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Current Date :
CBC Cleared Date :
Initiator Name :
Employee ID :
Email :
Desk Phone :
 THE UNIVERSITY OF TEXAS RIO GRANDE VALLEY
       Personnel Action Form  
Indicate Date Approvals were obtained, as applicable
Position  Control
Grants and Contracts
Graduate  Office
Immigration Services or  International Admissions


						 
						Click to Download Building Codes
Job Code Description [ Regular ]
Code
Job Code Description [ MM and Summer I ]
Code
Job Code Description [ Summer II ]
Code
A & P Exempt Regular Staff
R
Assistantship MM S1
7
Assistantship S2
4
Assistantship [ Less than 50% FTE ]
X
Faculty Regular MM S1
5
Assistant Instructor | Teaching Assistant S2
2
Assistantship Graduate [ 50% FTE ]
9
Assistantship S1
3
Faculty Regular S2
A
Assistant Instructor | Teaching Assistant
C
Assistant Instructor | Teaching Assistant S1
1
Faculty Part-Time S2
H
Faculty Asst|Asso Dean Stipend
V
Faculty Regular S1
J
Faculty Regular Overload S2
H2
Faculty Department Chair
Q
Faculty Part-Time S1
K
Faculty Regular Non-Teaching Assignment S2
U
Faculty Regular Overload
O
Faculty Regular Overload S1
K2
Faculty Regular Non-Teaching Admin|Research S2
P
Faculty Part-Time
G
Faculty Regular Non-Teaching Assignment S1
U
Faculty Regular [ 9 Months ]
F
Faculty Regular Non-Teaching Admin|Research S1
L
Faculty Regular Non-Teaching Assignment
U
Health Affairs [ OT and PA ] Faculty Regular
FO
Using the Personnel Action Form [ PAF ]
                                    Select an Action Type from the list  above to begin the PAF process.
                                    A new section of required information will become visible after the selection.
                                    Follow the instructions provided by the on-screen prompts to progress.
                                    Any required information that is incomplete will be highlighted in red.
                                    Hover the mouse pointer over a field for a tooltip to provide assistance.                     
                                    The Action Type will be locked after completion of the Personal Information section. 
 
To access the Crosswalk, click the link below
 http://webapps.utrgv.edu/op/crosswalk
 
Rev : April 24 2015
Please tell this employee to complete I-9 processing at Human Resources 
no later than the first day of employment, as per federal regulations.
Citizenship
Prior UT System Employment
Employee ID
Banner ID
     Section A : PERSONAL INFORMATION
Salutation
Last Name
First Name
Middle Name
     Section B : ASSIGNMENT ACTION
Type of Assignment
For all assignment types, please provide a list of Courses or Duties.
Course 1
Course 2
Course 3
Course 4
Courses | Duties
     Section B : ASSIGNMENT ACTION
Reason for Change
This PAF supersedes prior assignment dated
Assignment #
Explain Other
     Section B : ASSIGNMENT ACTION
Reason for Separation
Explain Other
Will any form of Paid Leave be charged during the last month of employment?  
Explain
Division
Department
Position #
Project #
Job Code
Last Date of Physical Work
Last Date of Employment
Assignment #
     Section E : LABOR DISTRIBUTION
Project Organization
Oracle  Project #
Award #
Task #
Dist %
Anticipated Amount [ $ ]
Project Manager  Printed Name
     Section C : POSITION INFORMATION       
Division
Department
Department Ph.
Desk Ph.
Building
Room #
Job Code
Job Class Code
Job Title
Position #
FTE %
FLSA Status
Supervisor Name
Supervisor EID
     Authorizations                
Hiring Official
Date
Division Head [ If Applicable ]
Date
Administrative Services Officer [ Academic Affairs ]
Date
Human Resources
Date
     Section D : SALARY INFORMATION
Salary Distribution
Period of Assignment
Employee Annual Rate $ 
Start Date
End Date
Equal Monthly Payments of $
for
full months left in fiscal year
Partial Month : First Check of $
for partial month of
days
Last Check of $
for partial month of
days
      HR Use Only
Assignment Number    
Salary Basis

                     PAF Form Completed

                     Please save your work now.

                      

                     If this is an initial submission...

                     Remember to use the PAF Num supplied by the Faculty/Assistantships PAF responsibility in Oracle as the file name when saving. 
 

                     If this is an updated re-submission after being rejected...

                     Remember to use the prior PAF Num followed by a hyphen (-) and the iteration (1,2,3...) of the update.

                     Example : If the initial PAF Document was titled  'I2014059' and this is the first re-submission, the new title would be 'I2014059-1'.
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