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Department initiates 
PAF, filling-in data. 
Responsible Person 
signs. 

Department Head 
signs the proposed 
personnel action. 

Division Head reviews for 
strategic need within 
funding limitation &  if 
agrees, approves & 
forwards to VP level. If no, 
returned to Department for 
revision or rescission. 

VP/Division Head 
reviews, approves, 
forwards to President. 

PAF assigned  
tracking number for on-
line logbook-in at 
Budget Departme  

If a Grant-funded, 
forward to Grant 
Accountant. If 
University funded 
forward to Budget 
Analyst (Ken Retino). 

Grant Accountant 
verifies end dates, 
availability & 
allowability of funds.  
Signs and fwd to Budget 
Analyst 

Budget Analyst (Ken Retino) 
verifies FRS data and budget impact 
& checks job posting and verifies 
labor distribution.  Assigns position 
number after review is completed. 

AVP Budget (Ed 
Bishof) reviews 
impact of PAF on 
budget, faculty load, 
business sense 
raises appropriate 
questions; approves 
PAF when questions 

& 

are resolved

PAF scanned, 
filed, logged-
out of Budget 
Department to 
Human 
Resources 

PAF checked 
by HR f
completeness of 
personnel info 
required (e.g., I-
9).  Assignment 
is created in 
HRS.  HR 
communicates 
with initiating 
dept if 
information is 
inadequate.  HR 
files copy of 
PAF by 
employee name 
and fwds copy # 
3 to Payroll.   

or 

If necessary, Pres reviews, 
approves, fwd to Budget 
D

Payroll and Benefits Dept 
verifies eligibility, inputs   
payroll data, files original 
white PAF by pay period 
and separately (yellow) by 
union.  No yellow copy is 
kept for non-aligned. 

                                                           
1 Once in the Budget Department; there is an on-line logbook available to check the status of the 
PAF. 


