Enterprise Services Communication – 06/21/2013

What?            Step M and Step U– Effective 7/1/2013 – Eligible Employee List  

Who?             HRMS HR and Payroll professionals

Why?             Instructions for agency review and required actions
When?           Distribute immediately
Message:      Salary schedules reflecting an additional step were approved and adopted with an effective date of July 1, 2013, or as soon thereafter as the Legislature adopts an appropriations act that includes Step M for the 2013-15 biennium.  

The list includes employees who will be processed to have their Basic Pay (IT0008) updated to the new Step M and Step U effective 7/1/2013. Presently, these employees are at the same range and step (step L or T) they were at on 7/1/2007. 
· A new Basic Pay (IT0008) reason code, “26-Longevity,” has been added for Step M use (for non-nursing salary schedules). 


Agency actions required:  Agencies should review the spreadsheet  Click on the “+” next to the left of your Personnel Area to view your agency’s data. 

The spreadsheet contains the following tabs:

· DES STEP M Update - The attached list includes employees who will be processed to have their Basic Pay (IT0008) updated to the new Step M effective 7/1/2013. 
· Employees Receiving Assignment Pay:  If assignment pay was incorrectly applied to an employee’s pay by adjusting the range and step instead of applying a wage type, the agency must review the employee history and determine if the employees’ tenure in the correct range and step would meet the conditions for Step M and make the correction.
· DES STEP U Update - The attached list includes employees who will be processed to have their Basic Pay (IT0008) updated to the new Step U effective 7/1/2013. 

· Directly Valued-Agency Update – The attached list includes employees that have their Basic Pay (IT0008) directly valuated. Agencies need to review the list and determine if the employee is eligible for Step M effective 7/1/2013. If so, make any IT0008 updates by July 18, 2013.
Please review and contact the DES Service Center (see below) by 7/5/13 if an employee needs to be added or removed from this list. 

Questions? Contact: 
Service Center: (360) 664-6400
Email Contact: servicecenter@des.wa.gov
