NEW HORIZONS COMMUNITY SERVICE BOARD
PERSONNEL ACTION FORM

NAME CURRENT DATE

EMPLOYEE # EFFECTIVE DATE

( ) NEW EMPLOYEE ( ) TERMINATION ( ) CHANGE/TRANSFER ( ) RE-HIRE

( ) SUSPENSION ( )LEAVE ( ) ADDRESS CHANGE ( ) OTHER

FERSONAL DATA TERMINATION
ADDRESS: {YWVOLUNTARY () INVOLUNTARY ( ) DEATH/RETIREMENT
CITY: STATE: (JWITH NOTICE () WITHOUT NOTICE { } LACK OF WORK
Zip
ELIGIBLE FOR REHIRE {}YES : {INO
PHONE: DOB:
SOCIAL SECURITY #: LEAVE OF ABSENCE: (attach supporting documents)
Emergency Contact Name/Number: { ) UNAUTHORIZED LWOP ({ ) AUTHORIZED LWOP
MARITAL STATUS: { )SINGLE { IMARRIED { ) FMLA { YMILITARY LEAVE { ) CONTINGENCY LEAVE
{ JOIWORCED { WYWIDOWED
{ }BICKLEAVE () ANNUAL LEAVE {) EDUCATION
MVR: Yes No
HIRE DATE: { JJURY DUTY () PERSONAL LEAVE
Name of Employee being Repiaced:
DATE STARTING:
DATE ENDING:
PAYROLL DATA I 2 3 4 5 § 7
STATUS: () Hourly- 28 or less { ) Salaried { ) Add Benefits 3 3 T T 3 5 T
() Full Time {yPartTime () Temp
K 16 17 18 9 20 21
FAY RATE: QLD 3 PER YEAR
NEWS__ PERYEAR _9;992{9_% b 23 24 25 26 27 22
TYPE INCREASE/DECREASE: {}MERIT ()PRCMOTICN 5 % 3
{ YDECREASE ( )OTHER
TAXES: ( )FEDERAL EXEMPTIONS M OR S
{ ) STATE EXEMPTIONS M ORS SIGNATURE DATE
DEPARTMENT/CLASSIFICATION EMPLOYEE
JOB JoB JCB
TITLE GRADE/INCR. CODE SUPERVISOR
QLD
PROGRAM DIRECTOR
NEW:
BUDGET DIVISION DIRECTCR
PROGRAM NAME NUMBER
oLD: EXECUTIVE DIRECTOR
NEWY!

ORIGINAL- Human Resources YELLOW COPY- Department
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