TEMPLATE

NOTIFIFICATION OF SIGNING OF MOU

AND

EMPLOYEES MOVING TO SEND-IN

CED’s, please use this template as notification to the District Office of the signing of the MOU and to document the disposition of the staff who move from REGULAR to SEND-IN.

If no changes are made as a result of the signing of the MOU, please feel free to edit/remove those parts of this memorandum, but do still send in the letter to alert all as to the MOU being signed by the Board.
Please note that this letter must be received no later than December 15, 2060, for 1/1/2007 implementation, or, thereafter, at least 30 days prior to the month of requested implementation.

date, 2006  

To:

(Name), (District) District Extension Director



(if necessary) (Name), Regional Coordinator, NCA&TSU 

From:

(Name), (County) County Extension Director

Subject:
Notification of MOU signing and

Employee Disposition from Regular to Send-In Payroll Option

I am pleased to notify you that the (County Name) Board of County Commissions signed the new Memorandum of Understanding (MOU) at their regular meeting on (date), 2006.  This will allow all new hires and transfers to start as “send-in” as of January 1, 2007.   

In response to the Board of Commissioners signing of the new MOU, several Cooperative Extension employees in (County name) County are moving to the send-in payroll arrangement effective January 1, 2007 (or 2008).  Specifically, the following employees will change from “regular” to “send-in”:


Sheri Schwab, County Extension Director


Sheri Schwab, 4-H Extension Agent


Sheri Schwab, FCS Extension Agent


Sheri Schwab, 4-H Program Associate


Sheri Schwab, EFNEP Program Assistant


Sheri Schwab, Administrative Secretary


Sheri Schwab, County Extension Secretary

Only one employee will not be moving to the send-in payroll arrangement:


Sheri Schwab, Community and Rural Development Extension Agent

Please allow this letter to serve as official documentation of the disposition of the entire Cooperative Extension staff of (County name) County.  Do not hesitate to contact me if you have any questions.

Cc:

CALS Personnel



County Manager

