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	[image: image1.jpg]    PERSONNEL ACTION NOTICE
	PREP DATE:      

	EMPLOYEE:      
	EMPLOYEE NO.       
	EFF DATE:         

	 FORMCHECKBOX 
 NEW HIRE
	 FORMCHECKBOX 
 TERMINATION
	 FORMCHECKBOX 
 TRANSFER
	 FORMCHECKBOX 
 SALARY ADJUST
	 FORMCHECKBOX 
 BONUS

	 FORMCHECKBOX 
 TITLE CHANGE*
	 FORMCHECKBOX 
 LABOR CATEGORY CHANGE*
	 FORMCHECKBOX 
 OTHER*
	*Provide explanation in “Comments/ Explanations: block below

	EMPLOYEE/NEW HIRE DATA

	Division:       
	Program:      
	 
	     

	Labor Category:      
	Functional Title: 
	     

	Salary:  Semimonthly $      
	Annualized $      
	Hourly $: 
	     

	 FORMCHECKBOX 
 Exempt
	 FORMCHECKBOX 
 Non-exempt
	Hire Source: 
	     

	 FORMCHECKBOX 
 Full-time    
	 FORMCHECKBOX 
  Part-time
	 FORMCHECKBOX 
 Part-time/On-call
	Part-time Hours/Week:      

	Work Location:       
	Supervisor:  
	     

	TRANSFER DATA

	From (Div./Loc.):        
	Approving Supervisor:       

	To (Div./Loc.):        
	Approving Supervisor:       

	SALARY, BONUS, TITLE CHANGES

	TYPE OF ADJUSTMENT
	PRESENT
	PROPOSED

	Semimonthly Salary (Full-time Exempt)
	     
	     

	Annualized Salary (Full-time Exempt)
	     
	     

	Hourly Salary (Non-Exempt & PT)
	     
	     

	Bonus
	
	     

	Functional Title
	
	     

	Category 
	
	     

	

	

	TERMINATION DATA (See Attached Page)

	Type of Termination:    FORMDROPDOWN 

	Reason for Termination:        

	Eligible for Rehire:
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	Last Day Worked:      
	Pay Through:      

	COMMENTS/EXPLANATIONS

	     

	APPROVAL

	
	DATE
	
	DATE

	Supervisor: 
	
	HR Director:
	

	Division HR: 
	
	President:
	

	Division Director: 
	
	CEO:
	


	

	

	          TERMINATION DATA

	

	1. VOLUNTARY

A.   RESIGNATION                               E.   CARE OF FAMILY                           I.   BENEFITS

B.   FORCED RESIGNATION               F.   BETTER OPPORTUNITY               J.   POLICY

C.   CAREER CHANGE                        G.   TASK ENDING                                K.  MANAGEMENT

D.   MEDICAL                                        H.   RETIREMENT

2. INVOLUNTARY

A.   REDUCTION IN FORCE                                                I.   ATTENDANCE

B.   TASK ENDED                                                                J.   INSUBORDINATE

C.   CONTRACT ENDED                                                     K.   STEALING

D.   ASSIGNMENT REDEFINED                                         L.   SUBSTANCE ABUSE

E.   POSITION REDEFINED                                               M.   SEXUAL HARASSMENT

F.   POOR PERFORMANCE                                               N.   DANGEROUS CONDUCT

G.   INTERPERSONAL RELATIONS                                  O.   FALSIFIED STATEMENTS

H.   LACKS PROPER SKILLS                                             P.   UNAUTHORIZED DISCLOSURE    
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