CIVIL SERVICE
PERSONNEL TRANSACTION REQUEST FORM  (PTRF)
NAME___________________________  TITLE _______________________ EFFECTIVE DATE________

AREA________________CAMPUS _______________    BLDG./ROOM_________H.R. #_______________

                                                                                                                                            (see vacant line form)

Funding:   [    ] Operating Budget          [    ] Grant            Grant Title _____________________________
= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = =

ACTION REQUESTED (Please check all applicable items)
[   ]  New Appointment  Vacant Line # ________________________Salary _______________________


       Banner Position #___________ 





    (Human Resources to fill in)

[   ]  Leave of Absence   (Explain type of leave below)  From _____________   To ___________

[   ]  Resignation    Vacant Line # ___________________________ Banner Position #___________

[   ]  Retirement     Vacant Line # ___________________________ Banner Position #___________

[   ]  Termination     Vacant Line # ___________________________ Banner Position #___________

Description of Action Taken  ________________________________________________________________ 

________________________________________________________________________________________ 

PLEASE CHECK THE APPROPRIATE BOXES LISTED BELOW TO ENSURE THE NECESSARY FORMS ARE ATTACHED TO THIS PTRF.








ORIGINATING 











     OFFICE       
   HUMAN RESOURCES
NEW APPOINTMENT:  CIVIL SERVICE
    VACANT LINE FORM    




        [    ]


     [    ]

    NEPOTISM FORM           




        [    ]                                      [    ]

RESIGNATION      (Employee letter attached)                            [    ]                                       [    ]

RETIREMENT       (Employee letter attached)                             [    ]                                       [    ]

TERMINATION     (Appropriate documentation)                        [    ]                                       [    ]


REQUIRED APPROVALS:




(1)______________________________________                (2) ______________________________________

      Executive Campus Dean’s Signature         Date

      Area Vice President’s Signature                Date

(3)______________________________________

(4) ______________________________________

     Human Resources Signature                       Date

      Chief Diversity Officer Signature    
    Date



 (5)______________________________________

      President’s Signature                                  Date












                                                                                                                         10/2015

