
 
 

4.  Staff Personnel Action (SPA) Form (Continued) 
Specific, Change Positions 

 
 

Specific, Change 
1100 Administrative—Non-Academic (non-bargaining unit) 
1110 Classified Exempt 
1120 CWA 
1180 UTPPA 

   1280 Post-Doctoral Associate 
 

Staff Personnel Action (SPA) Form 
(Change) 
 
 
 
 
 
 
 
 
 
 
 
 
           
                            
           
            
         Title change only.  
 
 
                   
 
 
 
 
*Human Resources must serve as the “gatekeeper” in this process.  
 They must make sure that someone in HR has been involved from the beginning. 
                     

      
                         

Initiating 
Department 

Business 
Manager 

 
Prepare Budget 

Transfer Request 
(BTR), if needed. 

Grants 
(if required) 

 
Budget 

Payroll 
File original. 

Human Resources 
 

Retain copy for BOT signature and personnel file. 
 

Prepare list for BOT approval.

Human 
Resources* 

Discuss and approve with HR/Dean/Director/VP/Provost.  An E-mail approving request must be 
attached to the SPA.  It’s critical that this communication occur as first step in this process. 

NOTE:  Shaded boxes are the “Required Signatures” needed to get a paycheck processed. 

Board of Trustees 
Obtain signature of BOT secretary.

If SPA is generated in order to change a working title, Human Resources will edit HR screen 66, Line 1 and 
forward to BOT secretary.  (Note:  Someone in Human Resources will need to request access to HR Screen 66.
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