Requesting Faculty Re-Submission of Assigned Time in InfoReady
Below is a general template you may use when informing faculty that their submission has not been approved and a re-submission is necessary. 
In the please address or correct the following section, you should note the reason(s) why the submission was not approved with guidance on how to make the correction. Some examples of common errors are provided.
Sample Template
Subject: [TERM] [YEAR] Assigned Time InfoReady Re-Submission Needed
Hello [Name],  
Thank you for submitting your assigned time for [TERM] [YEAR]. After reviewing your submission, some errors were identified and require your attention. Unfortunately, since InfoReady does not allow you to go back into your submission to make edits, you will need to submit a new form with any necessary corrections made. Please see below for more information on the errors found in your submission. Once you have made a new submission, let me know so we can request your original submission is removed from the system. Remember, you must re-submit prior to the submission deadline [Enter Deadline Date]. 

Please address or correct the following
· Incorrect reporting of Extended Learning (In-Load) Courses
· Each Extended Learning (In-Load) course should be reported as separate entries within the submission. Your submission reports all in-load courses as one entry. Separate each course as its own entry and include the CRN for each in the description.
OR 
· Incorrect reporting of Extended Learning (In-Load) Courses
· You reported an Extended Learning Course as part of your in-load when it is not part of your in-load. Remove the entry for Extended Learning (In-Load) from your submission.
OR 
· Assigned Time Reported Under Incorrect Category
· You reported your duties for [Enter description of duties] under an incorrect category. After review, your duties for this assigned time should be reported under the Category of [Category Name] and Sub-Category of [Sub-Category]. Re-submit using the appropriate categories. 
OR 
· You reported your duties for [Enter description of duties] under the category of “Other”. After review, your duties for this assigned time should be reported under the Category of [Category Name] and Sub-Category of [Sub-Category]. Re-submit using the appropriate categories. Please note that the category of “Other” should be reserved for special assignments that aren’t captured in existing categories.
OR 
· You reported your senate committee work under “Academic Senate, CSUSM” when your senate work is considered part of your Routine Service. Assigned Time for “Academic Senate, CSUSM” is generally reserved for reporting Senate Chair work unless other arrangements have been made with you. Remove this entry and list your senate committee work in the description of your “Routine Service” entry.

You may visit the PAR Assigned Time Resources webpage for helpful information on how to copy your current submission and edit for corrections and other helpful guides (https://www.csusm.edu/par/faculty_workload_assigned_time.html). If you delay in re-submitting, your submission may be removed from the system, preventing you from using the copy application feature.

