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NORTHERN NEW MEXICO COLLEGE
Position Accounting Allocation Change Request 

PURPOSE:  Request accounting code changes to current Personnel Action Notice.
Section I.   Completed by requestor.  
    - Requestor types “X” to identify if faculty, staff or student; “X” to identify employee status; “X” if FT or PT. 

    - Type in the Name, Department and Job Title.  If this is a new assignment or position change, the name of the Reporting Official is required.  
    - Provide Banner ID number, position number and effective dates (start/end).  

    - Position number is 6-digits.  Contact the Budget Office if you do not know the number.  
                                                                                           SALARIES – LINE ITEM #
STIPENDS:  

Faculty 



Staff--Professional
Faculty:     900091
61101 – Full-time


61301 – Full-time
Staff:         900092
61102 – Overload

61302 – Part-time
Students:  900093
61103 – Part-time

61303 – Stipend/Honorarium



61104 – Stipends/Honorariums

Students


Staff – Support 



61451 - Salaries


61401 – Full-time




61452 - Stipend


61402 – Part-time




Temps (Hourly)


61403 – Stipends/Honorarium




61505 – Other Salaries
    - Reason for Action section:  Provide all information that will provide justification to change the accounting codes.  (This section will expand as you type).

    - Requestor completes the Requestor Name & Phone Ext, Job Title and Date of submission.

Section II.  Completed by Human Resources (HR).  
Section III.  Requestor completes Account No., FTE%  (full-time equivalency), Amount and TOTAL. 
Budget Office completes the last box of section:   Budget Approval, Job Title and Date.
PROCESS:  The completed PAACR is emailed to par@nnmc.edu.  We do not accept hard copies.  
    - HR will send the PAACR to the appropriate executive officer for review and approval to proceed. 
    - HR then forwards the Executive-approved PAACR to the Budget Office for their review and approval.  
    - HR then receives the approved PAACR from Budget and prepares the PAACN (Position Accounting Allocation Change Notice).  
    - HR contacts the Chair by email to request them to sign the PAACN at the HR Office.  
    - The designated Executive will also sign the form.
    - The original is provided to the Payroll Office to update Banner and a copy filed in the personel file.  

Summary of Changes:  This form will be used when the accounting codes for an employee must be changed to effect a correction or when different funding has been approved.  
SEE REVERSE FOR FORM

	Employee Name:
	     

 FORMTEXT 
 

	Department: 

	     

	Job Title:
	     


	Banner:       
	
	Position #:
	     
	Effective Date:          
	

	Reason for Action:
	     


	Requestor Name  & Phone Ext 
	                              Job Title:                                                  Date:       


                     SUBMIT TO HR ELECTRONICALLY ONLY (VIA EMAIL)
	 FORMCHECKBOX 
Staff      
	 FORMCHECKBOX 
Faculty
	 FORMCHECKBOX 
Student
	 FORMCHECKBOX 
REG            FORMCHECKBOX 
TEMP
	  FORMCHECKBOX 
TERM
	
	 FORMCHECKBOX 
F/T               FORMCHECKBOX 
P/T


              
	FLSA STATUS       FORMCHECKBOX 
Non-exempt
                               FORMCHECKBOX 
Exempt  
	  Notes:      

	
	 
	


	HR Approval:     
	
	Job Title:      
	
	Date:       
	

	
	
	
	
	
	



	FROM  Account No:
	              FTE %:         
	
	

	            TO:
	              FTE%:     
	Amount:
	$     

	FROM  Account No:
	              FTE %:    
	
	

	            TO:
	              FTE%:     
	Amount:
	$     

	FROM  Account No:
	              FTE %:    
	
	

	             TO:  
	              FTE%:    
	Amount:
	$     

	(Must Equal Contract or Estimated Amount)                 PREVIOUS TOTAL $     
	  NEW TOTAL
	$     


	
	
	Budget Approval:
	     
	Job Title:
	     
	Date:
	     


INSTRUCTIONS ON REVERSE
NEW:   May 30, 2012   


SECTION I – POSITION INFORMATION





SECTION II – HR APPROVAL





SECTION III – BUDGET APPROVAL








