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M E M O R A N D U M

To:

Deans, Department Heads & Department Contacts
From:
 
Surinder Saini (Director, Information Management)

Human Resources Division
Date:
April 7, 2005

Subject:
EFFECTIVE IMMEDIATELY – 

*NEW* Job Information Forms (JIF) and Personal Information Forms (PIF)
With the change from FRS to UniFi (Banner) there is a change from the 10-digit FRS account number to a 31-digit UniFi CFOAPAL accounting string.  In order to accommodate this change the  Position Request Change Form  and all the Job Information Forms (Monthly / Salaried Payments, Monthly Student & Award Payments, PAIRS Payments, Sessional Payments, Hourly Payments and Separation/Leaves) have been revised. 
Due to growing information needs and space limitations, creating separate JIFs for each employee group was necessary. The Monthly / Salaried Payments JIF was replaced by six new forms: Monthly / Salaried Payments – 1) Faculty & Sr. Admin., 2) A.S.P.A., 3) C.U.P.E. 1975, 4) Exempt, 5)  Other Staff and 6) Research Personnel.  The forms have been specifically designed for each employee group to facilitate completion. 
There are two versions of each form. The “Web” version is to be used to complete forms online which can then be printed. The “Web” forms have drop down fields that facilitate completion.   The “Paper” version is a template that can be printed and photocopied if you do not complete the form online. Please visit our web site at http://www.usask.ca/hrd/forms/payroll_forms.php to acquire the appropriate forms. In order to ensure the timely processing of all PIFs and JIFs, the new forms will be available effective April 11 for immediate use.  All prior versions should be deleted.
NOTE: If you are processing a JIF with an effective date prior to May 1, 2005, enter the 10-digit FRS string in the Fund and Orgn boxes.  JIFs received for transactions which occur on or after May 1, 2005 must use the new CFOAPAL string. The first 20 digits (CFOAP) are required on all transactions. If the new CFOAP string is not entered on the JIF, a delay in processing may occur.
The Personal Information (PIF)  Hire and Change forms have also been revised to accommodate the need to provide the SIN Expiry Date for all non Canadian Citizens and non Permanent Residents.
If you have any questions or need assistance, an Information Management Team member can be reached at 2950.

______________________

Surinder Saini
Director, Information Management
