The following portions of the Form 1 need to be completed prior to turning into the Recruiter:


REQUEST TO FILL/CREATE VACANT POSITION:
Position Type:   FORMCHECKBOX 
NEW HIRE                      FORMCHECKBOX 
 TPL A   FORMCHECKBOX 
 TPL B            TPL Title:_________________________________________

                           FORMCHECKBOX 
 MGMT - LEVEL      

                 FORMCHECKBOX 
 BU1/6 (EDP, computer operator, mail clerk, etc) 

                           FORMCHECKBOX 
BACKFILL - NAME OF PREVIOUS EMPLOYEE:      
                                         

               

Functional Title Requested:                                                                   Official Title Requested:                                                 
  
Justification:                                                                                                                                                                                         


Unit:      


 
Estimated Salary: $                                Estimated Start Date:                        


Requesting Manager:      

    Dept. Head:      

              
            Date:                      


PERSONNEL ACTION REQUEST:

 FORMCHECKBOX 
PROMOTION    FORMCHECKBOX 
RECLASSIFICATION    FORMCHECKBOX 
UNIT CHANGE/TRANSFER    FORMCHECKBOX 
OTHER


 FORMCHECKBOX 
CHANGE WORK SCHEDULE    FORMCHECKBOX 
RESIGNATION/RETIREMENT/TERMINATION (LETTER ATTACHED)       

Justification:                                                                                                                                                                                              


Candidate: 
                                                                                                     
Employee ID#:



 










(required unless new hire) 

 FORMCHECKBOX 
TRANSFER
 FORMCHECKBOX 
ITD EMPLOYEE
 FORMCHECKBOX 
STATE EMPLOYEE - AGENCY NAME 
                                                 


Effective Start Date: 


Salary: $
                            (if BU, specify Grade & Step) Grade:

       
    Step:

             
 
Requesting Manager:      


                    Dept. Head:      
   Date: _________________ 

 FORMCHECKBOX 
 APPROVED
 FORMCHECKBOX 

DENIED

 

                


Budget / Date 
                               CFO / Date

Received by HR/Date:_______​​​​​​​​​​​​​​​​​​​​​______________________

Sent to TFG for budgetary approval/Date:___________________                

From TFG-OK to Post/Date:________________________

Sent to TFG for final approval/Date: _______________________
                06/07
POSITION/PERSONNEL ACTION FORM       *****Must Submit with Form 30 when Requesting to Fill*****          FORM-1














AGENCY BUDGET INFORMATION:





Appropriation Account: 1790-� FORMTEXT ��     �		Unit: � FORMTEXT ��     �		      Program Code: � FORMTEXT ��     �                                      	                                      


	      (for Capital Accounts only)


Budget Sign off: 				Date:		          CFO:			      Date:                       	     





ITD HUMAN RESOURCES DIVISION:





Position #:� FORMTEXT ��     �                        	       HRCMS Functional Title: � FORMTEXT ��     �	                        HRCMS TPL Title: � FORMTEXT ��     �                                  	                                      


	


Current Annual Salary: 		                             		      Date of Last Promotion/TPL Increase:	                                           	 





Proposed Annual Salary: _____________________	Posting ID:________________             Posting Dates:______________





Offer Letter Sent:  Y/N	Date Sent: ___________		By: _______________








