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	PERSONNEL ACTION REQUEST FORM
Miscellaneous Actions
HR Personnel Records Form




	Employee OR#: 
[bookmark: Text1][bookmark: _GoBack]     
	Effective Date:
[bookmark: Text2]     

	Legal Last Name:
[bookmark: Text3]     
	Legal First Name:
[bookmark: Text4]     
	Middle Name:
[bookmark: Text5]     
	Suffix:
[bookmark: Text6]     

	Current Base Pay: $     		Step   

|_| full time			|_| part time      %

|_| job share      %	|_| hourly

	Change Base Pay To: $     		Step   

|_| full time			|_| part time      %

|_| job share      %	|_| hourly

	                     Fund     Biennium    Cost Center 
	 
	 
	 
	
	 
	
	 
	 
	 
	 
	 
	 
	 
	 



	RDC
[bookmark: Text39]   
	Pay Distribution
[bookmark: Text40]   



		CD1518  Revised 10/2013
Differential – Add:

[bookmark: Check7]|_|  NSD

[bookmark: Check97]|_|  *Bilingual:
(attach signed position description with bilingual duties listed in Section 10)

Termination:

[bookmark: Check95]|_|  Temporary Appointment

[bookmark: Check96]|_|  Limited Duration
 Appointment
Differential – Remove:

[bookmark: Check89]|_|  Bilingual

[bookmark: Check91]|_|  CDL

[bookmark: Check94]|_|  FTO 

[bookmark: Check88]|_|  ISD/NSD

[bookmark: Check90]|_|  LME

[bookmark: Check93]|_|  SDU

[bookmark: Check92]|_|  TERT




Other:

[bookmark: Check10]|_|  *Cost Center Correction:
(current month only)

[bookmark: Check11]|_|  Pay Type Change

[bookmark: Check12]|_|  Payroll Dist. Change

[bookmark: Check13]|_|  *RDC Change: 
(send form directly to 
 Records Manager)





 
	[bookmark: Text53]Remarks:      

	
	PA completed by: 
	[bookmark: Text54]     



	Supervisor/Manager (print name):
	[bookmark: Text52]     
	
	

	Supervisor/Manager Signature: 
	
	Date:
	     



*********************************************************************************************************************
	Human Resources Manager (print name):
	[bookmark: Text55]     
	
	

	HR Manager Signature: 
	
	Date:
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