
   Personnel Action Form 
_____________________________________________________________________________  

     Effective Date:     _____________________ 

[   ]  Status Change 

[   ] New Employment 

Name: ______________________________________       Position #: ___________________ 
Last  First  Middle 

Job Title:  ____________________________________________________________________ 

Department: _________________________________     Division: ___________________ 

Account Number: __________________   Check One: Hourly _________ Salary _________ 

Current Grade: __________   Current Step: ___________   Current Salary: ___________ 

New Grade: _____________   New Step: _____________    New Salary: _____________ 

Mark One: [    ] Regular Full-Time   [    ] Regular Part-Time 

[    ] Temporary    [    ] ________________ 

DOH:  ___________________ DOB:  __________________ 

Level of Formal Education _________________________________________________ 

Notes: __________________________________________________________________ 

Approval: 

_________________________________  __________________________________ 
  Director                              Date  City Manager            Date 

EEO-4 Reporting Only 
__ Protective Services __Skilled Craft       __Para-Professionals      __ Service Maintenance 

__ Technicians __ Administrative Support       __ Professionals     __Officials & Administrators 

Position is:  [  ]   Exempt [  ]   Nonexempt

(Revised 11/2015)
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