MAC Quarterly Checklist

 FORMCHECKBOX 

Business Managers - 2 weeks before quarter begins –Submit/Certify Employee Costpool File to Wendy Chase.

 FORMCHECKBOX 

Coordinators - 1 week before quarter begins review random sample, notify Wendy of anyone that needs to be removed.

 FORMCHECKBOX 

MESD – Will notify district one week prior to their survey date of the actual day.

 FORMCHECKBOX 

Coordinators - At the beginning of the quarter, prior to survey date, FAX completed signed training lists to Wendy Chase (503-257-1538).

 FORMCHECKBOX 

Coordinators – Review survey results as the survey is being taken.

 FORMCHECKBOX 

Coordinators – 1 week after survey date document suspicious highlighted results to verify they are correct.

 FORMCHECKBOX 

Coordinators – At the end of the quarter review completed survey results and make any needed corrections, email certification to Wendy.

 FORMCHECKBOX 

Business Managers – Submit actual salary and benefit information (not necessary if MESD has your data in Bi-Tech) at the end of the quarter.

MAC Timeline – through Spring 2007

	Due Date
	Requirements

	6-30-2006
	Review completed Spring results, make any needed corrections.

	7-14-2006
	Submit actual salary and benefit information for Spring 2006.

	
	

	8-18-2006
	Submit/Certify employee costpool for Fall 2006.

	9-1-2006
	Fax completed signed training lists to MESD (503) 257-1538 Atten:  Wendy.

	12-15-2006
	Review completed Fall 2006 results, make any needed corrections

	12-15-2006
	Submit/Certify employee costpool for Winter 2007.

	1-2-2007
	Fax completed signed training lists to MESD (503) 257-1538 Atten:  Wendy.

	1-12-2007
	Submit actual salary and benefit information to Wendy for Fall 2006.

	3-16-2007
	Submit/Certify employee costpool to Wendy for Spring 2007.

	4-2-2007
	Review completed Winter 2007 results, make any needed corrections.

	4-2-2007
	Fax completed signed training lists to MESD (503) 257-1538 Atten:  Wendy.

	4-13-2007
	Submit actual salary and benefit information to Wendy for Winter 2007.

	7-2-2007
	Review completed Spring 2007 results, make any needed corrections.

	7-17-2007
	Submit actual salary and benefit information to Wendy for Spring 2007.
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