December 13th and 15th – BEST Conference Call
PAYROLL
· Remind employees about updating their address for W2

· W2 Address – Both lines of addresses can be used
· 64 Characters for USPS

· 32 Characters for State Health Plan
· Use USPS website for proper postal format 
· If mailing address and permanent address are the same, no need for mailing address

· If there are two addresses, the system will ALWAYS pull from the mailing address for items such as W2s.

TIME

· See Benefits
BENEFITS

· New Report – LOA Action with Absences - 
· Personnel Administration 
· Employee Details and Action
· B0185 - LOA Action with Absences
· LOA Action with Absences report was developed to help monitor timesheet data entry in the BEACON HR/Payroll system while an employee is on an LOA event. 
ORG MANAGEMENT
· New OM Spreadsheet
· Call Dick for guidance 
PERSONNEL ADMINISTRATION
· Last PA350 class was administered in December due to the roll out of E-Recruit in January 2012.
· 552 Clean Up Project


· Only some divisions/facilities are affected.  

· Follow instructions from Tracy and submit all information to Tracy – DO NOT SEND DIRECTLY TO BEST
MISCELLANEOUS

· Additional information regarding 2012 webinars will be forthcoming.

