Internal Hire Paperwork — How to process the paperwork to put an internal hire (A & P or Classified)

in the position they have been selected for; for questions, call the Assistant Dir., Employment and
Compensation x2128 or Compensation Mgr. x2223

HRM

Administrative Unit

Budget

CHART 3d/4d**
Internal Hire paperwork
A & P or Classified Position

Several days before start date, the employee & AA
complete the CAR form, key access form, and any
other information or requests required prior to first
day. AA sends forms to appropriate admin units.

Supervisor/AA :

1. Complete Personnel Action Form (PAF) with
new assignment information

2.Coordinate with former dept to end assignment;
action 1 & 2 may be completed on the same PAF.

1. HRM Data Management
reviews data accuracy.
2. Sends PAF to Budget

3. Route PAF for signatures
4. Send to HRM Data Management

< =

HRM sends PAF for
scanning to employee file
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Budget enters
assignment.
Sends PAF back to
HRM
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**When an Internal Candidate is chosen to fill a vacant position, the same interview & selection process is followed,
see Charts 3a, b & c. When a position is reclassified as a result of a job audit, follow instructions for the
Reclassification Process instead of new internal hire process.
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