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County of San Bernardino

LABOR DISTRIBUTION CHANGE REQUEST


The Labor Distribution Change Request is used to add or delete distribution codes or to change existing descriptions.  This form is used by departments who utilize employee labor distribution codes.

FORMS REQUIRED
MANDATORY FIELDS

Labor Distribution Change Request(
Add, Change or Cancel box; LD Group ID; Descriptions; Effective Date

General Information

Indicate at the top of the form whether this is to add, change or cancel labor distribution codes.  This information will show on labor distribution reports.  The Program, Activity and Location IDs must be four characters long, all numeric and include the appropriate description.  The Cost Center ID must be five characters long, also numeric only.

PAYROLL SPECIALIST RESPONSIBILITIES

· Ensure form is signed before forwarding to EMACS Development Team (0440) (refer to department guidelines for individual procedures)

dEADLINES

Refer to Master Calendar for EMACS Processing 
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