CONFIDENTIAL
LANDER UNIVERSITY
PERSONNEL ACTION REQUEST
[bookmark: Check1][bookmark: Text1]|_|  NEW POSITION					NAME       
[bookmark: Check2][bookmark: Text2]|_|  FILL VACANCY					DEPARTMENT       	
[bookmark: Text3]						CURRENT CLASS       
[bookmark: Dropdown1]							CURRENT BAND    
[bookmark: Check3][bookmark: Text5]|_|  ADD’L SKILLS and/or KNOWLEDGE		CURRENT SALARY	     
[bookmark: Check14]|_|  ADD’L DUTIES and/or RESPONSIBILITIES
[bookmark: Check4][bookmark: Text7]|_|  BONUS 						NEW CLASS	  	     
[bookmark: Check5]|_|  RECLASSIFICATION				NEW BAND             
[bookmark: Check6][bookmark: Text42]|_|  PROMOTION					INTERNAL TITLE        
[bookmark: Check7][bookmark: Text38]|_|  PAY FOR PERFORMANCE			NEW SALARY/HIRING RANGE       
[bookmark: Check15]|_|  RETENTION					NEW FUNDING REQUEST |_|
[bookmark: Check9][bookmark: Check16]|_|  TEMP SALARY ADJUSTMENT			EXISTING FUNDING USED 	|_|
[bookmark: Check10][bookmark: Text37]|_|  SALARY DECREASE				     						           
[bookmark: Check11]|_|  INTERNAL TITLE REQUEST			
[bookmark: Check12][bookmark: Text43]|_|  OTHER      					
Verbal approval should be obtained from the VP for Finance and Administration prior to submitting requests to HR.
STEP 1:  RECOMMENDATION BY DIVISION:
[bookmark: Text20][bookmark: Text28]     % Increase Recommended	Comments       
[bookmark: Text31]       Request New/Replacement Employee _______________________________________________________________
	
SUPERVISOR’S SIGNATURE______________________________________________________DATE______________

UNIT HEAD SIGNATURE__________________________________________________________DATE_____________

Comments________________________________________________________________________________________

AREA VICE PRESIDENT SIGNATURE_______________________________________________DATE______________

Comments________________________________________________________________________________________

STEP 2:  JOB/SALARY ANALYSIS REVIEW BY HUMAN RESOURCES:
[bookmark: Check17][bookmark: Check20][bookmark: Check22]|_|Recommend approval		|_|Justification inadequate		|_|Need additional documentation
[bookmark: Check18][bookmark: Check21][bookmark: Check23][bookmark: Text44]|_|Concur with Supervisor		|_|Creates an inequity			|_|Recommend      % increase	
[bookmark: Check19]|_|Internal title reviewed
[bookmark: Text32]Banner Number      . 	COMMENTS___________________________________________________________

CLASS & COMP MANAGER_______________________________________________________DATE_____________

HUMAN RESOURCES DIRECTOR__________________________________________________DATE_____________

STEP 3:  APPROVALS:

CHIEF OF STAFF/PRESIDENT_______________________________________________________DATE_____________

Comments_________________________________________________________________________________________

VP FINANCE AND ADMIN___________________________________________________________DATE____________

Comments_________________________________________________________________________________________

BUDGET_________________________________________________________________________DATE_____________

Comments________________________________________________________________________________________
FOR OFFICE OF HUMAN RESOURCES USE ONLY:
Implementation of Action:  YES_____NO_____ Increase_____%  New Salary____________Effective Date____________

SIGNATURE___________________________________________________________DATE_______________________
Rev. 07/2023

