
PERSONNEL ACTION REQUEST (PAR) UPDATE 07/03 
 
The Personnel Action Request form was modified to assist the Departments to process job actions on a single 
form; minor formatting changes have been included on date fields, and the social security field.  The top portion 
of the form was rearranged to show pertinent information at a glance.  Additional involuntary reason codes have 
been added to the termination action drop down list. 
 

 
 
A third job action line has been added, this will help reduce the number of PAR’s necessary to process job 
actions for employees having more than two job actions 
 

 
 
Involuntary reason codes for the termination action have been added. 
 Involuntary – Attendance  Involuntary – Gross Misconduct 
 Involuntary – Job Abandonment Involuntary – Misconduct 
 Involuntary – Misstmnt on Applic Involuntary – Performance 
 Involuntary – Other Reason  Involuntary – Under Probation 
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The remarks box has been increased to accommodate 6 full lines of information; frequently used documentation 
can be stored on a Word document and pasted into the remarks box.  Open your Word document, highlight the 
area to copy, right click the mouse, a screen will pop up, click on copy.                                                  

 
 
Next place cursor in the remarks box, right click the mouse, click on paste 

 
 
An example of this practice, shown here, is commonly used by main campus when hiring faculty. 
 

 
 

Paste documentation in the box by, 
clicking in the box and hitting the space 
bar, the cursor will blink. 

Click copy 

The documentation 
will paste inside the 
Remarks box. 


