
Personnel Action Notice Guidelines
	PART I – EMPLOYEE INFORMATION

	Field Name
	Description
	Example

	Employee Name
	Selected Applicant or Current Employee’s Name
	Doe, Jane R.

	Employee ID


	New PeopleSoft ID # 
	XXXXXXXXX (9 digit number)

	Social Security#

	New or Current Employee’s SS#

	XXX-XX-XXXX




*These fields are required for all employees paid through the university payroll system (including student assistants)
	PART II -  ACTION REQUESTED Note: there are two drop-down menus available for multiple transactions occurring on the same PAN.

	Action
	Description

	*Appointment/New Hire 
	Initial hire to a probationary, temporary, student assistant (includes federal work study, NRA, bridge student) or emergency position.  If temporary, student assistant or emergency assignment, please specify ending date in the appropriate section.  Ending date does not remove appointment from Payroll for staff employees.  A new PAN must be generated for the termination of the temporary/emergency appointment for staff employees.  A PAN does not need to be submitted for student assistants except when requesting a change to the initial appointment, otherwise student assistant appointments will be automatically terminated upon the end date of the assignment.

	*Additional/Concurrent Assignment
	Appointment or assignment of a current staff or student employee to an additional, concurrent position.

	Bonus
	A one-time lump sum payment that is not an increase to base pay.

	Change from Temp to Probationary/Permanent
	Movement of a temporary employee to a probationary or permanent position.

	Demotion
	Movement from one job classification to another with a lower classification level and a lower salary range.

	*Extend Appointment
	Extension of temporary appointment. Include beginning and ending dates of appointment.

	*Funding Source Change/ Earnings Distribution Change
	Change in the Chart field String: Fund, Dept ID, Account, Program, Project/Grant or Class, to which salary expenses are allocated for budget purposes.

	Leave of Absence
	Without pay. Indicate last day worked and start and end dates of leave.

	Retired Annuitant Appointment Limit of 960 hrs
	Appointment of a retired, former employee to an hourly position. In accordance with the Government Code, retired annuitants cannot work more than 960 hours a year.

	*Pay Rate Change
	Change in base salary or hourly rate only; for example, an in-range progression or change in hourly rate for hourly appointments.

	Promotion
	Movement from one job classification to another with higher classification level and higher salary range as a result of a recruitment.

	Reassignment

(including Pay Plan Change)
	Movement of a current employee to a different position, pay plan (e.g. 12/12 to 10/12) or department without a recruitment; or a “lateral transfer” with the same job code.  A reassignment may or may not result in a salary change.

	Reclassification
	A significant, change in duties that results in a job code or skill level change (may be at a higher, lower, or equivalent level).

	*Time Base Change
	An increase or decrease in the number of hours assigned to a temporary, probationary, or permanent employee.  The “Time Base” should be represented by a two-digit percentage or decimal (e.g. 25% or .25)

	Separation / Termination
	Notice of an employee’s separation from employment.  Indicate the last day physically worked.  Student Assistant appointments will be automatically terminated upon end of appointment date.

	Stipend
	A temporary increase in monthly base pay for project coordination or lead work functions. Provide beginning and end dates.

	Reason for Separation


	Use the drop down box to select a reason for the separation. 

For a transfer within CSUSM the departing department initiates the PAN & forwards it to the New department in order to get the appropriate signatures on one single PAN.

	Change Employment to Another CSU
	Check box if employee is accepting employment at another CSU and indicate name of CSU campus. 



	Other
	This section should be used for recording any other actions not specifically listed, such as: approved stipends, leaves of absence, work schedule or position # changes, etc., or comments.

	Permanent/Temporary


	One box must be checked to indicate the status of the employee record; permanent denotes a budgeted position whereas temporary would indicate the position has an appointment end date established and is not permanently funded.

	*Effective Date of Action
	The beginning date of the requested assignment, hire, leave of absence, change or action.    Example:  01/01/03



	*Ending Date
	This section should be completed when a temporary action is ending and should reflect the employee’s last day of paid employment or, last day in a temporary assignment or last day on L.O.A., etc.



	*MPP/Supervisor’s Name & Ext
	This section should document the appropriate party responsible for that area/department and the respective campus extension.



	Lead Worker’s Name & Ext
	This section should document the appropriate lead worker for that area and the respective campus extension.

	*Does the employee have concurrent positions?
	If the employee has second and/or third positions that are assigned on a concurrent basis, please mark the box marked “Yes”.  If you have marked the “Yes” box and you wish to make changes to the concurrent position, you must submit separate Personnel Action Notice forms. If the employee’s position is funded from multiple sources, please mark “Yes” in the appropriate box, and submit Personnel Action Notice forms.


	PART III – POSITION/ASSIGNMENT INFORMATION

	*From/To Columns
	From and To columns are provided so that you can specifically identify the change(s) you are making to that employee’s record.

	*Chart fields
	Chart fields are needed to specify how you’d like this specific employee to be funded.  At the very least, a fund and account need to be specified.

	*Account Chatfield
	This is typically referred to as the ‘What’ chart field. It contains 6 numeric characters and is required for all funding transactions. An example would be 601300 = Support Staff Salaries.

	*Fund Chart field
	This is typically referred to as the ‘Where’ chart field. It will contain 5 numeric digits, designates the type of fund (general, cash trust, reimbursed activity), and is a required value for all funding transactions. An example of a fund would be 10004 = General fund for the Fiscal year 2004-2005

	*Program Chart field
	This is typically used to identify campus activities. It contains 3 numeric characters and is NOT required for all funding transactions. An example  would be 103 = Spring Semester.

	*Class Chart field
	This is typically referred to as the ‘Why’ chart field. It contains 5 numeric characters and is Not required for all funding transactions. An example would be 07601 = IITS Network Operations.

	*Project Chart field
	This is typically used to identify a set of campus activities that span multiple years. It contains 6 numeric characters and is NOT required for all funding transactions. An example would be 150011 = ACDII Administration.

	*PS Position #
	All PAN’s must have an 8-digit PeopleSoft position number in order to be processed.  Position numbers directly relate to the job classification, department ID and funding source.  If you need assistance determining the correct position number contact Human Resources.

	*Current Assignment
	Define the current position or assignment the employee holds.


	*New Assignment
	Define the new position or assignment the employee will be assuming.

	*Division / College
	Document the college or division where the employee is assigned (e.g. College of Business, Fiscal Operations, etc.)

	*Dept ID
	This section should be used to document the new PeopleSoft department ID. 

	*Department
	Identifies employee’s work location.

	*Classification Title
	CSU formal classification title such as Network Analyst, Facilities Maintenance Mechanic, Accounting Technician I, etc.

	Skill Level
	In the event the assigned classification title has an accompanying skill
level designation, it should be included in this section (e.g. Analyst/Programmer is broken down into 3 skill levels – Foundation, Career & Expert)

	*Working Title (if applicable)
	If the employee’s working title is different that the Classification Title, it should be noted in this section.

	*Time Base (0.0-1.0; hourly)
	The “Time Base” should be represented in terms of a percentage, hourly,  or a two-decimal fraction ( e.g. 25% or .25)

	Pay Periods Off 

(10/12 or 11/12)
	If the incumbent will be assigned to a schedule which is less than 12/12, you must specify in this section. Specify which months the employee will not be working.

	FT Monthly Salary Rate/Step
	This amount should represent the full time monthly base salary assigned to this position.

	*Actual Salary Rate
	In the event the employee’s time base is less than 1.0 (full time), the actual monthly salary should be included in this section (e.g.  50% employee with a full time monthly rate of $2,600 should show an actual salary of $1,300 month).  In the event an employee is appointed on an hourly basis, the actual hourly rate is included in this section.


*These fields are required for all employees paid through the university payroll system (including student assistants).
	SIGNATURES/REVIEW

	Director/Department Chair:
	All of the “Signature” sections should reflect the name, title and applicable signature for those authorized to approve such requests.

	Dean/Division Head or Chair
	See above



	Vice President/Provost/AVP 

(as required by division procedures)
	See above



	President 

(MPP & Confidential Appointments Only)
	See above



	Budget Office Review
	See above



	Budget Comments 

(e.g. fiscal year costs, etc.)
	Departments may add their own budget comments



	GRAYED AREAS

	Pool Id
	For Budget office use only.

	Probationary Periods

Starts & Ends
	All “grayed areas” are for HREO and Payroll use only.  No entries should be made by the completing department representative.

	Payroll 
	See above



	HR Comments
	See above



	Requisition #
	See above



	MPP Job Code
	See above



	Bargaining Unit  (B.U.) Code


	See above

	Benefits
	See above



	Evaluations
	See above



	HR Management
	See above




Have Questions??????

HREO Contacts:

Chris Quiroga

Recruitment Coordinator
Extension 4414

Diana Wilstermann
HRIS Analyst
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