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Human Resources Action Form

New Personnel Request: Request Date ___/___/___

 New Position 	 Permanent	  Temporary from __/__/__ to __/__/__

 Vacancy 		Date of vacancy ___/__/___ 	Incumbent ____________________________

(Attach position description)

Position Title: ____________________________	Supervisor: ____________________________		

Work Location: ___________________________	Department: ___________________________
	
Change:

 Transfer 		 Promotion 		 Other ____________________________________

Previous Position: ______________________ 	New Position: __________________________

(*Attach justification memo)

Termination:

Effective Date ___/__/___ 		Type	  Voluntary  Involuntary 

Eligible for Rehire ___ Yes ___No

Approvals:

_____________________________  			____/____/_____
Director’s Signature			       				Date

_________________________________  			_____/____/______
Executive Management Signature					Date

_________________________________			_____/____/______
CEO (New positions only)
**Please forward completed copy to Human Resources**


For HR Use Only:

Candidate Selected: _________________________		Start Date: ___________________________

Approved Salary: ____________________________		Executive Initials: ______________________


HR Signature: ______________________________  		 Date: 	______/______/______
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