[image: image1.jpg]lawrence
= lech.

Human Resources






Request for Personnel Action
Important Note
Information about each field can be viewed on the Status Bar or by pressing F1.
	Personnel Action (select all that apply)
Each Personnel Action must have the appropriate documents attached. Required documentation for each Action can be viewed on the Status Bar or by pressing F1.
	 FORMCHECKBOX 

Additional Pay
 FORMCHECKBOX 

New Hire
 FORMCHECKBOX 

Pay Rate Adjustment
 FORMCHECKBOX 

Position/Promotion/Classification
 FORMCHECKBOX 

Re-Hire
 FORMCHECKBOX 

Termination

 FORMCHECKBOX 
    Emeritus Status
	 FORMCHECKBOX 

Leave of Absence


 FORMDROPDOWN 

 FORMCHECKBOX 

Return from Leave

 FORMCHECKBOX 

Other (FOAPAL, etc.)

             

	Effective Date
     
	Department
     

	Employee Name
     
	Soc. Sec. #
     
	Home Phone
     

	Email Address
     
	Home Address
     

	Banner ID
     
	Secondary Address (if applicable) 
     

	Position Classification
	Classification   FORMDROPDOWN 



	Use for Student Worker or Research Scholar Assistant 
Semester Term           
Class Rank
 FORMDROPDOWN 

Student GPA
     

	Current Position 
(If applicable)
	Position Title
     
Status
 FORMDROPDOWN 

Category
 FORMDROPDOWN 

Pay Rate
     
Per
 FORMDROPDOWN 

	Immediate Supervisor
     
FOAPAL
     
Web Time Entry Approver
     


	
Special Conditions/Justification
     

	New Position
(If applicable)
	Position Title
     
Status
 FORMDROPDOWN 

Category
 FORMDROPDOWN 

Pay Rate
     
Per
 FORMDROPDOWN 

	Immediate Supervisor

FOAPAL
     
Web Time Entry Approver
     


	
Special Conditions/Justification
     

	Approvals
Print Form and Obtain Appropriate Signatures
	Immediate Supervisor                                                                                                                     
	Date

	
	Director/Dean

(If applicable)                                                                                                                                  
	Date      

	
	Vice President/Provost                                                                                                                    
	Date   

	
	President                                                                                                                                          
	Date  

	Financial Aid Office Use Only: Work Study Student Verification

	Award Year
	Award Amount $
	( Federal
	( Michigan
	( Not Eligible

	Human Resources Office Use Only

	( Budgeted Position
	( FLSA Exempt
	Payroll  Run # 
	( SM
	( BW
	Initialed By: 

	( Unbudgeted
     Position
	( FLSA 
     Non- Exempt
	( Default 
     Earnings
	Salary Grade:
	Position No. 
	Date:


Forward completed form to HR Office.  Retain copy for your records.  For assistance, email personnel@ltu.edu 
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Request for Personnel Action Form
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