		(Revised 4.2008)
Instructions and Pertinent Information for Completing Personnel Action Forms

Purpose
The primary purpose of the Personnel Action Form (PAF) is to request and approve payment of wages to employees. For use with current employees this form is used to record any employment change, such as, an employee's wage, job assignment, or appointment period.  Since the information on this form can affect an employee's paycheck and benefits, it is critical that the department complete it accurately and in a timely manner.

Routing
A PAF is typically completed in the department where the employee works then routed for approval to the appropriate departmental budget authority.  Next it is routed to the Office of the Controller where an electronic transaction is initiated.  This transaction is routed to the Office of Employee Services (OES) and then back to the Controller’s Office for final approval before being released to Payroll at UT Austin. 

Deadlines
It is important that a PAF is received in the Office of the Controller by the published deadline to ensure timely payment to employees.  Other required documents such as the Payroll Withholding Form (PO8) available in Office of Employee Services (OES) and the Employment Eligibility Verification Form (I-9) available on the OES website at: http://www.utsystem.edu/secure/ohr/forms/I-9.pdf, must also be completed by the employee in order to avoid a delayed paycheck.  PAF deadlines can be found at: http://www.utsystem.edu/cont/calendars.htm

Working Outside Texas
In order to comply with applicable state laws, this new field has been added to all PAFs.  Because this information is requested by UT Austin on the electronic processing of all appointments and appointment changes, we are unable to process the PAF without this information.  If the employee’s primary work location is outside Texas, the Out of State Employment Supplement must be completed and attached to the PAF.  The Out of State Employment Supplement is found at:  http://www.utsystem.edu/cont/Forms/PAFs/PAFOutEmp.doc

Transfer
It is important for UT System to know if any employee is transferring from or to a Texas State Agency or Higher Education Institution when setting up the new hire appointment or terminating an employee.  Coordination of start and end dates, holiday pay, vacation/sick leave transfers, and state service credits are just some of the issues that require research in this situation.  

Completing the PAFs
The following provides information for each field of the PAFs.  


NEW HIRE/REHIRE  

The appropriate PAF for appointing an employee to the payroll is found at:  
http://www.utsystem.edu/cont/Forms/PAFs/PAFNewHire.doc


Employee and Account Information

Name - Enter employee's full name.

Nepotism Information – (See Regents’ Rules and Regulations, Series 30106) Select “Yes” or “No.”  If “Yes,” then complete the Name, Relationship, Department and Position of the related person.

UT EID – UT Employee Identification Number - Each PAF must have an UT EID.  

Department – Enter name of hiring department.

Replacement for – Enter name of employee that previously held this position.  If this is a new position, enter “New.”

Job Posting Number – Enter job posting number assigned by the Recruiting Position Manager system.  

New Monthly Appointment –

If Employee is paid from multiple accounts, use the column on the right to enter information regarding the additional account.

Account Number - Enter account number from which employee will be paid.  

Budget Page and Item No.  – Enter budget page and item number from current year Operating Budget pages. 

# Of Hours Worked Weekly - Enter number of hours employee is expected to work in a normal work week.  The *DEFINE payroll system utilizes three decimal places, therefore, round the number of hours worked to three decimal places (e.g. 40.000).

Percent Time – Enter percent of appointment time this employee will be employed (40 hours per week = 100%).  The *DEFINE payroll system utilizes three decimal places, therefore, round the percent time worked to three decimal places (e.g. 100.000%).

Annual Rate - Enter full time salary rate for this position regardless of percent time appointed.

Job Class Code - Enter job class code corresponding to the Official Title for this appointment. A listing of classified job codes can be viewed online at: http://www.utsystem.edu/ohr/compensation.htm.  For Administrative & Professional job class codes, contact the OES at 512/499-4587.

Official Title – Enter position title for this appointment. (e.g., Assistant Vice-Chancellor, Systems Analyst, Office Associate)


Begin/End Dates – Enter beginning and ending date of appointment for the new hire.  If a continuous appointment, the end date should be the last day of the current fiscal year (8/31/xxxx) or the ending date of a grant, whichever date comes first.  Appointments begin at the start of the workday and end at close of business unless otherwise noted.  The workweek begins on Monday and ends on Sunday.  If a monthly paid employee’s last day of work is a Friday, the appointment should end on the Sunday following.  A rare exception to this would be in case where an employee begins work on a Monday following the first day of the month that fell on Saturday or Sunday, the beginning date of the appointment would be the first day of the month.  Also, if the appointment ends on a Friday and that is the last day of the month, end the appointment on Friday.  Special rules apply if an appointment begins on the day immediately preceding or following a holiday.  Contact the Office of Employee Services for guidance and include written documentation of their guidance with the PAF.

New Hourly Appointment

See “New Monthly Appointment” – instructions below pertain only to those fields unique to this section.

>Note – Hourly appointments must be vouchered for each payroll period in order to receive salary payments.

Hourly Rate – Enter hourly rate of pay for this appointment.

Other Information

>Note - The information in this section is required in order to process the PAF.  If not completed, the PAF will be returned and could potentially delay the employee’s paycheck.

Was employee notified BRP (Benefit Replacement Pay) included in salary if determined eligible? – This MUST be completed for monthly and hourly employees.  State employees hired prior to 8/31/1995 who have not had a break in service of 12 months or more are eligible for BRP.  If you are unsure or have questions regarding BRP, contact Employee Services 512/499-4587.  We are not asking you to determine if your employee is BRP eligible, but would suggest that you include in your employment offer (both verbal and written) language that would convey to the employee that the salary offered “includes BRP if deemed eligible.”  

Department Notes

Notes - Enter any comments or information you deem helpful.  For reclassifications, the RPM document ID number should be included in the Departmental Notes field.

Approved/Date - All PAFs must be signed and dated by the department hiring official with delegated signature authority for the designated salary account.
 
Prepared By/Phone – Enter name and phone number of the individual completing this form.



CHANGE TO CURRENT STATUS

The appropriate PAF for changing an employee’s employment status other than LWOP or termination is found at:  http://www.utsystem.edu/cont/Forms/PAFs/PAFChange.doc

See “New Hire/Rehire PAF” – instructions below pertain only to those fields unique to this PAF.

In the case where an employee is transferring to another department, the new department should complete the PAF after obtaining pertinent information from the previous department.

FROM

Enter information as it relates to the employee’s current appointment or in the case of a transfer, the appointment information from the position the employee is transferring FROM.

TO

Enter ONLY the information to be changed.  In the case of a transfer, enter appointment information from the department the employee is transferring TO.  Fields remaining unchanged should be left blank.

Department Notes

Notes - For reclassifications, the RPM document ID number should be included in the Departmental Notes field.


LEAVE WITHOUT PAY (LWOP)

The appropriate PAF for placing an employee on Leave Without Pay is found at:   http://www.utsystem.edu/cont/Forms/PAFs/PAFLWOP.doc

See “New Hire/Rehire PAF” – instructions below pertain only to those fields unique to this PAF.

Appointment Information

% Time Before LWOP - Enter % time of the appointment prior to LWOP status.  The *DEFINE payroll system utilizes three decimal places, therefore, round the percent time worked to three decimal places (e.g. 100.000%).

% Time After LWOP – Enter % time the employee is to be appointed after returning from LWOP status.  The *DEFINE payroll system utilizes three decimal places, therefore, round the percent of time worked to three decimal places (e.g. 100.000%).

LWOP Begin/End Dates – Enter beginning and end dates for the period the employee will be on LWOP status.  Appointments begin at the start of the workday and end at close of business unless otherwise noted.  The workweek begins on Monday and ends on Sunday.  If a monthly paid employee’s last day of leave is a Friday, the LWOP should end on the Sunday following and the reappointment begin on Monday.  A rare exception to this would be in the situation where a new month begins on the weekend following the last workday on which the employee was on LWOP.  In that event, the end date of the LWOP would be on the last day of the month and the beginning date of the return-to-work appointment would be the first day of the new month.  This means that if the LWOP ends on a Friday and that is the last day of the month, the LWOP should end on Friday and the return-to-work appointment should begin on Saturday, the first of the month.  Special rules apply if an LWOP begins or ends adjacent to a holiday.  Contact the Office of Employee Services for guidance and include written documentation of their instructions with the PAF. 

Return to Payroll - Enter the date employee will return to paid status.

Leave Type – Select from FMLA, Military, Parental or Other.  “Other” requires prior approval from OES.  Approval documentation must be attached to the LWOP PAF.

Reason for LWOP – Enter an explanation of why employee is being placed on LWOP status.



TERMINATION

The appropriate PAF to remove an employee from the payroll is found at:  http://www.utsystem.edu/cont/Forms/PAFs/PAFTerm.doc

See “New Hire/Rehire PAF” – instructions below pertain only to those fields unique to this PAF.

Appointment Information

Date to Remove From Payroll - Enter the last day through which the employee will be paid.  For monthly paid employees whose last workday is Friday, the date of removal from the payroll should be the Sunday following.  Hourly paid employees must be removed on the actual last day worked.

· Transfers without a break in service:  For employees transferring to another UT institution or state agency who are not to have a break in service of one work day or more, coordinate the "remove from payroll date" with the new employer to ensure the employee has continuous service or, conversely, to ensure the employee does not have overlapping or dual appointments at System Administration and another institution or state agency.

· Transferring employees and holidays:  In the event that a state holiday falls between the periods an employee transfers from one state agency to another state agency or institution without a break in service, the receiving agency must pay the employee for the holiday regardless of whether the agency or institution recognizes that particular holiday.  For example, if a System Administration employee transfers to another agency on the Monday following Thanksgiving, the new agency must pay for the Thanksgiving holiday.  The new agency would begin the employee's appointment on Thanksgiving Day and the System Administration appointment would end on the Wednesday before Thanksgiving.

Reason for Termination – Select from drop down list the reason current appointment is being terminated.  Selections on the list are:  Resignation, Retirement, Dismissal, Cancel Appointment, Layoff, Death or Other.  Explain “Other” in the Department Notes Section.

