DEPARTMENT OF HUMAN RESOURCES

Document Submission Schedule

Personnel Action Forms and Notice of Appointments
An employee’s direct compensation is vital to his/her acceptance and retention of employment.  The astute employer will ensure that all mechanisms are in place to have employees receive their wages in a timely and efficient manner.  This important process is the combined effort of the potential employee, the hiring department, the Department of Human Resources, and the Payroll Department.  Professionalism and communication are required in order for all components to operate optimally. 
The following schedule of document submission is implemented to ensure that the employee is compensated in a timely manner.  Compliance with the document submission schedule below is the mechanism which guarantees payment to the employee in the pay period indicated. 
 Be advised that properly completed Personnel Action Form (PAF) and Notice of Appointment (NOA) submissions received by the Human Resources Department after the scheduled deadline will result in the pay, or other changes submitted, being delayed to the next pay cycle as indicated.  Incomplete and/or improper actions may not be processed. 
Complete New Hire packets must be received by the Recruitment Services Department on Wednesday @ 10:00 a.m. prior to the Monday start date, UNLESS OTHERWISE NOTED DUE TO FAU HOLIDAY. New Hire packets include PAF, and if required, appropriate offer letter, and Above Minimum Justification memo (for SP only if applicable).  NOTE: All new employees are subject to a criminal background check prior to approval for hire. Please advise New Hire employees that their first paycheck will be based on the submission schedule below.
Submission Schedule

Submission Schedule

New Hires         

All Other Actions 
	Complete New Hire Packet to Recruitment Services Office
	Scheduled University Pay Date
	
	PAF or NOA forms received in Processing and Records
	Scheduled University Pay Date

	06/04/2014
	06/27/2014
	
	06/03/2014
	06/27/2014

	06/18/2014
	07/11/2014
	
	06/17/2014
	07/11/2014

	07/01/2014
	07/25/2014
	
	07/01/2014
	07/25/2014

	07/16/2014
	08/08/2014
	
	07/15/2014
	08/08/2014

	07/30/2014
	08/22/2014
	
	07/29/2014
	08/22/2014

	08/13/2014
	09/05/2014
	
	08/12/2014
	09/05/2014

	08/27/2014
	09/19/2014
	
	08/26/2014
	09/19/2014

	09/10/2014
	10/03/2014
	
	09/09/2014
	10/03/2014

	9/24/2014
	10/17/2014
	
	09/23/2014
	10/17/2014

	10/08/2014
	10/31/2014
	
	10/07/2014
	10/31/2014

	10/22/2014
	11/14/2014
	
	10/21/2014
	11/14/2014

	11/05/2014
	11/28/2014
	
	11/04/2014
	11/28/2014

	11/19/2014
	12/21/2014
	
	11/18/2014
	12/12/2014

	12/03/2014
	12/26/2014
	
	12/02/2014
	12/26/2014

	12/17/2014
	01/09/2015
	
	12/16/2014
	01/09/2015

	12/31/2014
	01/23/2015
	
	12/30/2014
	01/23/2015

	01/14/2015
	02/06/2015
	
	01/13/2015
	02/06/2015

	01/28/2015
	02/20/2015
	
	01/27/2015
	02/20/2015

	02/11/2015
	03/06/2015
	
	02/10/2015
	03/06/2015

	02/25/2015
	03/20/2015
	
	02/24/2015
	03/20/2015

	03/11/2015
	04/03/2015
	
	03/10/2015
	04/03/2015

	03/25/2015
	04/17/2015
	
	03/24/2015
	04/17/2015

	04/08/2014
	05/01/2015
	
	04/072015
	05/01/2015


Note:  Adjustments have been made to accommodate holiday payroll schedules.
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