject Line: Employee Choice WRS Impact Assistance. The Office of Human Resources Benefits Services team will review the employee’s record and provide Divisional Representative guidance on the impact reassignment could have on particular employee’s three highest years of wages for retirement purposes and creditable service. Please do not refer employees directly to benefits.
☐   Remind the employee to review their earnings statement regularly and ensure benefit deductions are correct.

Payroll
☐   Remind the employee of options to change their direct deposit distribution to assist with budgeting. 
☐   Remind the employee to review their current tax withholding and submit a new W4 if they would like to make changes. After they receive their first paycheck, the employee may want to use the IRS Withholding Estimator to review their projected tax liability or refund.
☐   Discuss any potential changes in tax withholding e.g., additional withholding or exemptions.
☐   Remind the employee to review their earnings statement regularly to ensure general deductions are correct.








Action Needed for All
☐   Enter Waiver Job Requisition into Workday
· Reason: Employee choice (AS,LI) 
☐   Process any time off payouts or balance adjustments in Workday:
· Personal Holiday
· Vacation
· To determine vacation balances or payouts, follow the formula below:

US Vacation Carryover + US Vacation + AS/LI Vacation Entitlement

Note: If this combination of hours exceeds 176 hours, transfer remaining hours into AS/LI Vacation Carryover up to 176 hours. If hours are still remaining, payout must be performed.

Example: US Vacation Carryover = 100 hours, US Vacation = 108 hours, AS/LI Vacation Entitlement = 176 hours

100 + 108 + 176 = 384 – AS/LI Vacation Entitlement is already maxed out at 176 hours, transfer 176 hours into AS/LI Vacation Carryover, 32 hours still remain. Pay out 32 hours of US Vacation Carryover on last bi-weekly paycheck.
· If employee has overused US Vacation as of the reassignment date, you must transfer the negative balance to the AS/LI Vacation allocation.
· Compensatory (Comp) Time
· Pay out any comp time on last bi-weekly paycheck. Comp time cannot be carried forward.

☐   Monitor leave balances after final University Staff payroll has confirmed to monitor the transfer of leave balances  
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