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1. Owners notified of decision and changes, if any, that may have occurred from the
original request to the final approved item.
2. Offer letter (if applicable) or confirmation letter detailing approved compensation
Approved? sent _to ir_lcumbent_ and saved in per;onpel file.
) 3. Approved communication and signed offer letter filed in SLCG expense share
drive for Controller’s Office and Audit access.
4. If item includes MOP or SHLP loans, send communication to Campus Home Loan
Program Manager and OP’s Loan Office.

A
1. Owners notified of decision and changes, if any, from the original request to the final approved v
item via email, but only after “approved” item is posted. TRANSACTION IS PROCESSED
2. “Approved” Item posted and saved in central location. 1. Payroll confirmation (PAN) reviewed
3. Offer letter (if applicable) or confirmation letter detailing approved compensation sent to for consistency with APPROVED item,
incumbent saved in personnel file and sent to OP. and saved in personnel file
4. Approved communication and signed offer letter filed in SLCG expense share drive for 2. Item closed in tracking database.
Controller’s Office and Audit access.
6. If item includes MOP or SHLP loans, send communication to Campus Home Loan Program
Manager and OP’s Loan Office.

11/12/2009




	Page-1�

