SEAF Labor Distribution (LD) Schedule Guidelines 

Most SEAFs will have a default Labor Distribution (LD) account. If you are NOT using the default LD account you need to create an Alternate LD.

If you are creating an Alternate LD account you must have a Start Date. End Dates should generally not be used except for grant accounts.

Important Rule #1:  The Labor Distribution Start and End Dates (generally use End Dates for grant accounts only) MUST be the beginning and end (respectively) dates of a pay period with the exception of new assignments. The LD Start Date for new assignments is the actual start date of the assignment. IF you need to use an End Date, for grant accounts, it must be the end of the pay period. For example, if you have a grant requiring an end date, and you know a student will only be working until the end of classes April 28, but April 28 falls in the biweekly pay period ending on May 5, the  LD Schedule End Date would be May 5.

[bookmark: _GoBack]Important Rule #2: IF the account being charged for a student employee’s work has to change on a date other than a beginning of a pay period, then you MUST create a New Assignment for the student for the new account. In this case, assuming the student new assignment will have the same Job Title and Organization as the first assignment so you will need to use an Assignment Identifier for the new assignment to distinguish between the two. The Assignment Identifier must be a word/term/date that will easily identify to the student and supervisor which timecard is to be used.

Example: Sally Student is working on a grant in your department. The grant account number changes October 1. Sally’s first assignment would have an LD End Date of October 8 which is the end of the pay period in which September 30 falls. The new assignment set up for her would start October 1 so the LD Start Date would be October 1 and the LD End Date would be the appropriate end of pay period date.

Important Rule #3: Timecards MUST be submitted and approved timely. Not only are there legal requirements for timely payment but also to ensure the correct account will be charged. In the above example, if a timecard for the week ending April 28 (pay period ending May 5) is not submitted until June, the wages will be charged to the Labor Distribution account in effect for that assignment in June, NOT to the one that was set up through May 15th.

If a retroactive account change adjustment must be completed you must complete a Change SEAF with the retroactive date as the effective date and with the correct account.   You may not be able to create a Change SEAF if the student assignment has already been terminated or if the change is further back than the prior semester.  In this case you will send an email to Janice.Rogers@uni.edu with the requested adjustment, including the reason you are not able to complete a Change SEAF.    Your Department Head should be copied to signify approval of the adjustment, and if a grant account is affected then a copy should also go to Michele.Mullings-Shand@uni.edu .




