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	OVERVIEW
	· How to process Personnel Action Requests (PARs) for all full-time faculty/staff, temporary/part-time, and Graduate Assistants.
· The contact information for processing PARs on full-time faculty/staff, temporary/part-time employees, and Graduate Assitants is the Office of Human Resources at 783-2097.

	FORM ACCESS
	·  From the HR website’s “Forms” link, access the fillable form “Personnel Action Request (PAR)”.

	ORIGINATOR INFORMATION


	
	· Enter the employee’s name that is the creator of the PAR.
· Enter the date PAR was created (mm/dd/yyyy).

	EMPLOYEE INFORMATION
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	· Enter employee’s first name.
· Enter employee’s middle name or initial.

· Enter employee’s last name.
· Enter the last four digits of the employee’s social security number (ex: XXXX-XX-1245) and/or MSU ID number.
· Enter employee’s street address.
· Enter employee’s city, state and zip code.

· Enter the department name from which the funds are being paid.  (located on HR website under Compensation & Benefits page)

· Enter the department phone number (ex: 32097).

· Enter “X” in the appropriate box for “Is this person a current student at MSU?”
· Application Date will be completed by Human Resources.

· Enter “X” in the appropriate box for “Is this person retired from KERS?”

· Enter “X” in the appropriate box for “Is this person retired from KTRS?”

· Enter “X” in the appropriate box for “ If the person is retired from KTRS, was it from a public school system?”

	ACTION INFORMATION
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	· Enter the effective date of action (mm/dd/yyyy).  This is the first day of employment or action.
· Enter the ending date of action (mm/dd/yyyy).  This is the last day of employment or action.

· Enter employee’s official job title. (located on HR website under Compensation & Benefits page)
· Enter grade for position. (located on HR website under Compensation & Benefits page)
· Enter hours per week for hourly appointments.

· Enter annual contract months for full-time salaried appointments.

· Enter employee’s recommended salary.  For hourly employees, enter the hourly rate (ex: $7.45) and for salaried employees enter the salary.  For a full-time appointment, the salary should be entered in an annualized amount (ex: $34,000).  For a temporary/part-time or supplemental appointment, the salary should be for the time period of the PAR (ex: $2,500).

· Enter employee’s current salary on full-time appointments only.  For hourly employees, enter the hourly rate (ex: $7.45) and for salaried employees, enter the salary in an annualized amount (ex: $34,000).

· Enter the title and department for “Transferring From and To” on full-time appointments only, when applicable.
· Enter the Datatel account number/s for which the funds are being paid.  List the percentages for each account number.


	EMPLOYMENT STATUS
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	· Enter “X” in the appropriate box (only one box should be selected).  See PAR Guidelines for a description of each Employment Status.

	SEARCH METHOD USED
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	· Enter “X” in the appropriate box (only one box should be selected if the new appointment is through a waiver of search or transfer. If a new appointment is through an Internal or External Search, a Hiring Request needs to be processed through NovusHR and not on “paper” PAR)


	EMPLOYMENT ACTIONS
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	· Enter “X” in the appropriate box.  One or several boxes may be selected due to the nature of the action.  See PAR Guidelines for a description of each Employment Action.


	APPROVALS
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· All PARs should be approved by the Graduate Assistant (GA) Representative (if applicable), Over the Road (OTR) Representative (if applicable), Director/Dean, Provost/Vice President, and the appropriate Budget Representative before forwarding to Human Resources for approval.  
· Each approver must sign their name, give the status of the PAR (Kicked Back or Approved) and the date (mm/dd/yyyy) they sign off on the PAR.

	COMMENT INFORMATION
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	· Each approver may make comments in this section, if necessary.  Enter your name and the comment.  Enter any remarks or information not previously covered on the PAR.  Use this section also to enter the class title/number and total credit hours for teaching.
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