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Upcoming Events    

Here are a few upcoming events that will take place on campus.   
 Just For The Health Of It Meeting: April 21, 2010 12:30pm-1:30pm, Room U216,  

     A Celebration of Public Health 

 HRC Financial Planning April 7, 2010 10am-3:00pm, Terrace Room (V219) 

 NYS Deferred Compensation Meeting: April 13, 2010 12:00pm-2:00pm, Tapestry Room 
(A212)  

 

 

Kingsborough Community College has a new representative for Metlife.  His name 
is Etienne Martinez and he can be reached at 917-865-2418.  If you would like 
to schedule an appointment, you may contact him directly at the number listed 
above.  His designated day for Kingsborough is Friday in the MAC Building Room 
M303. 

 

The CUNY Work/Life 

Program, Corporate 

Counseling Associates 

is a free confidential 

service for you and 

your family.  Services 

are available 24 hours 

a day, 7 days a week.  

You may contact them 

at 800-833-8707 or  

visit the web at 

www.cuny.edu/

worklife 

New MetLife Representative For Civil Service Staff 
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March 31, 2010 
Issue 7 

Have You Checked Your Pay Stub Lately? 

When was the last time you’ve checked your pay stub?  Are all of your 
deductions accounted for?  Is there something missing? It is very im-
portant to check your pay stub frequently to ensure all deductions are 
present.  Do you have a TDA with MetLife, TIAA-CREF or HRC?  Have 
you checked your statement to be sure your contributions are in your 
account?  If you find the contributions are not making their way to your 
account, you need to contact Detrice McPhatter at 6525.  There could 
be a problem with the City Payroll and /or the TDA carrier.  The Uni-
versity would need to be notified to correct the situation.   
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Listed below are the monthly “Just For The Health Of It” Brown Bag Lunch Meetings.  These 
monthly seminars will consist of speakers from different organizations presenting the topic.  
Make sure you check your e-mail for the dates and times the meetings will take place.  
 
Just For The Health Of It Calendar 

2010 Calendar: 
April-  The Safety Net “Secret” Revealed: A Celebration of Public Health (Week) 
 
May-   Beyond the Blues: How to Recognize and Respond to Your Own and Others’ Depression 
 
June-  Take Two and Call Me in the Morning: Safe Medication Use; Label Literacy  
 
 

Brown Bag Luncheon 
“Just For The Health Of It” 
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How to Retire and/or Resign 

After careful consideration, you have made the decision to do it-you’re leaving Kingsborough.  Now the hard 
part begins.  What steps do I take to make the transition a smooth and painless one.  Here’s an outline: 

1. For Faculty Members: Meet with your chairperson.  For Civil Service Staff: Meet with your supervisor  

Have a quick conversation with him or her to discuss your intention of leaving. For both: You will also need to do 
a letter for intention. The letter will need to be given to your chairperson/supervisor with a copy forwarded to 
Human Resources. 

2.  Schedule an appointment to speak to the Director of Human Resources.  At that time an exit interview will 
be conducted.  You will talk about why you have chosen to leave Kingsborough and your likes and dislikes, if any.   

3. Schedule an appointment to discuss your benefits.  Contact Detrice McPhatter at ext 6525 to explore your 
options after Kingsborough.  At that time we will talk about medical benefits, pension plans, Tax Deferred An-
nuity Plans or other options of your interest. 

4. Lastly, have a party!!  (This is optional, of course)      

Once you have narrowed down an exact date of retirement, all necessary paperwork should be submitted to the 
Office of Human Resources at least 30 days prior.   
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Empire Blue Cross Blue Shield and GHI CBP Plan 
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Had any Life Changes? 

Did you get married? Divorced? Had any children?  Has your spouse passed away? Maybe you need to make 
some changes to your beneficiary information with the pension system, union or life insurance. If so, come by 
the benefits office in P203 to update your records.  Do not allow your hard earned money to go to your estate 
instead of your loved ones.  

Submission Of Time Sheets 

It is very important to turn in all timesheets on time to ensure you receive a paycheck.  Below is the 
schedule for submitting timesheets. 

HEO’s:  Must submit timesheets within the first week of the following month. 

Civil Service Staff:  Timesheets are due on Monday by 12pm. 

It is the supervisor’s responsibility to ensure that all timesheets are submitted to the Office 
of Human Resources on Monday by 12noon.   
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Just a fr
iendly re

minder to 
return a

ll time 

sheets t
o the Human Resou

rces off
ice each

 

Monday m
orning.  

Make sure
 they ar

e filled-

in completely. 
Don’t forg

et your 
signature

 as 

well as yo
ur super

visor’s.  
   

 
The Office of Human Resources is committed to providing 
quality service, responsiveness and sensitivity to the fac-
ulty, staff and students of the College Community.  In or-
der to further this mission, our office is planning to con-
tinue growth in the area of service and responsiveness.  
However, we need you to assist us in accomplishing our 
goal.  This is your opportunity to assist us in developing 
the Newsletter to suit your interest and needs.  Please 
write or e-mail us ideas and suggestions outlining subjects 
of interest to you that we can focus on in future issues.    

Kingsborough 

Community College  

Office of Human Resources 

 
 

Phone: 718-368-6525 

Fax: 718-368-6647 

E-mail: 

detrice.mcphatter@kbcc.cuny.

edu 

Visit us on the Web at 

Kingsborough.edu 

Tell Us Your Ideas 
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