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One of the goals of the Program is to better serve your needs.  The Program Management believes it can best achieve this goal by providing timely, accurate and pertinent information.  As an initial step, I would like to provide information on the procedures for rotations and timekeeping. 

Rotations
The Program facilitates rotations.  To help us assist you in securing the ideal rotation please contact the Program two (2) months prior to the end of your rotation. 
New Hires
· Program Management will place new Analysts in the first rotation.  We will attempt to take into consideration both your interests and the needs of the business

Subsequent Rotations
· Contact Elizabeth Boudreaux (x3-6176) 2 months before your rotation ends in order for other business units to be identified and contacted.  Elizabeth will assist you in obtaining subsequent rotations
· You will be required to interview with potential business units.  It is imperative that you follow up with Elizabeth regarding the results of your interviews

In order for us to update and maintain our database and properly charge or stop charging a group for your salary, it is essential that the Program keep track of your rotations.  When a rotation has been agreed upon, you are responsible for providing the Program with the following information:

	· Company number	
	· Manager’s name

	· Cost Center number 
	· Admin.’s name

	· Business unit name
	· Physical location



This information should be emailed to Elizabeth at Elizabeth.Boudreaux@enron.com.

Timesheet Process:
Completing timesheets are mandatory for all employees.  Timesheets are to be completed twice a month.  This will allow you to be paid properly and will allow the Program to track your holiday and vacation time.  Please forward completed timesheets to Rebecca Torres at EB 1190. 

Accurate information regarding time and rotations are critical to the Program facilitating your rotations and ensuring that you are paid properly.  Going forward, failure to supply the required information will delay receipt of your monthly salary.
If you have any questions regarding the Program guidelines, please contact Jana Giovannini at ext.  3-9233 or Celeste Roberts at ext. 3-0555.

As Enron continues to innovate and move into new markets, the Programs will change in response.  We will keep you apprised of those changes as they occur.  I thank you in advance for your assistance and co-operation and look forward to meeting you on March 1st.
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