The Texas A&M University System
System Offices

Request for Personnel Action

When completing the form below, the following information should be included for the action selected:

Reason for creating new position. Justification should include: 1) Explanation of responsibilities. If new responsibilities, explain why these responsibilities are required. If existing responsibilities, provide the name and title of the employee who is currently performing the responsibilities. 2) The titles of similar positions within System Offices, the A&M System, or other organizations that you would like Human Resources to review as comparators. Include the comparator organization’s name. 

Reason why reclassifying an existing position is necessary. Justification should include: 1) The additional higher-level responsibilities the employee is assuming. If new responsibilities, explain why these responsibilities are required. If existing responsibilities, provide the name and title of the employee who is currently performing the responsibilities. 2) The responsibilities that are being removed from the employee’s job in order for him/her to assume the new responsibilities, and the name and title of the employee who will be reassigned these responsibilities. 3) The titles of similar positions within System Offices, the A&M System, or other organizations that you would like Human Resources to review as comparators. Include the comparator organization’s name.

Reason why filling a vacant position is necessary. Justification should include how long the position has been vacant and why filling the position is now necessary.

Reason why a salary action request is necessary. Justification for a merit increase should include the performance-based reason why a mid-year merit increase is needed. Justification for an equity increase must include the names and titles of the employees or the positions within System Offices, the A&M System, or other organizations that you would like Human Resources to review as comparators. Include the comparator organization’s name.  
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Request for Personnel Action
Please complete this form and return to Human Resources.


[bookmark: Text18]Date:	     
		
[bookmark: Check6][bookmark: Check7]		|_| Approved     |_| Not approved
 (
To:
Executive Reviewer
)
		
		Signature			    	          Date
Through:	Joseph Duron
	Executive Director, Budgets and Accounting	Signature				      Date
				    	          
Through:	Patti Bonneson, Director, Human Resources	
		Signature			                               Date
From:	     	
	Department Head	Signature			                               Date

	Employee’s Name (or vacant):      
	Department:      

	Current Title:      
	Proposed Title:      

	Current Budgeted Salary:      
	Proposed Salary:      

	Current Pay Grade:      
	Proposed Pay Grade:      

	Current Pay Grade Range:      
	Proposed Pay Grade Range:      

	Current Percent Effort:      
	Proposed Percent Effort:      

	Current PIN:      
	Proposed PIN:      



Basis for Request:

[bookmark: Check3]|_| Create new position (Attach an Organizational Chart and a Position Description)
· Funding source for additional salary:      
· Reason for creating new position: 
     
 
[bookmark: Check5]|_| Reclassify existing position and/or |_| Promote incumbent (Attach an Organizational Chart and a Position
     Description)
· Proposed increase amount and percent:      
· Funding source for additional salary:      
· Reason why reclassifying an existing position or promoting an employee is necessary: 
	     

|_| Fill vacant position (Attach an Organizational Chart and a Position Description)
· Date position will be vacant or became vacant and the prior incumbent’s name:      
· Reason why filling this position is necessary: 
     

[bookmark: Check4][bookmark: Check8] |_| Salary action (i.e. |_| merit or |_| other, if other describe below)
· Proposed increase amount and percent:      
· If merit, date of the last merit increase:      
· Funding source for additional salary:      
· Reason why a salary action request is necessary:	
	      

