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A9. 590 | NSTRUCTI ONS FOR PREPARATI ON OF STANDARD FCRM 5B
(SF-5B) NOTI FI CATI ON OF PERSONNEL ACTI ON

1. Purpose. To provide guidelines for the reporting and
approval of personnel actions such as appoi ntnments, pay rate
changes, position and fund changes, |eaves, separations and
ot her transacti ons.

2. oj ective. To provide instructions for the processing of
the Notification of Personnel Action, Standard Form 5B
(SF-5B).

3. Applicability/ Responsibility. The SF-5B is used to record
and report personnel actions affecting the status of Board
of Regents (BOR) personnel. Appropriate Presidential
desi gnees are responsi ble for the preparation, accuracy,
legibility, and propriety of the actions so recorded on the
SF- 5B.

4. Preparation of the SF-5B. The SF-5B is to be prepared in
accordance with this Admnistrative Procedure.

5. Routing of the Conpleted SF-5B. The follow ng sumrari zes
the routing procedure for all SF-5Bs:

A The original (labeled Payroll Cfice Copy) -- send
directly to UH Payroll Cfice with tax certificates and
ot her payroll docunents attached, as applicable.

B. The first carbon copy (| abel ed Personnel Managenent
G fice copy) -- send to System Revi ew and Devel opnent
Section, Personnel Managenment (ffice, Hawaii Hall 2, in
al phabeti cal order by enpl oyees | ast nane.

C The second copy (labeled B & F Enpl oyees’ Retirenent
System Copy) -- send with a transmttal formand any
related enroll ment docunents to the Enpl oyees’
Retirement System (ERS) only if the docunents show the
fol l owi ng actions:
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Servi ce
. New appoi nt ment or reenpl oynment
. Term nati on/ Resi gnati on
. Reti r ement
. Deat h
. Change in FTE, (if 50% FTE or nore, or

if a menber in the Retirement System
drops bel ow 50% FTE)

. Correction or change in nane, socia
security nunber, or retirenent code

Leaves
. Leave w thout pay (LWP) and return to
duty
. I ndustrial injury | eave
. Maternity | eave wi thout pay
. Mlitary
. Sabbat i cal, Professional |nprovenent
. Ext ensi on of | eave, suspension, etc.

Retroacti ve Paynents and Real | ocati ons

Actions NOT REQU RED by the Retirenment Systemi ncl ude:

Any for an enpl oyee who is not eligible for
menbership (retirenment/Fl CA codes NN, NE,
NS

Addr ess change

Regul ar sal ary change, pronotion, denotion
Change in stipend, pay differential, hazard
pay, etc.

The remai ning copies are for departnental distribution.
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BACKGROUND CF THE STANDARD FCRM 5B ( SF-5B)

Ef fective June 1, 1967, the SF-5B, Notification of Personnel
Action, becane the official docunent used to effect various
personnel transactions such as appoi ntnents, transfers,
pronotions, salary adjustnents, and separations. This form
repl aced appoi ntment forns, contracts, menos, and ot her docunents
which were in use to officially authorize personnel actions, and
provided an orderly neans of collecting personnel data for input
into the automated Faculty-Staff Information System (FSI'S).

The SF-5B serves as the official authorization docunent for
personnel actions affecting enpl oynent status and conpensati on;
therefore, accurate preparation is inperative. Under the
Presidential delegation of authority, the respective Senior M ce
Presi dent & Chancellors, Senior Vice President, Vice Presidents,
State Director for Vocational Education, Drector of Planning and
Policy, Drector of University Budget, D rector of Personnel,
Manoa Deans and Directors, and others so del egated, and their
desi gnees, are responsi ble for the ensurance of accuracy and
propriety of all actions docunmented on the SF-5B. (Refer to
speci fic applicabl e menoranda of del egation of authority for
per sonnel actions.)

Per sonnel actions involving exceptions to the Board of
Regents Byl aws and Policies (BORP), Executive Policies (EP),
Admni strative Procedures (AP), and col |l ective bargaini ng
agreenents require the approval of the President, and the Board
of Regents as appropriate. Al personnel actions concerning
Executive/ Managerial (E/M personnel require the review and
approval of the President, who in turn forwards to the BOR for
approval any action involving Executive personnel. The Personnel
Managenment Office serves as staff to the President in the reivew
of all SF-5Bs for E/ M personnel.

As with any autonated data processing system the
information we obtain fromour FSISis only as good as the data
we enter intoit. Therefore, it is inportant that you conplete
the SF-5B accurately and that you circle all changes in red.

Pl ease be sure that the circled itens are clearly marked on each
of the carbon copies of the SF-5B.



