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Education Cabinet

Office of Career and Technical Education

Request for Personnel Action Memorandum   (PAM)

Included here are:

1. Directions for completing the Memorandum

2. A Blank Memorandum

· The memorandum has been amended to assist those who prepare it as well as those who receive it.  
· The memorandum can be continued on to a second page as needed. 
· The Memorandum is in “read only” format here.  To use, you must highlight and copy the text of the Memorandum to a new Word Document.  That in turn can be completed and forwarded as an attachment via e-mail.   
Preparing the Request for Personnel Action Memorandum:  

(1) List nature of action requested:  

· Indicate date position needs to be filled

· Choose one of the top three boxes and one from the next six boxes.

(2) Title of Position: (ex:  Teacher, Administrative Secretary I, or Maintenance Worker). 



Teaching Subject – complete if applicable.   

(3) Position Number: 

· If requesting to fill an anticipated vacancy, the position number will be the same as on the current employee’s P-1.  

· If establishing a new position (dual, part-time, full-time), the Personnel Administrator will fill that in before forwarding to Central Office.  

· Non P-1s do not have position numbers. 

(4) Source of Funding:  If Business/Industry, please provide name.

(5) Pay Rate:  If requesting salary @ 1.5 base hourly rate, please specify reason.  

(6) Location:  List School name and alternate location if program is off-site.

(7) Reason why position or promotion is critical to the operation of the department.  The form has been adapted to provide space for this information.  

· Justification must include a statement of need.  It may be helpful to site previous, current, and anticipated enrollment, community response, continuity and uniformity of classroom instruction, health and safety environmental concerns, and similar relevant information.  Please do not list personal issues, inconveniences or similar issues.  Do not mention employee dismissals, disciplinary actions; however, it is acceptable to indicate that a position is becoming vacant due to a resignation or retirement.   

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



 Please provide brief statement. 

Routing the Request for Personnel Action Memorandum:
a) ATC prepares the Request for Personnel action Memorandum

b) ATC e-mails (as attachment) completed Memorandum to Area Service Supervisor and copies to Personnel Administrator (forwarding of e-mail will serve as signature)

c) Area Service Supervisor indicates approval or denial and forwards to Personnel Administrator via e-mail (forwarding of e-mail will serve as signature)

d) Personnel Administrator submits PAM to Angie Risk

e) Angie will construct the justification letter and forward letter and PAM to the Executive Director for approval.

f) Angie completes a priority list, which is then forwarded to the Personnel Director, along with the justification letters for approval by the Commissioner.

g) Priority List is sent to Personnel Cabinet for approval.

h) Cabinet Human Resources Office notifies Principal/Administrative Business Office of approval of Priority List

i) When ATC is notified of approval to fill, necessary paperwork must be forwarded to Personnel Administrator.
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