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	PERSONNEL ACTION (PA40)
Important Information:  When changes are made to HRMS updates will be made to this form.  The date listed in the footer note will indicate the date the form was updated. 
	

	Name:       
	Personnel Number:       

	PA40 Action Type - Enter the action you wish to take.  (For example: New Hire, Appointment Change, Leave of Absence, Separation.)

	     
	Effective Date:       
	Duration:       

	IT0000 - Action 

	Reason for Action
	     

	Reference Personnel Number (Generated By System - More Than One Position) Is 
	     

	Position Number …………………………………………………………………………………………
	     

	Job Class - If appointing to lower level than position allocation (e.g. In-training appt).................
	     

	Personnel Area (Will Default in HRMS Based On Position Data)………………………………………………………
	     

	Employee Group (Will Default in HRMS Based On Position Data)……………………………………………………
	 FORMDROPDOWN 


	Employee Subgroup (Will Default in HRMS Based On Position Data)………………………………………………
	 FORMDROPDOWN 


	IT0002 - Personal Data 

	Last Name

     
	First Name

     
	Middle Name

     
	Suffix

     
	Also Known As (AKA)

     

	Social Security Number
     
	Date of Birth

     
	Gender

 FORMCHECKBOX 
 Female    FORMCHECKBOX 
 Male 
	Marital status

 FORMDROPDOWN 

	Since

     

	IT0001 - Organizational Assignment 

	Personnel Sub-area (Exempt, WMS, Non-represented)

     
	Business Area (Agency)

     
	Organization Key

     


	Contract (Appt. Status)

 FORMDROPDOWN 

	Org Unit (Division/Work Unit)

     
	Time Administrator (Attendance Unit)

     

	IT0016 - Contract Elements

	Contract Type

 FORMDROPDOWN 

	Probationary Period (# M, D or Y)

          FORMDROPDOWN 


	IT0019 - Monitoring of Tasks 

	Task Type (End of Probation, Trial, In-Training)

 FORMDROPDOWN 

	Date of Task

     
	Reminder Date (Optional)

     
	Lead/Follow-Up Time (Optional)

          FORMDROPDOWN 


	IT0006 - Addresses

	Permanent Home Address

     

	Postal Code 

     
	City

      
	Country 

USA
	Office/Region (State)

     
	County

     

	Home Telephone 

     
	Communication (Optional–Alternate Message Phone, FAX, Pager, etc.) 

     

	IT0007 - Planned Working Time

	Work Schedule Rule (Defaults to Full Time)

     
	Time Management Status (Defaults to Time Evaluation of Planned Times)

     
	Additional Time ID

 FORMDROPDOWN 


	Working Week (Defaults to Working Week Monday)
     
	 FORMCHECKBOX 
  Part-time Employee
 FORMCHECKBOX 
  50%, Employee is paid monthly
	Employment Percent (Defaults 100%)

     


	IT0022 - Education

	Amount of Education (Less Than High School, High School, Grad, Some Grad. Work)

 FORMDROPDOWN 

	Schooling Start Date & End Date

              

	Education/Training (Major)

     
	Institute/Location (Enter  Name, City & State)

       

	Country Key (Optional)

USA
	Certification

       

	IT0041 - Date Specifications (You can add, delete, or change dates that HRMS populates within these fields.)

	Date                   Type                               Date                                         Date           Type                                             Date

	     
	 FORMDROPDOWN 

	     
	
	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     
	
	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     
	
	     
	 FORMDROPDOWN 

	     

	IT0077 - Additional Personal Data (Diversity)

	Ethnicity
 FORMDROPDOWN 

	Race Data (Check all that apply)

 FORMCHECKBOX 
 White   FORMCHECKBOX 
 Black   FORMCHECKBOX 
 American Indian/Alaskan Native   FORMCHECKBOX 
 Asian   FORMCHECKBOX 
 Native Hawaiian/Pacific Islander 

 FORMCHECKBOX 
 Some Other Race (Optional)

	Military Status  FORMDROPDOWN 
 
	 FORMCHECKBOX 
   Exempt From EEO Reporting  

	Veteran Status (Used by agencies with federally funded contractors)
 FORMCHECKBOX 
  Special Disabled Veteran

 FORMCHECKBOX 
  Vietnam-era Veteran

 FORMCHECKBOX 
  Other Veteran

 FORMCHECKBOX 
  Newly Separated Veteran

 FORMCHECKBOX 
  Non-Veteran  (Default is non-veteran)
	Disability (Non-Veteran)
 FORMCHECKBOX 
  Disability
Disability Date       
Date You Learned of Disability       

	IT0081 - Military Service 
	IT0552 - Time Specification/Employment Period 

	Military Service Type 

 FORMDROPDOWN 

	Start Duration of Service 

Start Date        End Date      
	Time Specification  (Can overwrite selection)

     

	IT008 - Basic Pay

	Reason
	 FORMDROPDOWN 

	Capacity Utility Level
	       (% Time)

	PS Type
	 FORMDROPDOWN 

	Work Hours/Period
	       (Semi-monthly)

	PS Area
	     
	Next Increase
	       Must Enter Date

	PS Group
	        Level       
	Annual Salary
	$     

	Comments/Notes

     

	Date

     
	Prepared By (If Required)

     
	Date

     
	Approved By (If Required)

     


The Public Records Act, RCW 42.17.250, et. seq., requires disclosure of public records unless they are exempt.  If requested, non-exempt public records in the possession of the Department of Personnel will be released.  Exempt records will be withheld from public disclosure or exempt portions of records will be redacted from records prior to release.
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