Utilizing the Personnel/Position Action Request Form
Please keep the following points in mind when filling out this form: 

· Always fill out the top section of the form. This information includes Business Unit, Position Number, Proposed Position Number (if applicable), Employee Name and Employee ID. 

· You only need to fill out the relevant information on each form. Here are some examples: 

· 1. New Hire: For new hires, you will need to fill out all of the personnel section and all of the current position data section. 

· 2. Promotion: Fill out the top section, including the proposed position number. Additionally, you will need to fill out the relevant personnel data (the personnel action, the new hourly rate, the new annual salary, the task group and task profile, etc.). You will need to insert the proposed position title but not the data as long as you have included the new position number on the top section of the form.   Remember to take the current and/or proposed hourly rate to the sixth digit.  

· 3. Position Title Change: For changes to position data, please fill out the current position data section. In the proposed position data section of the form, you only need to fill out the boxes where there are changes to the current data. 

· Instructions for the Form: Because the personnel and position data have all been included on this new form, you may choose to add both the personnel and the position data, or you may choose to use the personnel or the position sections based on your needs. 

· Many of the sections of the form contain drop-down boxes. Please choose from the options given. If you feel that one of these options is not appropriate, leave the box blank and write-in your data. 

· When you fill out the form, please write your name on the provided line. This is important in case we need to contact you if we find discrepancies or have any questions about the information. 

· In order to cut-down on paper consumption, we have included a box for approvals. If you approve of the information, please sign in your designated approval area. 

· All requests must include complete (all categories) budget projections.  Requested transaction will not proceed through the DFA process without budget projections.  

PLEASE REMEMBER: Forms that do not contain all required information for a particular transaction will be returned.

