
REQUEST FOR PERSONNEL ACTION MEMORANDUM

TO:

Angela F. Risk, Personnel Administrator

FROM:



DATE:


	(1) List nature of action requested – Date Needed:
	


	
	Establish
	
	Fill Vacant Position
	
	Promote

	Also, please indicate one of the following:

	
	Full-Time
	
	Part-Time (Under 100 Hrs)
	
	Non P-1

	
	
	
	
	
	

	
	Interim
	
	Temporary
	
	Dual


	(2) Title of Position: 
	
	Teaching Subject: 
	

	      For all except full-time – Indicate:  Needed from
	
	To
	

	(3) Position Number: 
	

	(4) Source of Funding: 
	

	(5) Location where the position is to be assigned:

	School Name:
	

	Alternate Location (if off-site):
	

	(6) Reason why position or promotion is critical to the operation of the department:

	

	

	(7) Explanation of why duties assigned to the vacant position could not be absorbed by other personnel:

	

	


	Approved:
	
	Approved:
	

	                               Principal/Supervisor             Date 
	                                 Supervisor               Date


	COMMENTS AND/OR LIMITATIONS ON APPROVAL (Please initial):
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