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Personnel Transaction Form (PTF)
Complete this form to request: an FTE change; an account code change; salary/wage change; 
a lump sum payment; an extension of employment date; or an employee separation.
Personnel Transaction Form (PTF)


Please attach a completed IPAR Form. This form should be signed by the supervisor only and then sent directly to Human Resources.
 FORMCHECKBOX 
 Faculty   FORMCHECKBOX 
 Academic Staff 
 FORMCHECKBOX 
 Limited  FORMCHECKBOX 
 Graduate Asst   FORMCHECKBOX 
 University Staff (Classified)    FORMCHECKBOX 
 University Staff Temp
	Employee Name:      
	Person ID:      
	Employee Title:      

	Department:    
	Campus:  FORMCHECKBOX 
 Oshkosh    FORMCHECKBOX 
 Fox     FORMCHECKBOX 
 Fond du Lac

	Contact Email: 
	Contact Name (Prepared by): 

	
	Contact Phone: 


	 FORMCHECKBOX 

	Department Number Change

	
	Effective Date of Change:       
	

	
	Previous Dept No.: 
	New Dept No.: 

	
	Previous Dept No.:       Percentage:      
	New Dept No.:       Percentage:      

	 FORMCHECKBOX 

	Overload FOR FACULTY/EXEMPT ACADEMIC STAFF ONLY  (monthly) MUST COMPLETE ALL SECTIONS FOR PAYMENT TO BE MADE– max. allowable is 20% of base or $18,000, whichever is greater

	
	Current Salary/Base Rate: $     
	Dept No. to Charge:       Percentage:      

	
	Overload Total Amount: $     
	Dept No. to Charge:       Percentage: 

	
	Cumulative Overload $      
	Cumulative Overload Percentage:      

	
	Dates of Service: 
(Dates of service will determine payment schedule)
	

	
	Salary Adjustment Reason:  FORMDROPDOWN 

(click on drop down and choose appropriate reason based on justification)

	
	Justification for Payment: See instructions on page 2 for justification requirements. Attach to PTF for processing. Justification can also be provided in the comments section.

	 FORMCHECKBOX 

	Permanent/Temporary Base Rate Adjustment – FOR ALL CLASSIFICATIONS attach justification*

	
	Dates of Service:           FORMCHECKBOX 
 Permanent Base Rate Adjustment     FORMCHECKBOX 
 Temporary Base Rate Adjustment

	
	Effective Date: 
        
	Previous Salary/Base Rate: 
     

	
	End Date: 
        
	New Salary/Base Rate: 

     

	
	Salary Adjustment Reason:  FORMDROPDOWN 
 

(click on drop down and choose appropriate reason based on justification)

	
	Justification for Payment: See instructions on page 2 for justification requirements. Attach to PTF for processing. Justification can also be provided in the comments section.

	 FORMCHECKBOX 

	FTE Change - attach justification*

	
	Effective Date of Change:      
	Previous Salary: $
	Anticipated Salary for New FTE: $

	
	Previous FTE: 
	New FTE: 
      
	Total New FTE: 

	
	Previous FTE: 
	New FTE: 
      

	

	 FORMCHECKBOX 

	University Staff Project/Temporary Staff Extension of Employment Dates  - attach justification*

	
	Previous End Date: 
	New End Date: 


	 FORMCHECKBOX 

	Employment Status Change - Attach retire/resignation letter from employee/termination notice

	
	Last Day in Pay Status: 
	 FORMCHECKBOX 
 Retirement 
 FORMCHECKBOX 
 Resignation
 FORMCHECKBOX 
 Termination

	
	 FORMCHECKBOX 
 Transferring to another state agency  


Comments: 
	Approvals - Obtain dept. chair/supervisor signature then route to Human Resources to be reviewed through IPAR 

	Dept. Chair/Supervisor 


	Date


	Approvals for grant funded positions/transactions, dept. number changes, terminations, or decrease in FTE ONLY 

	Budget Office
	Date
	Human Resources
	Date

	Dean/AVC
	Date
	Vice Chancellor/Chancellor
	Date


	-- For Human Resources Use Only--

	 FORMCHECKBOX 
 Title Change

 FORMCHECKBOX 
 In-Range Salary Adjustment:   FORMCHECKBOX 
 Salary Equity       FORMCHECKBOX 
 Market Rate Adjustment
Effective Date: 


Justification Requirements

See justification requirements below and attach specific details regarding why the additional duties are above the normal expectations in the current position. Justification can also be provided in the comments section. If counter offer, equity, or merit see below for requirements.
The justification is required to determine the payment is appropriate or if further position analysis is needed.
	Salary Adjustments
	Justification to Include

	Lump Sum Payment (Overload)
	· Substantial additional duties to existing responsibilities of a 1.0 FTE

· A workload in excess of 100% of employee’s time

· Duties that are unusual, short-time or nonrecurring

	Temporary Base Rate Adjustment
	· Need for employee to assume temporary responsibilities

· A non-permanent or seasonal qualification or job attribute

	Interim Appointment
	· Need for employee to serve in an acting or interim appointment

	Change in Duties
	· A substantive change in the scope of duties and responsibilities within current title including reduced or expanded duties and/or deleted and new duties
· Identify those duties and responsibilities listed in the old position description which now constitute a lower percentage of employee’s work time or are no longer performed by the employee

·  Identify those duties and responsibilities which were formerly listed in the old position description, but now constitute a larger percentage of the employee’s work time or are new duties and responsibilities not listed in the old position description

· Indicate changes by listing them as they appear on the position description (i.e., “A-A1. Types correspondence [….]” or “B-B3. Writes general replies […]”)

	Retention
	· Employee is actively seeking employment and the resultant loss of the employee’s knowledge and experience would be a detriment to the department, division, or campus

	Counter Offer
	· Documentation of a job offer from an employer outside of UW System

· The offered position must have comparable duties and responsibilities to current position

· The outside offer must be at a rate higher than their current rate

	Equity
	· Demonstration of a significant pay compression/inversion between employee and their immediate subordinates and/or colleagues

· Established labor market data that identifies a need to award market adjustments in order to achieve equity with external employers

	Merit
	· Length or frequency of superior performance

· Regularity with which outstanding contributions are demonstrated

· Overall significance or importance of the employee’s work to the department, division, or campus

	
	


	Personnel Transaction
	Justification to Include

	FTE Change
	· Additional duties to current workload that would require FTE increase

· Decrease in duties to current workload that would require FTE decrease

	Extension of Employment Dates
	· Change in operation or project that requires employment to be extended

	Retirement/Resignation
	· Make two copies of retirement/resignation letter. Send original to Human Resources immediately. Attach one copy to the completed PTF. Department keeps second copy.
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