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* This manual contains general information  for guidance and reference purposes only.    Employees with questions about specific policies or procedures should contact their supervisor or the appropriate manager.  Please refer all updates and changes to Chet Mottershead, Human Resources, at 733-2104.

COMPUTER SERVICES

If you have computer-related questions, please call the Information Services Help Desk @ 733-2192.

CONTRACTS

Contact:   Bonnie Goad     715-5615

 Various contracts and leases: 

· Personal service agreements (PSA)

· Consultant contracts

· Service contracts

· Inter-agency agreements

· Leases

Contract types, amounts, etc. create unique circumstances and time lines for approval and completion.  Refer to the Purchasing Manual for specific information.

COPIER SERVICE

Contact:   Bonnie Goad   715-5615

· If a major problem occurs, contact Bonnie Goad.

· Each agency has designated an individual as key operator responsible for clearing paper jams, requesting service (repairs, etc.). 

EDUCATION ASSISTANCE PROGRAM AND

 STAFF DEVELOPMENT

Contact Person:   Hazel Trexler   715-7623

· Full or part-time permanent employees are eligible for education assistance for approved courses with the prior approval of the supervisor. 

· Complete the Educational Assistance Request Form at least 15 days prior to the beginning of the course work for approval. 

· Requests for reimbursement after successful completion of the course must be forwarded to Human Resources within 30 days of completion of the course.

· Staff Development and Training classes are offered periodically. Please contact Hazel Trexler if you  have any questions regarding Supervisory Training, Performance Management Training, or other specified   classes.

EMPLOYEE BENEFITS

Contact:  Rose Hendricks   715-4204

· Retirement and disability benefits are automatic for full-time, permanent employees and part-time, permanent employees who work at least thirty hours a week.

· Insurance and other optional retirement  benefits are selected on duty.

· Updates or changes in state benefits are communicated to all employees through memorandums, as necessary.

· Employee-initiated changes to their current insurance plan may be made at any time.  

· Insurance plan changes (shifting coverage from one company to another) can only be made during the annual enrollment period in October.

· Medical and dental forms for filing benefit claims are available from the Human Resources Office on the 5th floor of the Education Building. 

EMPLOYEE LEAVE

Contact:  Denise Dobbins   733-2104

· Time sheets are distributed to employees by the 25th of the month and reflect the amount of time in the employee's leave accounts as of the first day of the prior month.

· Time sheets must be received in Human Resources by the 10th of each month or first work day following.

· Employees' pay will be docked for negative balances.

· Unexcused absences may result in disciplinary actions.

EMPLOYEE RELATIONS AND ASSISTANCE

Contact:  Hazel Trexler   715-7623

· Assistance with employee problems (personal or professional) is available upon request.

· The EAP (Employee Assistance Program) offers confidential, personal, and  professional counseling.  Call 733-9545.

FISCAL MANAGEMENT

Contact:  733-5940

Fiscal Management provides the budgeting, accounting, and other fiscal activities related to payment of invoices and travel reimbursements for all divisions and agencies within the department.

FIXED ASSETS

Contact:  Donna Morris   715-5597

· All property with a value of over $500 is eligible to be tagged.  Computer software is not tagged.  

· Any time tagged property is moved from one location to another, from one agency to another or sent to Surplus, the fixed asset person in Fiscal Management should be notified at 733-5940.  

HOUSEKEEPING/MAINTENANCE SERVICES

· All housekeeping and maintenance services are provided by the Department of Administration, Facility Management Division.

· Requests for maintenance services (framing, electrical, carpenter shop, painting, etc.) must be made in writing to the Purchasing Office.

· All requests are reported to Facility Management upon receipt.  Emergency problems are given immediate attention. Other requests are serviced in order by date received.

· To report housekeeping problems, call the appropriate number listed below and give the following information: name and telephone number, description and location of problems.

Education Building:

1st Floor                
Debbie Beam       733-0869

4th Floor
               
Carolyn Powell
733-3309

5th Floor                
Purchasing           715-0153

KEYS, LOCKS, AND ACCESS CARDS

Contact:   Brenda Allen   715-5612

· The appropriate forms with agency approval should be submitted to the Purchasing Office when requesting keys, locks, and Education Building access cards. 

· Education Building occupants will require a building access card  before 8:00 am and after 5:00 PM.

· It is extremely important not to lose your access cards. If you do, please notify the Purchasing Office immediately in writing.  A new request form must be submitted for a replacement card.

· All keys and access cards must be returned to the Purchasing Office when an employee leaves the Department. Keys should not be assigned to another employee without going through the Purchasing Office.

MAIL SERVICES

The Mail Service Center, a division of the Department of Administration, is now processing the U.S., interoffice and courier mail for Commerce.  Each agency/division has received bar coded labels with funding information to be affixed to the MSC mailing form.  This form should be attached to all outgoing mail.  Please call MSC at 733-2913 if you have any questions.

NEW EMPLOYEE ORIENTATION

Contact:  Rose Hendricks  715-4204

New employee orientations occur monthly and are conducted in the Human Resources office.  All new employees are required to participate in employee orientation.

PARKING

Contact:  Queena Motley   715-5606

· Parking spaces are assigned in order of availability.

· To obtain a parking space, contact Ebby Deaton in Room 5047 of the DPI Building either prior to or on their first day of employment.

PAYROLL

Contact: Connie Johnson 715-5605

All Commerce employees are paid once a month on the last working day.  See Exhibit A 

on page 14 for example of payroll stub.

PERFORMANCE APPRAISAL SYSTEM

Contact:  Hazel Trexler  715-7623

· Work plans must be completed in June.

· New employees must have their work plans completed within 90 days of employment. 

· Interim evaluations take place in November.

· Year-end evaluations take place in May.

PERSONNEL FILES

An employee's personnel file may be viewed by the employee and his/her supervisor. Contact the Human Resources office for further information.

POSITION DESIGN AND ANALYSIS

Contact:  Joey Harrison  715-7624

· Assistance with position design and analysis is available upon request.

· Complete a job description on the designated position to initiate a request or position analysis.

· Requests for an in-range salary adjustment (based on equity, job change, or labor market) must be made in writing.  Any documentation should include a justification for the proposed action.

PRINTING SERVICES

Contact:  Bonnie Goad   715-5615

· The first choice for printing/duplicating is the North Carolina Corrections Enterprises                   (phone: 919-716-3600).  Request for Printing forms should be completed by your agency with proper signatures.  Forms may be mailed directly to Corrections or placed in the drop-off  box in the New Education Building on the basement floor at DPI’s Duplicating Center.

· This form may also be used for the purchase of small quantities of odd-size, colored or special-weight paper.

· All other printing requirements must follow standard procurement procedures as outlined in the departmental Purchasing Manual.

GRAPHIC DESIGN & REPRODUCTIVE PRINT SERVICES

Graphic services including design and desktop publishing.

Services provided:

· Wide format printing

· Laminating & Mounting

· Color copies & transparencies

Contacts:  Angela Marshall   715-5230

PURCHASING SERVICES

Contacts: 
Bonnie Goad        715-5615

                             Brenda Allen
715-5612



Tori Hobson
715-5612

Agencies have a $50.00 delegation for purchases not on contract or for items not offered in the Supply Center.  Non-contract purchases up to $10,000 are handled on the agency level. 

Purchases of $10,000 or more are handled by Purchase and Contract directed through the departmental Purchasing Office.  Refer to the Purchasing Manual for more specific information.

RECORDS RETENTION SCHEDULE

Contact: Mac Ellis
715-5603

· Each agency has a records officer and a Record Retention Schedule.

· Records retention and disposition schedules provide guidelines and goals to each agency in the Department of Commerce to dispose of and transfer records annually.

· The North Carolina Department of Cultural Resources provides advice and assistance to the Department of Commerce on the economical and efficient management of records.

RECRUITMENT AND SELECTION

Contact: Debbie Petersen 715-7662

· All applications are screened by Human Resources to determine which candidates meet the minimum qualifications and which candidates are the most qualified for the job.

· Applicants determined “most qualified” will be sent to the hiring manager after the vacancy closing date.

· Hiring managers should read the Recruitment and Selection booklet included in the application packet and be sure each candidate selected for an interview is asked the required questions found in the booklet.

· Hiring managers should make sure that an Applicant Interview form is completed  on all applicants who are interviewed.  Comments should focus on related job skills and training.

· Select and non-select letters will be issued by Human Resources.

SHORT-TERM DISABILITY ELIGIBILITY

REQUIREMENTS

Contact:  Rose Hendricks   715-4202

· You must have earned at least one year of contributing membership service in the Retirement System within the 36-calendar months preceding your disability.

· The disability must be incurred at the time of active employment.

· You are determined to be mentally or physically disabled for the further performance of your usual occupation.

· The benefits received will equal 50 percent of your annual base salary.

· There is a 60-day waiting period from the actual last day of work (during which you may exhaust annual or sick leave).

SMOKING POLICY

Due to the artwork located in the Education Building, smoking is not permitted anywhere.  The smoking ban extends to the cafeteria and in front of the building.

SURPLUS PROPERTY

Contact:   Brenda Allen   715-5612

· Each Department of Commerce agency is responsible for the disposition or transfer of all surplus and excess property.

· Equipment disposal instructions, forms, and tags are available in the Purchasing Office.

TELEPHONE SERVICES

Contact:   Brenda Allen   715-5612

· Telephone work order requests should be sent in writing to the Purchasing Office where they are processed and forwarded ITS. These work orders include relocations, installations and disconnections of phone lines and instruments. 

· Voice mail requests should be submitted to the Purchasing Office on the voice mail request form. (Forms are available in the Purchasing Office.)

· Always allow 7-10 days for the processing of your telephone/voice mail requests once received by ITS. This should always be considered when coordinating a move or relocation or any change.

· To report a line out or to request a service call on your phone equipment, call ITS Help Desk line at 872-8841.
VACANCY ANNOUNCEMENTS

Contact:   Rose Hendricks  733-2104

· Request to Recruit forms must be submitted to Human Resources by 12:00 PM each Thursday for posting the following week. 

· All applications for vacant positions in the Department of Commerce must be submitted to Human Resources by 5:00  p.m. on the closing date. 

WORKER'S COMPENSATION

· Contact:   Rose Hendricks   715-4204

· Notify immediate supervisor if an accident occurs

· Complete Form 19 within three days of the injury

· Employers has the right to choose the physician you see

· There is a seven-day waiting period for compensation of lost work time.  

TASKS AND RESPONSIBILITIES

TASK
CONTACT
OFFICE
NUMBER

Agency relocation
Goad, Bonnie
Purchasing
715-5614

Applicant selection packages
Robbins, Carol
Human Resources
715-7662

Blanket purchases procurement
Allen, Brenda
Purchasing
715-5612

Budget authorizations
Powell, Carolyn
Administration
733-3309

Building keys and access cards, 
Allen, Brenda
Purchasing
715-5612

Business card procurement
Allen, Brenda
Purchasing
715-5612

Car rental contract
Goad, Bonnie
Purchasing
715-5615

Carpet procurement
Goad, Bonnie
Purchasing
715-5615

CAT bus passes
Motley, Queena
Fiscal Mgmt
715-5606

CI/Construction projects
Goad, Bonnie
Purchasing
715-5614

Computer System Problems- technical support
Support

Team
Information

Services


733-2192

Computer Training
Support 

Team
Information

Services


733-2192

Computer equipment/software procurement
Goad, Bonnie
Purchasing
715-5615

Contracts
Goad, Bonnie
Purchasing
715-5614

Corporate credit cards
Hopkins, Dale
Fiscal Mgmt
715-5609

Daily deposits
Hopkins, Dale
Fiscal Mgmt
715-5609

Development of Computer Applications
Thurston, Paul
Information Services
715-0998

DPI Building Work Orders

Purchasing
715-0153

Education Building Conference Room
Woods, Saronda
Administration
733-4962

Electrical/carpenter shop work requests
Allen, Brenda
Purchasing
715-5612

Employee Benefits Program
Hendricks, Rose
Human Resources
715-4204

Equipment maintenance (copiers/printers/fax)
Goad, Bonnie
Purchasing
715-5615

Equipment maintenance (misc. equip./typewriters) 
Allen, Brenda
Purchasing
715-5612

Family and Medical Leave Act
Hendricks, Rose
Human Resources
715-4204

Fixed assets
Lassiter, Michelle
Fiscal Mgmt
715-5597

Governor's calls and events (Commerce)

Public Affairs
733-7651

Governor's correspondence
Powell, Carolyn
Administration
733-3309

Graphic Design
Graphic Support Team
Information Services
715-4222/715-5230

Insurance
Goad, Bonnie
Purchasing
715-5614

Leases
Goad, Bonnie
Purchasing
715-5614

Leave records
Dobbins, Denise
Human Resources
733-2104

Media calls
Roca, Marchella
Public Affairs
733-7651

Motor fleet management
Goad, Bonnie
Purchasing
715-5615

Motor pool bill
Lassiter, Michelle
Fiscal Mgmt
715-5597

Office equipment procurement
Goad, Bonnie
Purchasing
715-5615

Office furniture procurement
Goad, Bonnie
Purchasing
715-5615

Office supplies procurement
Allen, Brenda
Purchasing
715-5612

Parking

Fiscal Mgmt
715-5606

Payroll
Johnson, Connie
Fiscal Mgmt
715-5605

Performance Management Program
Trexler, Hazel
Human Resources
715-7623

Personnel consultant
Mottershead, Chet
Human Resources
733-2104



Personnel issue resolution
Trexler, Hazel
Human Resources
715-7623

Phone bills
Motley, Queena
Fiscal Mgmt
715-5606

Position descriptions/classifications
Harrison, Joey
Human Resources
715-7624

Press releases editor
Weiner, Linda
Public Affairs
733-7651

Printing procurement
Goad, Bonnie
Purchasing
715-5615

Process employment applications
Dobbins, Denise
Human Resources
733-2104

Publication evaluation
Roca, Marchella
Public Affairs
733-7651

Purchasing Office supervisor
Goad, Bonnie
Purchasing
715-5614

Recycling coordinator
Goad, Bonnie
Purchasing
715-5614

Renovations
Goad, Bonnie
Purchasing
715-5614

Requests for Proposals
Goad, Bonnie
Purchasing
715-5614

Retirement planning
Hendricks, Rose
Human Resources
715-4204

Space allocation
Goad, Bonnie
Purchasing
715-5614

Staff development and training
Trexler, Hazel
Human Resources
715-7623

Surplus property
Allen, Brenda
Purchasing
715-5612

Telephone and voice mail
Allen, Brenda
Purchasing
715-5612

Telephone credit cards
Reynolds, Eunice
Administra-tion
733-3308

Telephone systems/equipment procurement
Allen, Brenda
Purchasing 
715-5612

Temporary assistance requests
Dobbins, Denise
Human Resources
733-2104

Temporary personnel 
Dobbins, Denise
Human Resources
733-2104

Worker's Compensation claims
Hendricks, Rose
Human Resources
715-4204

Developed by the

Department of Commerce

Quality Support Team

Brenda Allen

Patricia Bass

Angela Batten

Cynthia Ferguson

Carolyn Powell

Chet Mottershead

Anita Ennis
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Unit

Code

Mo.

Day

Yr.

PR NO.

Budget Subhead

5

28

99

84

11111142

HI

MOFE

State Tax

Retirement

Section 125

$155.20

$584.21

$683.04

$681.40

Regular

Longevity

Shift

Overtime

Holiday

On Call

Other

Pay Rate

Time Worked

$2,321.00

$2,321.00

Federal

State

Retirement

Total Misc.

"EIC" Added

$2,321.00

OASDI

HI

MQFE

Tax

Tax

Deductions

to Net Pay

POSITION

$135.45

$31.58

$226.12

$119.75

$139.26

$201.28

NUMBER

Exemptions

Extra Tax

Extra Tax

OASDI

HI

MQFE

Federal

STATE

FED.

STATE

NET PAY

$2,184.72

$2,184.72

M

M

$1,467.46

$136.28

State Emp. Cr. Un.

$50.00

Parking Fee

$15.00

EMPLOYEE NAME

NET PAY HAS BEEN DEPOSITED WITH

DEPOSIT NUMBER

                    John W. Doe

STATE EMPLOYEES CREDIT UNION

11887



Gross Pay

Federal Tax

OASDI

ACCUMULATIVE YEAR TO DATE INFORMATION

Social Security Number

Budget Code

123-45-6789

146004301531211

$11,884.00

Social Security Tax Withheld

Earnings

CURRENT PAYROLL INFORMATION

$1,099.44

$663.55

Please contact Connie Johnson in payroll if you have any questions. 715-5605

WelPath Select



GROSS PAY

Social Security/Wages Subject

MISCELLANEOUS DEDUCTIONS

      

Health Insurance Deduction

Credit Union Deduction

Parking Fee Deduction

01111

Old Age Survivor's Disability Insurance

Hospital Insurance

Other 

Deductions

Social Security Tax Withheld

019

Exhibit A: Sample Paystub
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