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Basic Information

The Employment Action (EA) form is the primary personnel form used at Oklahoma State University.  The EA form, along with the payroll sign-up packet, is designed to provide the minimum of information necessary to input an employee into the university’s personnel/payroll system [Human Resource System (HRS)], while complying with various federal and state reporting requirements.  It is used to add new employees and update the pay records of current employees in HRS, to allow university computer access by setting up personalized user IDs, to set labor distribution for new temporary and student positions (labor and benefit costs distribution), and to separate employees when they leave the university.  All applicable parts of EA forms must be completed before the forms can be processed.  Incomplete or incorrect forms may be returned to the area Administrative Officer in a red envelope, for completion or clarification.  Departments should return corrected forms to OSU Personnel Services/Payroll in the same red envelope to expedite processing.  These envelopes are easily recognizable and allow departments to give these forms high priority reprocessing.  Once corrected, please return these forms in the same red envelope.  Forms received in red envelopes are also given high priority processing by Payroll.

OSU Personnel Services/Payroll can provide departments with electronic templates of EA forms.  The templates are available in Microsoft Word or Excel formats.  Departments can obtain copies of these files by contacting Payroll, 409 Whitehurst, at (405) 744-6372.  Both files can also be sent to departments as an e-mail attachment.  When requesting these files, please specify the type of computer you are using (IBM or compatible, or Mac) and the application software from which you will print (Word or Excel).  Please use the most current version of the EA form and print them on ivory colored paper.

The EA form consists of six primary sections:

1. General Employee Information and Employment Action Type:
This section provides all information necessary to input employee actions into HRS.  This includes the employee’s ID number (social security number), date of birth, full name (as shown on social security card), and the action or purpose of the form.

2. Present Status (Not Used for New Employees):
The section shows how an employee is currently set up in HRS.  This area includes position title, pay grade, pay cycle, job code, position number, assignment begin and end dates, FTE (percent of full-time work), hours worked, pay rate, state class code, HRS/OSU division number, and department number of the assignment department(s). 

3. Proposed Status:
The proposed status section lists the same fields as the Present Status.  However, this section lists assignment information for new employees or proposed changes to the employee’s current assignment.

4. Labor Distribution (Complete for New Temporary or Student Positions Only):
The labor distribution section must be completed with valid university account data when establishing new temporary or student positions.  This section is not used for continuous regular or existing positions.  Additional EA sheets can be attached, if the space provided for funding is not sufficient.

Request-To-Staff Forms (faculty) and Position Questionnaires (staff) both include labor distribution data for new positions.  Personnel Services uses these forms to set up the initial labor distribution for new continuous regular positions.  Labor distribution accounts can be changed during the course of an employee’s assignment; however, once the position is established in HRS, changes must be made by the assigning department using the on-line web-based Payroll Input System.  Refer to the Web-Based Payroll Input System Manual for information on labor distribution changes to existing positions.

5. Separation Information:
The separation section records the reason the employee has terminated.  In addition, the separation information confirms an employee’s annual leave and/or compensatory leave time balance remaining; both must be paid upon separation.  A maximum of one year’s accurral of  annual leave can be paid; however, all compensatory leave must be paid.  Unused sick leave is also recorded here.

6. Additional Information, Faculty Appointment Details, Remarks and Signatures:
This section provides information as to overtime eligibility, work clearance expiration date and visa type (internationals only), assignment length, and pay increase recommendation.

Across from this area is a section that lists details of faculty appointments and tenure.  Faculty appointment details must be completed for employees carrying faculty titles (refer to Appendix D of the Faculty Handbook).  Required data includes academic department (and number) granting rank; notification date of reappointment; and date of tenure and tenure track status, and assignment/appointment information.

Finally, each administrative area determines EA signature requirements.  Those authorized to sign should sign his/her own name.  All faculty forms must be routed through the Executive Vice President for Academic Affairs Office.  Signature stamps are not permitted.

EA Form Processing Schedules

OSU Personnel Services/Payroll publishes monthly and biweekly schedules each fiscal year.  You can download the schedules from OSU Personnel Services’ website at www.okstate.edu/osu_per/payroll/payroll.html.  Copies are also available by calling Voice Forms at (405) 744-7931.  Payroll schedules list all processing deadlines for EA forms, as well as those for Labor Distribution changes and other updates.  OSU Personnel Services will process forms that have been properly completed and meet processing deadlines with the next payroll as listed in the schedule.  While Payroll processes forms as promptly as possible, we can not guarantee the processing of forms that do not meet specified deadlines.  Late forms may be worked as part of the following pay period.

Forms requiring Board of Regents approval must adhere to Board deadlines, which are different from the regular Monthly Payroll Processing Schedule.  OSU Personnel Services announces Board deadlines by sending a schedule of all Board dates to all Administrative Officers, prior to each calendar year.  This schedule is also available by calling Voice Forms at (405) 744-7931.  The earliest effective date for a Board form is the Monday following the last Board meeting.  When submitting a Board form for processing, departments should indicate at the top of form, in bold letters, that the form is a “Board Action.” 

The following personnel actions shall be included in the Board agenda for approval prior to implementation except for separation, retirement, and death that are included as information items only.

1. All permanent faculty actions that grant, potentially grant, or have already granted tenure including terms of appointment, reappointment, rate change, title change, promotion, sabbatical leave, transfers, and corrections. Separation, retirement, and death are for information only.  FTE, fund changes, or summer assignments are not board items.  Note: Permanent faculty include Professors, Associate Professors, Assistant Professors, and Instructors.

2. All permanent personnel actions for the president, provosts, vice presidents, deans, department heads, directors (excluding Cooperative Extension Service county and district directors), head coaches, including terms of appointment; reappointment; rate change; title change; promotion; transfers; and corrections. Separation, retirement and death actions are for information purposes only.  Note: Assistant (below level of director or department head) and/or Interim titles (Acting) do not require Board Action.

Employees expect to be paid on time.  Please complete and route all Employment Action forms to your administrative area and Payroll as quickly as possible.  The EA form and payroll sign-up information are critical in paying all University employees.  OSU Personnel Services/Payroll cannot accurately pay employees if the information received is incomplete, inaccurate, unreadable, or late.  

Attached to the EA, the payroll sign-up packet include all forms necessary to put someone on payroll.  Sign-up packets are available by calling Voice Forms at (405) 744-7931 or for pick up in Payroll, 409 Whitehurst, (405) 744-6372.  A Payroll Sign-up Guide is also available to help with the payroll sign-up process.  This guide can also be obtained by calling Voice Forms or you can pick up a copy in Payroll, 409 Whitehurst.  To promote efficient processing, please submit the EA and other payroll sign-up forms in the following order:

1. Employment Action Form (EA);

2. Copy of social security card;

3. Personal Identification Form (PIF);

4. W-4;

5. Work Clearance Form, if any (Internationals);

6. I-9 Employment Eligibility Form;

7. Loyalty Oath;

8. Automatic Deposit Transmittal Form, if any.

Miscellaneous forms and other departmental documents are not a part of the payroll sign-up packet.  Departments should consider sending these to Personnel/Records, separately.  If departments include these with the sign-up, they should be inserted after the W-4; however, if there is a Work Clearance, insert them after the Work Clearance.

Completing the Employment Action Form

For employees to be paid properly, departments must provide all required information on the EA form and meet all processing deadlines.  Accurate EA data, along with a complete payroll sign-up, will steadily move the form through all administrative areas and Payroll.  EA forms must be legible, and it is recommended that all EA forms be typed.  EA forms must be printed on ivory colored paper.  This color is also required for Special Payment forms and Request for Leave of Absence forms.  To insure accurate processing, please use a font size of no smaller than 10 pt.

The following explains each area of the EA form and the required data:

General Employee Information and Employment Action Type

Employee ID Number

HRS uses the employee’s social security number as the employee identification number.  This is also the identification used to report wages to the Internal Revenue Service and the Social Security Administration.  Inaccurate reporting to either federal agency can result in hardships to the employee, as well as to the University.  For this reason, new employees will not be entered into HRS without providing a copy of their social security card with their payroll sign-up.  (See the Payroll Sign-up Guide for additional information.)  All EA forms must have the social security number accurately entered in the ID space provided.

Date of Birth

All birth dates must be entered using the following format: MM/DD/YY.

Name

The employee’s official name within HRS is the name that appears on his/her social security card.  The name should be listed in the following format:  Last, First, then Middle Name (or Initial).  This format facilitates alphabetic filing of forms.

Is the Person on HRS?

If the employee is on HRS, but does not have a current assignment, check the ‘Yes’ box.  If the individual is not shown in HRS, check the “No” box and complete an EA and “full” sign-up.  Depending on authority level, departments can only see HRS records for employees in their own division or department(s).  However, screen 017 is available on all OSU employees, and can be used to determine if employees’ information is already in HRS.  Information for navigating within HRS is found in the HRS User Manual.

Employment Action (listed in priority order)

The action check boxes identify what employment action(s) is being requested for the employee.  This information is used to complete Affirmative Action reports and establish a job history for the employee.  Selection of the correct action is very important.  More than one action can be selected, however, only the highest “priority” action will be recorded in HRS.  For example, if Appointment and Title Change are both selected, only Appointment will be entered in HRS.

Appointment 

Check Appointment if the employee has not been employed by the University during the current fiscal year.  A person who has been paid only by special payments is still considered a new employee.  Appointment is also checked when a person moves from a temporary or student position into a continuous regular position.  Also, choose Appointment for someone who has resigned or terminated from a previous position, within the current fiscal year.

Promotion

Check Promotion if an employee is moving into a higher rank or pay grade.

Reappointment

Check Reappointment to indicate a return to pay status after a period of non-employment (holiday break or summer).  Reappointment is also used when an employee is returning from a leave of absence from the University, or following the end of a current appointment.  A complete sign-up may not be necessary.

Transfer

Check this box to indicate that an employee is moving laterally (same pay grade) from one position to another, or is changing departments within the University.

Title Change

Check this box to indicate that an employee’s title has changed, but remains in the same job family and pay grade.

Rate Change

Check this box to indicate that the employee’s base compensation is changing.  The pay rate is based on a full time 1.00 FTE.  This change may be an increase or decrease in pay.  For  monthly-paid employees, the Pay Rate is the monthly rate.  For biweekly employees, the Pay Rate is the hourly rate they are to be paid.

Demonstrated Proficiency

Check this box to indicate that an employee has “demonstrated” a required level of proficiency in his/her position and is being given a pay increase.  Employees may be eligible to receive a demonstrated proficiency pay raise until their pay has reached the midpoint of their pay grade.  

FTE (Full-Time Equivalent) Change

Check this box to indicate that an employee’s FTE has changed.  The FTE reflects the amount of time an employee performs the duties of his/her position.  Reporting changes in FTE is very important to ensure that employees receive correct pay and benefits.

Separation

Check this box if the employee is leaving the University. This includes all terminations and resignations.  This notification is required to properly terminate pay and benefits, and to provide employees with notices required by federal regulations.

An EA should also be submitted when an employee changes from a continuous regular benefits-eligible position to a temporary or student position.  In this instance, the EA is used to pay the separating employee for current pay, unpaid annual or compensatory leave, and to record accumulated sick leave.  Complete the appropriate areas and use the Remarks section for further explanation.

Separation EAs are required for temporary or student positions only when the employees leave before the end of their current assignment. 

Retirement

Check this box only if the employee has at least 10 years of continuous regular OSU service and is at least age 62; or has at least 25 years of continuous service with the University (at any age); or meets the Oklahoma Teachers’ Retirement System Rule of 80 or Rule of 90.

Death

Check this box in the event of an employee’s death.  The date of death should be noted in the separation information area titled “Effective Resignation Date”.  This is the actual date of death.  The department should pay the accumulated annual leave, not to exceed two years’ accrual, and remaining compensatory leave, if any.

Please report employee deaths immediately to OSU Personnel Services/Benefits, 407 Whitehurst, or by calling (405) 744-5449.  

Present Status

The Present Status is the information relating to an employee’s current assignment.  Included are the OSU Position Title (ex., Secretary), the pay grade (ex., OC:06), and the payroll cycle (biweekly or monthly) on which the employee is currently paid.

Information to complete the individual’s present assignment lines can be found on the HRS Display screen L16 (Assignments List).  The Position Number, Start Date, End Date, Pay Rate, FTE, Assignment Department (Assign Dept), and Class Code for all “active” assignments can be obtained directly from HRS screen 016 (Assignment Add/Maintain) by job code.  Only list current fiscal year assignments not yet expired.

This Present Status section is blank for new employees.

Note:  Hours for biweekly employees are 80 X FTE; for monthly employees, hours are always 173.33.

Proposed Status

Position Title/Pay Grade

The OSU title (20-character limit) is specific to the position and is familiar to employees. When completing university forms, type in the OSU title.  Continuous regular staff positions have been classified and assigned a job family and pay grade.  The job family and pay grade specific to the OSU title was assigned on the most recent Position Questionnaire.  A list of job families and pay grades can also be found on the Personnel Services web site at www.okstate.edu/osu_per/hr/paychart.htm.  If you choose to add the state title associated with the class code, please place the state title in parentheses.

Biweekly/Monthly

The Proposed Status lists assignments for new employees as well as assignment changes for current employees.  All assignments that continue or will change later in the fiscal year must be included in the proposed status.  Assignments not listed in the Proposed Status section will be ended.  This is only for assignments in the department submitting the EA form.  Assignments in other departments will remain unchanged.

Job Family

Possible staff job family information includes: 
A-Administrative

E-Executive

OC-Office/Clerical 

P-Professional 

TR-Trades 

SM-Service/Maintenance 

TP-Technical/Paraprofessional 

Pay Grade

The pay grade information listed can assist in determining the appropriate title.  OSU non-exempt positions can have a pay grade designation of '03' through '17', and exempt positions have a pay grade designation of '01 through 07' depending on the pay grade where the position is classified.  Pay grade distinctions '00', 'MK', or 'SP' identify positions that are branch campus positions or positions that do not fall within the OSU (main campus) pay plan.

Job Code

This is a single alpha character that indicates type of position and pay cycle.  The job code is determined when the position is established.  A list of all job codes can be found on page 18.  For continuous regular positions, the job code can be found on a recent position questionnaire.  

Position Number

You can determine the position number of established positions by reviewing budget reports. When a new continuous regular position is being created, you must submit a position questionnaire to OSU Personnel Services Classification/Compensation, 405 Whitehurst.  A position number and job code will be assigned to the position and will be included with the classification information on the position questionnaire.

New continuous regular faculty positions are established when the Request to Staff form is processed.

For student or temporary positions that do not require a Request-To-Staff form or Position Questionnaire form and were not established in the budget, leave the EA position number blank or type ‘NEW’ in the gray area.  A new position number will be assigned by Payroll.

More than one employee can fill a position and share the same position number (a.k.a. pooled positions).  Each employee assigned a pooled position number must have the same assignment department, state classification code, pay cycle, and labor distribution.  Typically, pooled positions are only used for student and temporary positions.

Begin Date

The Begin Date is the first day of the proposed assignment and should be formatted MM/DD/YY.  Please make sure you use slashes when formatting the begin date.  This greatly improves processing efficiency. 

End Date

The end date is the last day of the proposed assignment and should also be formatted MM/DD/YY.  Again, please make sure you use slashes when formatting the end date.  This greatly improves processing efficiency. 

The end date for student and temporary positions cannot extend beyond the end of the current fiscal year.  However, the end date for continuous regular positions (Classified, A/P, and Faculty) should be designated as FN (Until Further Notice). Continuous regular employees have assignments that cover one fiscal year at a time, therefore an FN assignment will be entered into HRS with an end date of 06/30/YY.  Designation of ‘FN’ on an EA is important for benefits eligibility.

The pay for some continuous regular employees may end before June 30.  For those employees who will continue to work in the following calendar year, reflect continuing assignments, for “non-paid” months through June 30, with $0.00 pay rate and 0.00 FTE.  A good example where this is used is for faculty without summer teaching or research positions.  $0.00 assignments ensure that those employees will receive university benefits during non-paid months.  A Request for Leave of Absence is not required during these periods without work if the assignment length was noted on the EA in the Faculty Appointment Details area.

FTE

FTE is the percent of full-time that employees work.  FTE for employees paid on the biweekly payroll is calculated by dividing total work hours scheduled each week by 40.00 hours.  For example, an employee scheduled to work 30.0 hours per week has an FTE of 0.75 or 75% (30.0 / 40.0).  To determine FTE for employees paid on the monthly payroll, divide scheduled hours worked per month by 173.33.  A monthly employee who works 87.00 hours per month has an FTE of .50 or 50% (87.00/173.33).

Hours

This is the number of hours an employee is scheduled to work each pay period.  The hours worked by full-time biweekly employees are 80.00 hours per pay period.  For biweekly employees working less than full-time, hours are calculated by multiplying the FTE times 80.00.  The hours listed on EAs for monthly employees should always be listed as 173.33, regardless of FTE.
Pay Rate

Pay rate is an hourly rate for employees paid on the biweekly payroll.  For employees paid on the monthly payroll, the pay rate listed should be based on working full-time, or at 100% FTE (Full-Time Equivalent).  HRS calculates actual monthly pay by multiplying this pay rate times actual FTE.

Class Code

The OSU Classification (class) Code is no longer used in the HRS system.  The class code on HRS refers to the state code.  A state classification code is used to define the type of work to which an employee is assigned.  A complete listing of all state classification codes that correlate to OSU titles can be found at the OSU Personnel Services’ web site at www.okstate.edu/osu_per/hr/codeconver.html/.
HRS DIV[ision] and Assign[ment] Dept.

The Division number is a 2-digit, alpha character code that designates the location of a department (division codes can be found on page 20).  For example, AA is used for the main campus, general university; AD is used for OSU Okmulgee.  Do not list the department number as part of the division code (i.e., AAD0402).

The Assignment Department is the 5-digit department number of the employing department (ex. D0420).  The division and assignment department number is used to determine where the assignment will appear on the on-line HRS-Payroll Input System (PAYIN) Biweekly Time screens (biweekly payroll) and the Web-based PAYIN Monthly Confirmation screens (monthly employees).  Each employee also has a Home Department number which serves as an employee home campus address.

Payroll Advices are sent to employee’s home department. An employee’s home department is determined by the current assignment home department with the latest end date.  If there are two assignments with the same latest end date, the home department of the assignment with the greatest FTE is used.  If these are the same, the assignment with the earliest start date is used to determine the home department. Administrative assignments (ones with an assignment number greater than 990) are not used in the home department determination unless it is the only assignment.

Labor Distribution

Labor distribution account information is used to charge university departments for their share of employee labor and benefit costs associated with each position.  Labor Distribution information should be completed only for ‘new’ temporary and student position numbers.  Departments are responsible for maintaining the labor distribution accounts for existing positions by using the web-based PAYIN System, Labor Distribution (screens L1-L6), not by EA.  A request for a new continuous regular staff position includes labor distribution information on the Position Questionnaire; a Request-To-Staff form for faculty positions also lists labor distribution information.  

When pooled positions are used, each employee has the same labor and benefit account number(s).  The Labor Distribution section of the EA need not be completed for existing positions; however, departments can complete the Present Status area for their own use.  Labor distribution on existing positions within your department can be viewed on HRS screen M63 (Position Funding Information)and/or U63 (Position Funding – BDS)

Viewing is limited to your department only.  Administrative Officers can view labor distribution data for all departments within their college.

Labor distribution account numbers must be valid Financial Reporting System (FRS) account numbers that the hiring department has financial responsibility for or permission to use.  The account subcode must be a valid salary or wage subcode (Labor Distribution Account Subcodes can be found on page 21).  There can be multiple accounts active at any one time, with each one charged its proportional share of labor and benefits costs.  The sum of all distribution percentages for each pay interval must total 100%.  This 100% is not related to FTE, but means that 100% of the labor and benefit costs will be distributed to the listed account(s).  This is completed in the Proposed Status section for labor distribution for all new student and temporary positions.

Separation Information

Enter the reason for an employee separation in the box provided and its related code.  A listing of separation codes and reasons is provided on page 22.  In the space provided, enter the effective resignation date and time of day.  The effective date of resignation is used to calculate pay for full and partial days worked during the employee’s last pay period.  Also, it lists the balance of annual leave hours due, compensatory time due, and sick leave balance at the time of separation.  Please indicated whether the employee’s work shift is other than 8:00a.m. to 5:00p.m.

Terminal annual leave due and/or compensatory time due will be paid from this data, subject to the maximum amounts payable under OSU Policies and Procedures.  Annual leave accrues at different rates depending on an employee’s job code, FTE, and length of service.  No more than one year’s annual leave accrual will be paid at separation.  As an example, a full-time administrative/professional employee (job code E) has accumulated 183 hours of annual leave, but will be paid 176 hours—one year’s accrual.  

Annual leave due and compensatory time due will be paid with the employee’s last paycheck.

Sick leave hours are not paid at separation.  However, sick leave balances are recorded for historical reasons and may be very important to separating employees.  Accumulated sick leave, in some instances, may allow a separated member to receive an additional year of OTRS credit at retirement.  If an employee is rehired within six months, the department head may restore a maximum of 80 hours of sick leave.

Additional Information, Faculty Appointment Details, Remarks and Signatures

When employing faculty or adding a faculty assignment to an administrative/professional assignment, the academic department must complete the “Faculty Appointment Details” section.  For faculty, the assignment line should reflect the entire academic year (ex. 09/01/00 – 05/31/01).  In this example, the rest of the fiscal year (06/01/01 through 06/30/01) should be shown with 0.0 FTE and $0.00 dollars to allow for proper benefits distribution.  The academic appointment period is listed in the Remarks area (ex., 09/01/00 – 05/31/03).

Use the Faculty Appointment Details section to:

1. List the Academic Department Granting (faculty) Rank.

2. List the faculty Academic Home Department.  This may be different from the department granting faculty rank.

3. Enter the date of Reappointment.

4. Enter the date tenure was granted; when he/she has previously been granted tenure.

5. Check the 9, 10, 11, or 12-month Assignment Length box to indicate the length of academic appointments.

6. Check the Tenure Track box to indicate whether faculty are on tenure track or not.  Also, indicate whether this employment action grants tenure.

7. Enter faculty Appointment Length.

Remarks

The Remarks section of the EA can be used to record additional information to ensure accurate processing.  The following are examples of how the Remarks section can be used.

Faculty/Teaching Assistants

1. Record the beginning and ending fiscal date of faculty appointments (ex. 09/01/00 – 05/31/03).

2. Record the name of a course that a professor or graduate teaching assistant is teaching.

3. Explain that Professor A is replacing Professor B, or Teaching Assistant A is replacing Teaching Assistant B.

Separations/Retirements
1. Record comments about separating employee.  For example, “Would rehire; excellent employee.”

2. Clarify leave information and final payment.  For example, “Leave does not pay employee through end of month.”

3. Provide supporting data concerning an employee who is retiring.  Departments should use this box to explain whether the retiring employee qualifies for OSU retirement or not.  Also, use it to explain whether the retiree is eligible for retirement benefits under OTRS Rule of 80 or Rule of 90.
General

1. To further explain a reason(s) for the current payroll action.

2. To record the name(s) of a grant/account(s) from which an employee is being paid.

3. To identify where the employee is working.

4. To explain that employee A is replacing employee B.

5. To indicate that an employee is changing from the biweekly payroll to the monthly payroll, or vice versa.

6. To explain that a position has been reclassified.

Signatures

Each administrative area determines EA signature requirements.  Those authorized to sign should sign his/her own name.  All faculty forms must be routed through the Executive Vice President for Academic Affairs office.  Signature stamps are not permitted.

Additional Guidelines For Payroll Actions

Transfers

When an employee transfers to another department, the “Present Status” department will initiate the transfer EA form and forward it to the “Proposed Status” department.  Both departments must sign the EA form before forwarding it through their administrative channels and to OSU Personnel Services/Payroll.  All forms must adhere to payroll processing deadlines to ensure timely processing.

Multiple Assignments

An OSU employee may only be paid on one payroll cycle (monthly or biweekly) at a time.  If an employee has multiple assignments, all assignments must be paid on the same pay cycle.  Multiple assignments must be in the same type of position as well (continuing or temporary).  The only exception is for a graduate student holding an assistantship position on the monthly pay cycle, and a student position on the biweekly pay cycle.

FTE Changes

OSU Personnel Services/Payroll must be notified of changes in FTE for continuous regular employees by completing a new EA form.  This allows the Benefits staff to review changes that may affect benefits eligibility and Payroll to process changes affecting employee pay.  Submission of a new EA form is mandatory even when the change in FTE is entered during the BDS budget development cycle.

References and Examples

Student and Temporary Employment Titles
and Classification/Codes

A limited number of state classification codes are used for all student and temporary positions.  Student employment titles and state classification codes have specific requirements regarding enrollment.  If the conditions of enrollment cannot be met, do not use student titles, instead, use temporary titles.  Student titles and classification codes are not used for high school students or non-OSU students.  Work-Study students have different enrollment requirements regarding the number of hours they may work; check with the Work-Study Programs Office, (405) 744-6402.  Student titles may be used in the summer if the student was eligible for a student title in the spring and will be eligible in the fall.  Graduate students cannot carry graduate student titles in the summer if they are not enrolled.

Undergraduate Assistants (Paid Biweekly Only)

Undergraduate Student Assistants must be enrolled in a minimum of 6 hours of credit during a regular session and 3 hours of credit during a summer session.


(Undergraduate) Research Assistants

1497


(Undergraduate) Teaching Assistants

1779

Graduate Assistants/Associates (Paid Monthly Only)

Graduate Student Assistants/Associates must be enrolled in a minimum of 4 hours of credit during a regular session and 2 hours credit during a summer session.  Graduate students assigned a non-graduate title do not qualify as graduate students in these positions.
Non-Teaching/Non-Research


(Masters) Graduate Assistant


1748


(Doctoral) Graduate Associate

6592

Research in Area of Discipline


(Masters) Graduate Research Assistant
1749


(Doctoral) Graduate Research Associate
3769

Teaching in Area of Discipline


(Masters) Teaching Assistant


1750


(Doctoral) Teaching Associate

3770

Other Student Titles


Student Professional (biweekly or monthly)

1767


Student Clerical/Secretarial (biweekly only)

1767


Student Tech/Paraprofessional (biweekly only)
1767


Student Skilled Crafts (biweekly only)

1767


Student Service/Maintenance (biweekly only)
1767

Assignments for positions with the word “temporary” in the title must be for one day less than six months.  A temporary assignment can be followed by only one reappointment--one day less than six months in the same temporary position.  Temporary titles are also appropriate for students who cannot meet the specific criteria for student titles.

Temporary Skill Crafts (biweekly only)


0395

Temporary Clerical/Secretarial (biweekly only)

3718

Temporary Professional (monthly only)


3749

Temporary Service Maintenance (biweekly only)

3720

Temporary Technical/Paraprofessional (biweekly only)
3721

Temporary positions for farm workers and seasonal positions may be appointed as temporary, on-call employees.  On-call status must be noted in the Remarks section of the EA form.  Temporary farm workers, seasonal workers, and others, as defined by the Fair Labor Standards Act, are not paid at the premium overtime rate of 1 1/2 times regular hourly rate but for actual hours worked.  This exemption also applies to certain recreational positions.  These employees, however, are paid overtime at the non-premium rate of 1.0 times their regular hourly rate.  It is imperative to complete the ‘MUST COMPLETE’ area on the EA, noting the exempt status of these temporary or seasonal positions.

Job Codes

The following lists valid job codes within HRS.  Job code is a required element within the Present Status and Proposed Status areas of the EA.

Monthly

A - Faculty 1 Exempt Monthly Regular Faculty
C - Faculty 3 Exempt Monthly Okmulgee Faculty Only

D - Faculty 4 Exempt Monthly Temporary Faculty (Appointments less than six months)
E - Admin/Prof/Exec Regular Hi-1 (Exempt) Monthly A/P Grades 5+
G - Admin/Prof Regular Lo-1 (Exempt) Monthly A/P Grades 1-4

I - Classified Regular-1 (Non-Ex) Exception Monthly

N - Student/Temp-1 (Exempt) Monthly Temporary Only

O - Student/Temp-2 (Exempt) Monthly Students Only

Biweekly
P - Classified Regular-1 1.0 OT (Non-Exempt) Positive Biweekly

Q - Classified Regular-1 1.5 OT (Non-Exempt) Positive Biweekly

U - Student/Temp-1 1.0 OT (Non-Ex) Biweekly

V - Student/Temp-1 1.5 OT (Non-Ex) Biweekly Temporary Only

W - Student/Temp-2 1.5 OT (Non-Ex) Biweekly Students Only

FTE Conversion Table


Weekly
Biweekly
Monthly

Hours
Hours
Hours
FTE


2.5
5.0
10.83
=
.0625


5.0
10.0
21.67
=
 .1250


7.5
15.0
32.50
=
 .1875


10.0
20.0
43.33
=
 .2500


12.5
25.0
54.17
=
 .3125


15.0
30.0
65.00
=
 .3750


17.5
35.0
75.83
=
 .4375


20.0
40.0
86.67
=
 .5000


25.0
50.0
108.33
=
.6250


30.0
60.0
130.00
=
 .7500


35.0
70.0
151.66
=
.8750


40.0
80.0
173.33
=
1.0000

OSU Division Codes

Division

  Code
Location
AA

Main Campus (General University)

AB

College of Agriculture

AC

Agriculture Extension

AD

OSU-Okmulgee

AE

College of Veterinary Medicine

AF

OSU-Oklahoma City

AG

College of Osteopathic Medicine

AJ

OSU-Tulsa

Labor Distribution Account Subcodes

Subcode
Definition
Subcode
Definition
Faculty
200X
Faculty - regular, teaching

202X
Faculty - summer, teaching

205X
Faculty - temporary, teaching

211X
Faculty - regular, non-teaching

215X
Faculty - temporary, non-teaching

216X
Faculty - overload, non-teaching

200X, 202X, and 205X can only be used with XX-1-3-XXXXX accounts.

Executive/Administrative/
Professional

220X
Executive/Administrative/ Managerial

222X
Administrative/Professional

225X
Administrative/Professional - temporary

226X
Administrative/Professional - overload


Classified
240X
Classified - regular

241X
Classified - temporary

242X
Classified - overtime

Graduate Students

204X
Graduate Assistants/ Associates - teaching regular session

207X
Graduate Assistant/ Associates - teaching summer session

244X
Graduate Assistants/ Associates - non-teaching

204X and 207X can only be used with XX-1-3-XXXXX accounts.

Undergraduate Students

246X
Student – non work-study

245Y
Student – work-study (community service)

247Y
Student – work-study

248X
Student - overtime

The Federal Work-Study office inputs labor distributions accounts for Work-Study positions in HRS.  The Work-Study accounts and corresponding subcodes must end with the last digit of the fiscal year.  An example for fiscal year 2000 would be: 1-5-50890-2470.  Questions regarding Work-Study funding should be directed to the Work-Study Programs office at (405) 744-6402.

Separation Codes and Reasons

Codes

Reason
110 
 Accepted other employment

111 
 Job dissatisfaction

112 
 Domestic duties or pregnancy

113 
 Attend school full time

114 
 Failure to report for work

115 
 Personal reasons

116 
 Poor health

117 
 Resignation while on layoff

118 
 Mutually satisfactory release

119 
 Moving to a new location

Involuntary Separation Codes

230 
Abandoned position

231 
Inaptitude for job

232 
Chronic absenteeism or tardiness

233 
Expired layoff rights

234 
Unsatisfactory performance

235 
Physical or mental impairment

236 
Involuntary - other

237  -----------Dismissed for cause

238  -----------Dismissed without prejudice

239  -----------Dismissed due to reduction in staff

240  -----------Layoff
241  -----------Expiration of funding

Other

351 
 End of appointment

460 
 Regular retirement

461 
 OTRS/other retirement (not used by OSU)

510 
 Death

Example A:  Employment Action Form (blank)

	 OKLAHOMA STATE UNIVERSITY


                            EMPLOYMENT ACTION

	Employee ID Number

     
	Date of Birth

     
	Person on HRS?

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No
Board Action Required?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	Name (as shown on Social Security Card)
	
	

	     
	     
	     
	 FORMCHECKBOX 
  Appointment
  FORMCHECKBOX 
  Title Change
   FORMCHECKBOX 
  FTE Change
 FORMCHECKBOX 
  Promotion  
  FORMCHECKBOX 
  Rate Change       FORMCHECKBOX 
  Separation
    FORMCHECKBOX 
  Reappointment    FORMCHECKBOX 
  Demonstrated      FORMCHECKBOX 
  Retirement

	Last


First


     Middle
	 FORMCHECKBOX 
  Transfer                    Proficiency           FORMCHECKBOX 
  Death

	PRESENT STATUS

	OSU POSITION TITLE/PAY GRADE:
     

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign

Dept.

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	PROPOSED STATUS

	OSU POSITION TITLE/PAY GRADE:
     

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
  MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign 

Dept.

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Complete Section For New Positions Only 
	LABOR DISTRIBUTION
	Completed Section For New Positions Only 

	Present Status
	Proposed Status

	Account




Number
	   Percent
Percent


Start/End Date
	Start/End Date
	Account




Number
	Percent
	Start/End Date

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	SEPARATION INFORMATION

	Reason for Separation

     

	Code

     

	Effective Separation Date

and Time

     
     
MMDDYYYY  FORMCHECKBOX 
 AM  FORMCHECKBOX 
 PM
	Annual Leave Due

     
(Hours)
	Comp Time Due

     
(Hours)
	Unused Sick Leave

     
(Hours)

	MUST COMPLETE
	
FACULTY APPOINTMENT DETAILS

	Exempt from Overtime?
	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No
	Academic Department Granting Rank:
	     

	Work Clearance Expires:
	     
	Academic Home Department Number:
	     

	Visa Type:
	     
	Notification Date for Reappointment:
	     

	Assignment Length (mos):
	     
	If Tenure Granted Previously, Date:
	     

	This pay increase is recommended after review of performance, market, and equity.  FORMCHECKBOX 

	Assignment Length:
 FORMCHECKBOX 
 Sem
 FORMCHECKBOX 
 9 Mo   FORMCHECKBOX 
 10 Mo FORMCHECKBOX 
 11 Mo FORMCHECKBOX 
 12 Mo



	
	
	Tenure Track:
   FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No   Action Grants Tenure:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	signed:      
	Appointment Length:  FORMCHECKBOX 
 Sem  FORMCHECKBOX 
 1 Yr  FORMCHECKBOX 
 2 Yrs  FORMCHECKBOX 
 4 Yrs  FORMCHECKBOX 
 5 Yrs  FORMCHECKBOX 
 Cnt

	This Form Prepared By:

     
	Date:

     
	Ext:

     
	Remarks:       

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	Authorizing Signatures
	

    Date
	
	Authorizing Signatures
	

Date


Example B:  New Employee (Existing Position)
	 OKLAHOMA STATE UNIVERSITY


                            EMPLOYMENT ACTION

	Employee ID Number

111-22-3333
	Date of Birth

01/30/60
	Person on HRS?

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

Board Action Required?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	
	
	

	TESH
	JOHN
	H.
	 FORMCHECKBOX 
  Appointment      FORMCHECKBOX 
  Title Change     FORMCHECKBOX 
  FTE Change
 FORMCHECKBOX 
  Promotion  
 FORMCHECKBOX 
  Rate Change
 FORMCHECKBOX 
  Separation


 FORMCHECKBOX 
  Reappointment
 FORMCHECKBOX 
  Demonstrated    FORMCHECKBOX 
  Retirement

	Last


First


     Middle
	 FORMCHECKBOX 
  Transfer
 FORMCHECKBOX 
  Proficiency          FORMCHECKBOX 
  Death

	PRESENT STATUS

	POSITION TITLE/PAY GRADE:
     

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign

Dept.

	
	
	
	
	
	
	
	
	
	
	

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	PROPOSED STATUS

	POSITION TITLE/PAY GRADE:
Technician/0C08     (Technician, Admin Support)

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
 MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign 

Dept.

	
	Q
	XXXXXX
	02/01/01
	FN
	1.0
	80
	6.75
	0328
	AA
	XXXXX

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Complete Section For New Positions Only 
	LABOR DISTRIBUTION
	Complete Section For New Positions Only 

	Proposed Status
	Proposed Status

	Account




Number
	   Percent
Percent


Start/End Date
	Start/End Date
	Account




Number
	Percent
	Start/End Date

	(Existing position)
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	SEPARATION INFORMATION

	Reason for Separation

     

	Code

     

	Effective Resignation Date

and Time

     
     
MMDDYYYY  FORMCHECKBOX 
 AM  FORMCHECKBOX 
PM
	Annual Leave Due

     
(Hours)
	Comp Time Due

     
(Hours)
	Unused Sick Leave

     
(Hours)

	MUST COMPLETE
	
FACULTY APPOINTMENT DETAILS

	Exempt from Overtime?
	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
 No
	Academic Department Granting Rank:
	     

	Work Clearance Expires:
	     
	Academic Home Department Number:
	

	Visa Type:
	     
	Notification Date for Reappointment:
	

	Assignment Length (mos):
	     
	If Tenure Granted Previously, Date:
	     

	This pay increase is recommended after review of performance, market, and equity.  FORMCHECKBOX 

	Assignment Length:
 FORMCHECKBOX 
 Sem
 FORMCHECKBOX 
 9 Mo   FORMCHECKBOX 
 10 Mo FORMCHECKBOX 
 11 Mo FORMCHECKBOX 
 12 Mo



	
	
	Tenure Track:
   FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No   Action Grants Tenure:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	signed:      
	Appointment Length:  FORMCHECKBOX 
 Sem  FORMCHECKBOX 
 1 Yr  FORMCHECKBOX 
 2 Yrs  FORMCHECKBOX 
 4 Yrs  FORMCHECKBOX 
 5 Yrs  FORMCHECKBOX 
 Cnt

	This Form Prepared By:

Glen Dale
	Date:

01/05/01
	Ext:

4XXXX
	Remarks

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	
	
	
	
	
	
	

	Authorizing Signatures
	

    Date
	
	Authorizing Signatures
	

Date


Example C:  New Faculty Appointment

“BOARD FORM”
	 OKLAHOMA STATE UNIVERSITY


                            EMPLOYMENT ACTION

	Employee ID Number

111-22-3333
	Date of Birth

01/30/45
	Person on HRS?

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

Board Action Required?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	Name (as shown on Social Security Card)
	
	

	Smith
	Harry
	R
	 FORMCHECKBOX 
  Appointment      FORMCHECKBOX 
  Title Change      FORMCHECKBOX 
  FTE Change

 FORMCHECKBOX 
  Promotion  
 FORMCHECKBOX 
  Rate Change
 FORMCHECKBOX 
  Separation


 FORMCHECKBOX 
  Reappointment
 FORMCHECKBOX 
  Demonstrated  
 FORMCHECKBOX 
  Retirement

	Last


First


     Middle
	 FORMCHECKBOX 
  Transfer
 FORMCHECKBOX 
  Proficiency          FORMCHECKBOX 
  Death

	PRESENT STATUS

	POSITION TITLE/PAY GRADE:
     

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign

Dept.

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	PROPOSED STATUS

	POSITION TITLE/PAY GRADE:
Ast Prof (Assistant Professor)

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
  MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign 

Dept.

	
	A
	XXXXXX
	08/15/00
	05/14/01
	1.0
	173.33
	4000.00
	1772
	XX
	XXXXX

	
	A
	XXXXXX
	05/15/01
	06/30/01
	0.00
	0.00
	0.00
	     
	
	

	
	A
	XXXXXX
	08/15/00
	05/14/01
	1.0
	     
	280.00
	(OTRS)
	     
	     

	Complete Section For New Positions Only 
	LABOR DISTRIBUTION
	Complete Section For New Positions Only 

	Proposed Status
	Proposed Status

	Account




Number
	   Percent
Percent


Start/End Date
	Start/End Date
	Account




Number
	Percent
	Start/End Date

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	SEPARATION INFORMATION

	Reason for Separation

     

	Code

     

	Effective Resignation Date

and Time

     
     
YYYYMMDD  FORMCHECKBOX 
 AM  FORMCHECKBOX 
PM
	Annual Leave Due

     
(Hours)
	Comp Time Due

     
(Hours)
	Unused Sick Leave

     
(Hours)

	MUST COMPLETE
	
FACULTY APPOINTMENT DETAILS

	Exempt from Overtime?
	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No
	Academic Department Granting Rank:
	Biochemistry

	Work Clearance Expires:
	     
	Academic Home Department Number:
	C2184

	Visa Type:
	     
	Notification Date for Reappointment:
	05/31/02

	Assignment Length (mos):
	     
	If Tenure Granted Previously, Date:
	09/01/95

	This pay increase is recommended after review of performance, market, and equity.  FORMCHECKBOX 

	Assignment Length:
 FORMCHECKBOX 
 Sem
 FORMCHECKBOX 
 9 Mo   FORMCHECKBOX 
 10 Mo FORMCHECKBOX 
 11 Mo FORMCHECKBOX 
 12 Mo



	
	
	Tenure Track:
   FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No   Action Grants Tenure:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	signed:      
	Appointment Length:  FORMCHECKBOX 
 Sem  FORMCHECKBOX 
 1 Yr  FORMCHECKBOX 
 2 Yrs  FORMCHECKBOX 
 4 Yrs  FORMCHECKBOX 
 5 Yrs  FORMCHECKBOX 
 Cnt

	This Form Prepared By:

Barbara Stillwater
	Date:

07/17/00
	Ext:

4XXXX
	Remarks:  Assignment lines reflect academic year.  The area designated for remarks should state the complete appointment period.  (ex., Faculty Appointment:  08/15/00 – 06/30/01).

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	Authorizing Signatures
	

    Date
	
	Authorizing Signatures
	

Date


Example D:  International Student (New Position)

	OKLAHOMA STATE UNIVERSITY


                            EMPLOYMENT ACTION

	Employee ID Number

111-22-3333
	Date of Birth 01/30/80
	Person on HRS?

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

Board Action Required?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	
	
	

	TESHMEYER
	JOE
	H.
	 FORMCHECKBOX 
  Appointment      FORMCHECKBOX 
  Title Change      FORMCHECKBOX 
  FTE Change

 FORMCHECKBOX 
  Promotion  
 FORMCHECKBOX 
  Rate Change
 FORMCHECKBOX 
  Separation


 FORMCHECKBOX 
  Reappointment
 FORMCHECKBOX 
  Demonstrated    FORMCHECKBOX 
  Retirement

	Last


First


     Middle
	 FORMCHECKBOX 
  Transfer
 FORMCHECKBOX 
  Proficiency          FORMCHECKBOX 
  Death

	PRESENT STATUS

	POSITION TITLE/PAY GRADE:
     

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign

Dept.

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	PROPOSED STATUS

	POSITION TITLE/PAY GRADE:
Stu Clerical/Secr     (Student Employment)

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
  MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign 

Dept.

	
	W
	(new)
	07/01/99
	05/09/00
	.25
	20
	5.15
	1767
	XX
	XXXXX

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
Complete Section For New Positions Only 
	LABOR DISTRIBUTION
	Complete Section For New Positions Only 

	Proposed Status
	Proposed Status

	Account




Number
	   Percent
Percent


Start/End Date
	Start/End Date
	Account




Number
	Percent
	Start/End Date

	XX-X-XXXXX-XXXX
	  1.0   
	07/01/99 – 05/09/00
	
	
	

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	
	
	
	
	
	

	SEPARATION INFORMATION

	Reason for Separation

     

	Code

     

	Effective Resignation Date

and Time

     
     
MMDDYYYY  FORMCHECKBOX 
 AM  FORMCHECKBOX 
PM
	Annual Leave Due

     
(Hours)
	Comp Time Due

     
(Hours)
	Unused Sick Leave

     
(Hours)

	MUST COMPLETE
	
FACULTY APPOINTMENT DETAILS

	Exempt from Overtime?
	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No
	Academic Department Granting Rank:
	     

	Work Clearance Expires:
	05/09/00
	Academic Home Department Number:
	

	Visa Type:
	F-1
	Notification Date for Reappointment:
	

	Assignment Length (mos):
	     
	If Tenure Granted Previously, Date:
	     

	This pay increase is recommended after review of performance, market, and equity.  FORMCHECKBOX 

	Assignment Length:
 FORMCHECKBOX 
 Sem
 FORMCHECKBOX 
 9 Mo   FORMCHECKBOX 
 10 Mo FORMCHECKBOX 
 11 Mo FORMCHECKBOX 
 12 Mo



	
	
	Tenure Track:
   FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No   Action Grants Tenure:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	signed:      
	Appointment Length:  FORMCHECKBOX 
 Sem  FORMCHECKBOX 
 1 Yr  FORMCHECKBOX 
 2 Yrs  FORMCHECKBOX 
 4 Yrs  FORMCHECKBOX 
 5 Yrs  FORMCHECKBOX 
 Cnt

	This Form Prepared By:

Al Over
	Date:

07/01/1999
	Ext:

4XXXX
	Remarks

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	Authorizing Signatures
	

    Date
	
	Authorizing Signatures
	

Date



Example E:  Promotion

	 OKLAHOMA STATE UNIVERSITY


                            EMPLOYMENT ACTION

	Employee ID Number

111-22-3333
	Date of Birth

01/30/60
	Person on HRS?

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

Board Action Required?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	
	
	

	Tesh
	John
	H.
	 FORMCHECKBOX 
 Appointment       FORMCHECKBOX 
  Title Change     FORMCHECKBOX 
  FTE Change

 FORMCHECKBOX 
 Promotion  
 FORMCHECKBOX 
  Rate Change
 FORMCHECKBOX 
  Separation


 FORMCHECKBOX 
 Reappointment
 FORMCHECKBOX 
  Demonstrated    FORMCHECKBOX 
  Retirement

	Last


First


     Middle
	 FORMCHECKBOX 
  Transfer
 FORMCHECKBOX 
  Proficiency          FORMCHECKBOX 
  Death

	PRESENT STATUS

	POSITION TITLE/PAY GRADE:
Technician/OC08     (Technician, Admin Support)

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign

Dept.

	
	Q
	XXXXXX
	07/01/00
	01/31/01
	1.0
	80
	6.75
	0338
	XX
	X-XXXX

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	PROPOSED STATUS

	POSITION TITLE/PAY GRADE:
Sr Technician/OC11     (Technician, Admin Support)

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
  MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign 

Dept.

	
	I
	XXXXXX
	02/01/01
	FN
	1.0
	173.33
	1250.00
	0338
	XX
	X-XXXX

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Complete Section For New Positions Only 
	LABOR DISTRIBUTION
	Complete Section For New Positions Only 

	Proposed Status
	Proposed Status

	Account




Number
	   Percent
Percent


Start/End Date
	Start/End Date
	Account




Number
	Percent
	Start/End Date

	(Existing position)
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	SEPARATION INFORMATION

	Reason for Separation

     

	Code

     

	Effective Resignation Date

and Time

     
     
MMDDYYYY  FORMCHECKBOX 
 AM  FORMCHECKBOX 
PM
	Annual Leave Due

     
(Hours)
	Comp Time Due

     
(Hours)
	Unused Sick Leave

     
(Hours)

	MUST COMPLETE
	
FACULTY APPOINTMENT DETAILS

	Exempt from Overtime?
	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
 No
	Academic Department Granting Rank:
	     

	Work Clearance Expires:
	     
	Academic Home Department Number:
	

	Visa Type:
	     
	Notification Date for Reappointment:
	

	Assignment Length (mos):
	     
	If Tenure Granted Previously, Date:
	     

	This pay increase is recommended after review of performance, market, and equity.  FORMCHECKBOX 

	Assignment Length:
 FORMCHECKBOX 
 Sem
 FORMCHECKBOX 
 9 Mo   FORMCHECKBOX 
 10 Mo FORMCHECKBOX 
 11 Mo FORMCHECKBOX 
 12 Mo



	
	
	Tenure Track:
   FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No   Action Grants Tenure:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	signed:      
	Appointment Length:  FORMCHECKBOX 
 Sem  FORMCHECKBOX 
 1 Yr  FORMCHECKBOX 
 2 Yrs  FORMCHECKBOX 
 4 Yrs  FORMCHECKBOX 
 5 Yrs  FORMCHECKBOX 
 Cnt

	This Form Prepared By:

Glen Dale
	Date:

02/01/01
	Ext:

4XXXX
	Remarks

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	Authorizing Signatures
	

    Date
	
	Authorizing Signatures
	

Date



Example F:  Separation
	 OKLAHOMA STATE UNIVERSITY


                            EMPLOYMENT ACTION

	Employee ID Number

111-22-3333
	Date of Birth

01/30/60
	Person on HRS?

 FORMCHECKBOX 
    Yes    FORMCHECKBOX 
  No
Board Action Required?     FORMCHECKBOX 
              FORMCHECKBOX 


	
	
	

	TESH
	JOE
	H.
	 FORMCHECKBOX 
  Appointmen   t   FORMCHECKBOX 
  Title Change      FORMCHECKBOX 
  FTE Change

 FORMCHECKBOX 
  Promotion  
 FORMCHECKBOX 
  Rate Change
 FORMCHECKBOX 
  Separation


 FORMCHECKBOX 
  Reappointment
 FORMCHECKBOX 
  Demonstrated    FORMCHECKBOX 
  Retirement

	Last


First


     Middle
	 FORMCHECKBOX 
  Transfer
 FORMCHECKBOX 
  Proficiency          FORMCHECKBOX 
  Death

	PRESENT STATUS

	POSITION TITLE/PAY GRADE:
Technician/OC10     (Technician, Admin Support)

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
  MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign

Dept.

	
	I
	XXXXXX
	07/01/00
	FN
	1.0
	173.33
	1250.00
	3712
	XX
	X-XXXX

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	PROPOSED STATUS

	POSITION TITLE/PAY GRADE:


	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
   MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign 

Dept.

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	Complete Section For New Positions Only 
	LABOR DISTRIBUTION
	Complete Section For New Positions Only 

	Proposed Status
	Proposed Status

	Account




Number
	   Percent
Percent


Start/End Date
	Start/End Date
	Account




Number
	Percent
	Start/End Date

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	SEPARATION INFORMATION

	Reason for Separation

Accepted other employment.     

	Code

110     

	Effective Resignation Date

and Time
02/01/01

5:00
MMDDYYYY  FORMCHECKBOX 
 AM  FORMCHECKBOX 
 PM
	Annual Leave Due

176.00
(Hours)
	Comp Time Due

0.00
(Hours)
	Unused Sick Leave

960.25

(Hours)

	MUST COMPLETE
	
FACULTY APPOINTMENT DETAILS

	Exempt from Overtime?
	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
 No
	Academic Department Granting Rank:
	     

	Work Clearance Expires:
	     
	Academic Home Department Number:
	

	Visa Type:
	     
	Notification Date for Reappointment:
	

	Assignment Length (mos):
	     
	If Tenure Granted Previously, Date:
	     

	This pay increase is recommended after review of performance, market, and equity.  FORMCHECKBOX 

	Assignment Length:
 FORMCHECKBOX 
 Sem
 FORMCHECKBOX 
 9 Mo   FORMCHECKBOX 
 10 Mo FORMCHECKBOX 
 11 Mo FORMCHECKBOX 
 12 Mo



	
	
	Tenure Track:
   FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No   Action Grants Tenure:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	signed:      
	Appointment Length:  FORMCHECKBOX 
 Sem  FORMCHECKBOX 
 1 Yr  FORMCHECKBOX 
 2 Yrs  FORMCHECKBOX 
 4 Yrs  FORMCHECKBOX 
 5 Yrs  FORMCHECKBOX 
 Cnt

	This Form Prepared By:

Al Over
	Date:

02/01/01
	Ext:

4XXXX
	Remarks

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	Authorizing Signatures
	

    Date
	
	Authorizing Signatures
	

Date


Example G:  Retirement

	 OKLAHOMA STATE UNIVERSITY


                            EMPLOYMENT ACTION

	Employee ID Number

111-22-3333
	Date of Birth

01/30/60
	Person on HRS?

 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
  No

Board Action Required?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	
	
	

	TESH
	JOE
	H.
	 FORMCHECKBOX 
 Appointment      FORMCHECKBOX 
  Title Change      FORMCHECKBOX 
  FTE Change

 FORMCHECKBOX 
  Promotion  
 FORMCHECKBOX 
  Rate Change
 FORMCHECKBOX 
  Death


 FORMCHECKBOX 
  Reappointment
 FORMCHECKBOX 
  Demonstrated    FORMCHECKBOX 
  Retirement

	Last


First


     Middle
	 FORMCHECKBOX 
  Transfer
 FORMCHECKBOX 
  Proficiency          FORMCHECKBOX 
  Death

	PRESENT STATUS

	POSITION TITLE/PAY GRADE:
Technician/OC10     (Technician, Admin Support)

	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
  MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign

Dept.

	
	I
	XXXXXX
	07/01/99
	FN
	1.0
	173.33
	1250.00
	3712
	XX
	X-XXXX

	
	     
	     
	     
	     
	     
	     
	     
	
	
	

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	PROPOSED STATUS

	POSITION TITLE/PAY GRADE:


	 FORMCHECKBOX 
  BIWEEKLY
 FORMCHECKBOX 
   MONTHLY

	
	Job

Code
	Position

Number
	Begin

Date
	End

Date
	FTE
	Hours
	Pay

Rate
	Class

Code
	HRS

Div
	Assign 

Dept.

	
	     
	     
	     
	     
	     
	     
	     
	     
	
	

	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	Complete Section For New Positions Only 
	LABOR DISTRIBUTION
	Complete Section For New Positions Only 

	Proposed Status
	Proposed Status

	Account




Number
	   Percent
Percent


Start/End Date
	Start/End Date
	Account




Number
	Percent
	Start/End Date

	
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	SEPARATION INFORMATION

	Reason for Separation

Retirement

	Code

460

	Effective Resignation Date

and Time

09/30/99 
5:00
MMDDYYYY  FORMCHECKBOX 
 AM  FORMCHECKBOX 
 PM
	Annual Leave Due

176.00
(Hours)
	Comp Time Due

0.00
(Hours)
	Unused Sick Leave

960.25

(Hours)

	MUST COMPLETE
	
FACULTY APPOINTMENT DETAILS

	Exempt from Overtime?
	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
 No
	Academic Department Granting Rank:
	     

	Work Clearance Expires:
	     
	Academic Home Department Number:
	

	Visa Type:
	     
	Notification Date for Reappointment:
	

	Assignment Length (mos):
	     
	If Tenure Granted Previously, Date:
	     

	This pay increase is recommended after review of performance, market, and equity.  FORMCHECKBOX 

	Assignment Length:
 FORMCHECKBOX 
 Sem
 FORMCHECKBOX 
 9 Mo   FORMCHECKBOX 
 10 Mo FORMCHECKBOX 
 11 Mo FORMCHECKBOX 
 12 Mo



	
	
	Tenure Track:
   FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No   Action Grants Tenure:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	signed:      
	Appointment Length:  FORMCHECKBOX 
 Sem  FORMCHECKBOX 
 1 Yr  FORMCHECKBOX 
 2 Yrs  FORMCHECKBOX 
 4 Yrs  FORMCHECKBOX 
 5 Yrs  FORMCHECKBOX 
 Cnt

	This Form Prepared By:

Al Over
	Date:

08/01/99
	Ext:

4XXXX
	Remarks  Age 62 with at least 10 years of service; any age with 25 years of continuous service; meet the OTRS “Rule of 80” [or “Rule of 90”].

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	
	     
	     
	
	
	     
	     

	Authorizing Signatures
	

    Date
	
	Authorizing Signatures
	

Date
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