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Description automatically generated]Personnel Action Notice – Status Change

Employee Name:          	Dept/Division:        
Title:       	Effective Date:        	
ACTION: 
[bookmark: Check1][bookmark: _Hlk207979253]|_| Promotion	|_| Reclassification	|_| Pay Adjustment
|_| Demotion (Disciplinary/Performance) 	|_| Demotion (Non-disciplinary)
|_| Transfer Depts (Commission Approval)	|_| Transfer within Dept
|_| Other :       
(Promotion/Demotion is a change in pay grade; transfer is a change within the same grade).
CHANGE (Leave blank if not applicable):
	
	Current
	Proposed

	Job Title:
	     
	     

	Department:
	     
	     

	Cost Center(s):
	     
	     

	Pay Grade/Step:
	     
	     

	Rate/type:
	[bookmark: Dropdown1]     /
	     /

	Status:
	[bookmark: Dropdown2]
	

	Other (clothing, shift, etc.):
	     
	     


Notes:        
Recommended/Requested: 	Approved:


Supervisor - Date	Department Head - Date

|_| Approved consistent with Commission approved policy     or       |_| Denied


Human Resources*	Date

Note(s):  

Employee:


Employee:	Date


*Does not indicate approval/denial for elected departments, indicates acknowledgement of record.
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