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Instructions for completing the Personnel Action Form (PAF) – Office of Research Administration

Benefited grant funded employee transactions are processed using the Personnel Action Form. Funding splits and/or funding changes can be completed on the Personnel Action Form.  The Personnel Action Form reflects grant funded employees payroll allocation and is used to establish direct labor charges on the sponsored program activity.  Instructions for completing the Personnel Action Form are as follows:

Employee/Action Request

1. Employee Name:  Enter the employee’s name as follows: Last, First M. (e.g., Doe, Jane E.).

2. Employee ID:  Enter the employee’s 8-digit employee ID, not the employee’s social security number. When hiring new employees, leave this space blank.

3. Action/Action Reason Code:  For each “action,” there must be a specific “reason.” For example, new hire; change in salary; change in payroll allocation.

4. Effective Date:  Enter the date on which the action is to begin. In most cases, action start dates are effective on a Sunday.

5. Appointment End Date:  Enter the date on which the action is to end.  The appointment end date cannot exceed the grant end date. In most cases, appointment end dates are effective on a Saturday.

Position/Job Data

1. Department Name:  Enter official department name.
2. Supervisor’s Name: Enter supervisor’s name.
3. Employee Working Title:  Enter the person’s title here.

Compensation

1. Annual Salary:  Enter Annual Salary.

2. FTE:  Enter the employee’s FTE. The FTE is the employee’s standard hours divided by the total number of hours a full-time employee is expected to work in that particular position. An employee’s total employment within the University cannot exceed 1.00 full-time equivalent. 

3. Less than 1.0 FTE:  If employee will be less than 1.0 FTE, please complete the work schedule, in hours by day.

Payroll Allocation

1. Beginning Date:  Date that charges should begin on the grant/project account..
2. End Date:  Date that charges should end on the grant/project account, most likely, this will be the grant/project end date.
3. HR Account Code (Combo Code):  This is a unique six digit number that begins with the L-prefix.  The HR Account Code corresponds directly to the grant/project account chartfield string.
4.  Grant/Project Account:  The 15-digit project grant account that begins with the letter “S”  The 15-digit grant/project account corresponds directly to the HR Account Code.
5. Allocation Percent: Enter the percent allocation of effort specified by the grant for the given period.  The total distribution must always equal 100%, regardless of the FTE worked.

6. Amount $: Enter the dollar amount specified by the grant for the given period.  
Additional Comments:  Enter any additional comments necessary to explain the action taking place.

Contact Information:  Enter the Contact Person, Phone Number and E-mail address. This will give HR/ORA an individual to contact if there are questions concerning the form.

1. Contact Person:  Enter the contact person.

2. Phone Number:  Enter the contact person’s phone number.

3. E-mail:  Enter the contact person’s e-mail.

Signatures:  Have the appropriate designees sign and date the form where applicable.

