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Action/Change Notice

	Action Type:

	 FORMCHECKBOX 
 Hire

 FORMCHECKBOX 
 Rehire

 FORMCHECKBOX 
 Termination

 FORMCHECKBOX 
 Address/Phone Change

 FORMCHECKBOX 
 Name Change


 FORMCHECKBOX 
 Change in Status
	 FORMCHECKBOX 
 Pay Rate Change 

 FORMCHECKBOX 
 Position Change 

 FORMCHECKBOX 
 Promotion

 FORMCHECKBOX 
 Supervisor Change 

 FORMCHECKBOX 
 Department Change

 FORMCHECKBOX 
 Retro-Active Pay
	 FORMCHECKBOX 
 Leave of Absence

Reason for Absence:

     
Expected to Return:

 / / 
 FORMCHECKBOX 
 Return from Leave




Action Effective Date  / /   Last Date Worked   / / 
Personal Data

	Last Name  

 
	First Name                                  Middle Initial

      

	Employee ID #

 
	Social Security #

     


Address/Phone

	Street 1 

 

	Street 2 
 

	City

 
	State

 
	Zip Code

 

	Phone 
     


Job Actions

	Position Req. #

     
	Job Code

     
	Job Title

     

	Department

     
	Supervisor Name

     
	Grade Level

     
	Shift

 FORMCHECKBOX 
 1st   FORMCHECKBOX 
 2nd   FORMCHECKBOX 
 3rd


Pay Actions

	Employment Type:

 FORMCHECKBOX 
 Regular                                FORMCHECKBOX 
 Temporary  [End Date:       ]
 FORMCHECKBOX 
 Intern  [End Date:      ]     FORMCHECKBOX 
 Seasonal  [End Date:       ]
	Employment Status:

 FORMCHECKBOX 
 Fulltime   
 FORMCHECKBOX 
 Part-Time

# of hours scheduled to work per week:     
	Exemption Status: FORMCHECKBOX 
 Exempt    
 FORMCHECKBOX 
 Non Exempt

	Vacation Plan:      
Sick Plan:      
401(k):       
	Bill Rate (Contractors Only)       $ 
Hourly Pay Rate                       $     
Annualized Salary                     $     
	Base Increase

     % or $     


Approvals

	Employee Approval (Required for Address/Name Change Only)

	Date

	Supervisor

 
	Date

 

	Director

 
	Date



	Grand Secretary


	Date



	Human Resources


	Date


Comments
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