Appointment Change Personnel Action Request
University of California, Berkeley—The Library

Instructions: Contact LHRD @ ext. 2-3778 to request an electronic version of this form.  Fill in the relevant information and forward the electronic version to the next level for authorization.  The routing on the e-mail will be accepted as proof of electronic signature.  This form must be routed to the appropriate levels and the final routing must be submitted by the Department Head to Library Business Services.  Once all information is validated, the form will be submitted to the Library Payroll office for processing.
	Employee Name:
	     
	Date:
	     
	

	  Dept./Unit:
	     
	Contact Person:
	     
	

	
	

	Action Required:
	 FORMCHECKBOX 

	Change in account/fund/org.
	
	 FORMCHECKBOX 

	Change in percentage
	

	
	 FORMCHECKBOX 

	Change in previous request
	
	 FORMCHECKBOX 

	Change in unit
	

	
	
	
	
	
	
	

	1. Present Unit/Dept.
	
	

	
	

	     
	     
	     
	     
	60
	     
	     
	     
	
	

	Library Unit
	BFS Account
	Fund
	Org
	Prog
	Project
	Flex
	Percentage
	
	

	
	

	     
	
	
	

	Department Head (Approval)
	

	
	

	2. Transfer To/Change FTE % TO:
	

	
	

	A.
	     
	     
	     
	     
	60
	     
	     
	     
	     
	

	
	Library Unit
	BFS  Account
	Fund
	Org
	Prog
	Project
	Flex
	Percentage
	Salary
	

	
	
	
	
	
	

	Enter in HRMS
	Begin Date
	Through
	End Date
	
	

	Retroactive Payroll Transfer
	Begin Date
	Through
	End Date
	
	

	
	
	
	
	
	
	
	
	
	
	

	B.
	     
	     
	     
	     
	60
	     
	     
	     
	     
	

	
	Library Unit
	BFS Account
	Fund
	Org
	Prog
	Project
	Flex
	Percentage
	Salary
	

	
	
	
	
	
	

	Enter in HRMS
	Begin Date
	Through
	End Date
	
	
	

	Retroactive Payroll Transfer
	Begin Date
	Through
	End Date
	
	
	

	
	

	3.  List dates and fund numbers of employee’s previous casual appointments.
	

	Dates:        
	Fund Numbers:       
	

	
	
	
	

	Department Head (Approval)
	

	
	

	Comments
	     
	

	
	
	
	
	

	AUL/UL Approval 
	     
	Date
	     
	


     Valid & sufficient funds $________________ as of ________________ (initial)

· OK to process in OPTRS


· OK to update HRMS

· OK to update Kronos
     LBS Approval                _______________________________________     Date ___________________





