
 PERSONNEL ACTION FORM 
Part A EMPLOYEE NAME (Last, First) Date Prepared 

   

Part B POSITION REQUISITION Regular    Temp Salary Grade Salary Grade Range 

Date Effective    Addition to Staff 
Replacement Position 
for: Div/Dept/Unit  

 Job Title  

 

FLSA 
Exempt 
Non-Exempt 

 

Status 
Full-Time 
Part-Time 

Part C NEW HIRE  Regular    Temp Salary Grade Salary Grade Range 

Start Date    
Div/Dept/Unit  Pay Rate  Hours Per Week 

Job Title    
Supervisor  

New Hire 
Rehire 
 

Supervisory Positions Only: 
List All Direct Reports 
(Leave blank if no changes to existing) 

 

 

FLSA 
Exempt 
Non-Exempt 

 

Status 
Full-Time 
Part-Time 

Part D EMPLOYMENT CHANGES  
Date Effective   

 FROM TO 
Company   

Div/Dept/Unit   

Job Title   

Supervisor   

Salary Grade   

Salary Grade Range   

Pay Rate     

Transfer 
Promotion 
Div/Dept/Unit Change 
Job Title Change 
Supervisor Change 
Pay Rate Change 

Market Adjustment 
Merit Adjustment 
Duties Change 

Other  
(Specify in Part F)           

Supervisory Positions Only: 
List All Direct Reports 
(Leave blank if no changes to existing) 

 

Part E TERMINATION 
Last Day of Work  

Termination Date  
Eligible Vacation Hours as of 
Termination Date  *Required Field  

Voluntary 
Involuntary 
Eligible for Rehire 
Ineligible for Rehire Reason  

Part F OTHER BENEFITS AND COMMENTS 

  

    
Recommended by Supervisor Approved by Division VP Approved by President Approved by Chairman 

Date  Date  Date  Date  
 

vmorimoto
Line

vmorimoto
Line

vmorimoto
Line

vmorimoto
Line


	Part A
	Part B
	POSITION REQUISITION
	Regular
	   Temp
	Salary Grade
	Salary Grade Range
	Part C


	NEW HIRE
	Regular
	   Temp
	Salary Grade
	Salary Grade Range

	Pay Rate
	Supervisory Positions Only:
	List All Direct Reports
	(Leave blank if no changes to existing)
	Part D

	EMPLOYMENT CHANGES
	FROM
	TO
	Supervisory Positions Only:
	List All Direct Reports
	(Leave blank if no changes to existing)
	Part E
	TERMINATION
	Part F

	Recommended by Supervisor
	Approved by Division VP
	Approved by President
	Approved by Chairman


	DatePrepared: 
	BEffDate: 
	BJobTitle: 
	BDivDept: 
	BSalaryGrade: 
	BSalaryRangeLow: 
	BSalaryRangeHigh: 
	CSalaryGrade: 
	CSalaryRangeLow: 
	CSalaryRangeHigh: 
	CPayRate: 
	CHours: 
	CStartDate: 
	CDivDept: 
	CJobTitle: 
	CSup: 
	CDirRpts: 
	DEffDate: 
	DFromDivDept: 
	DToDivDept: 
	DFromJobTitle: 
	DToJobTitle: 
	DFromSupervisor: 
	DToSupervisor: 
	DFromPayRate: 
	DToPayRate: 
	Change: 
	DDirRpts: 
	ELastDay: 
	EVacHours: 
	EReason: 
	ETermDate: 
	EBenefitsComments: 
	ApprovalSup: 
	SupDate: 
	ApprovalVP: 
	VPDate: 
	ApprovalPres: 
	PresDate: 
	ApprovalChair: 
	ChairDate: 
	CPayRateType: [Hourly]
	DFromPayRateType: [2]
	DToPayRateType: [2]
	Text1: Change
	EmpName: 
	BReplacment: 
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Company: [1]
	DFromCompany: [10]
	DToCompany: [    ]
	DFromSalaryRangeLo: 
	DFromSalaryRangeHigh: 
	DToSalaryRangeLo: 
	DToSalaryRangeHigh: 
	DFromSalaryGradeRange: 
	DToSalaryGradeRange: 
	Check Box2: Off
	Check Box3: Off
	CType1: Off
	CType2: Off
	EType2: Off
	EType3: Off
	EType4: Off
	EType1: Off
	BEmpType: Off
	CEmpType: Off
	BType1: Off
	BType2: Off
	BEmpType2: Off
	CEmpType2: Off
	BFLSA: Off
	BFLSA2: Off
	CFLSA: Off
	CFLSA2: Off
	BStatus: Off
	BStatus2: Off
	CStatus: Off
	CStatus2: Off


