
THIS EMPLOYEE ACTION IS NOT VALID UNTIL CSE HUMAN RESOURCES OFFICE HAS 
REVIEWED AND APPROVED BY SIGNING ABOVE. 

HUMAN RESOURCES SIGNATURE DATE GRANT ANALYST SIGNATURE (IF APPLICABLE) DATE

Page 1 Last Revised: 10/6/23 

Last 
Name: 

First 
Name/MI: 

CSE Emp ID: 

Is this person a CSUC employee?  Yes No

If yes, Faculty OR Staff: CSUC/CSE HR approval required

 Undergraduate OR  Graduate   If a CSUC student, 

Email: 

Project Supervisor/Contact Person: Email: 

 Employee Job Title: 

Estimated Hours Per Year: FTE%: (Auto Calculates from Estimated Hrs/Yr) Salary/Exempt (Requires HR Approval) Hourly/Non-Exempt 

Please complete project details below with ALL project/object numbers affected by the requested action. For retroactive pay adjustments, please reference 

the Retroactive Pay Policy. 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT NO. OBJECT NO. HR SALARY FLAT PAYROLL PROCESSING DATE  EFFECTIVE DATE END DATE 

PROJECT AUTHORIZED SIGNATURE 

(Must be one up from employee) 

DATE 

PERSONNEL ACTION FORM 

BENEFITED POSITION NON-BENEFITED POSITION       STUDENT POSITION
*

PROJECT AUTHORIZED SIGNER'S TYPED/PRINTED NAME 
(Must be one up from employee) 

Please include employee signed job description if there is a change in title and/or duties.

Primary Department: Position Location (Do not use location for 
employee requested telecommuting option):

Other Location: 

CSE CEO SIGNATURE
(Required for CSE Admin Positions Only - Obtain Before Submitting to HR)

DATE

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

PAY RATE (Per Hour or Pay Period) 

Chico State Faculty & Staff Additional Employment 

Chico State Student Position

Temporary (three days of CSE employment or less)

Requested Start Date:      Chico State ID # (If applicable): ______________ Email Address: 

EXPLANATION OF ACTION:

Name of Project Director: 

SEPARATION OF EMPLOYMENT – Include final timesheet & separation documents 
RECLASSIFICATION - Change from or to benefited/non-benefited only  
ADD PROJECT(S)/OBJECT(S) 
REMOVE PROJECT(S) 
PAY CHANGE – Include evaluation and/or reason 
LEAVE OF ABSENCE
RETURN FROM LEAVE
EMPLOYEE ACTIVATE
EMPLOYEE INACTIVATE

ACTION REQUESTED - Please select an option: 
    NEW HIRE  
        RECRUITMENT ID #:

OR
AFFIRMATIVE ACTION RECRUITMENT EXEMPTIONS:

https://www.csuchico.edu/cse/_assets/documents/hr-policies/retroactive-pay-adjustments-v.-3.pdf
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