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Gas Plant,Compressor Station & Pipeline Construction
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Douglas. Wy o
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PERSONNEL ACTION NOTICE

CONFIDENTIAL |

NEW HIRE CHANGE SEPARATION Effective Date
Social security No.
Name-Last First Middle
Clock or Payroll No.
Department Shift
Address Phone
City State Zip Code
Please complete only the appropriate section below
NEW HIRE Reason for
REHIRE ADDITION TO STAFF REPLACEMENT

CHANGE

SEPARATION

L1 [ 1]

Employee Status

L1

Fulltime regular Partime regular Fulltime temporary Parttime temporary
Classification W-4 completed No. of Exemptions
onon-exempt oexempt goyes oOno

Starting Rate

oHourly$ oWeekly$
Job Title

Check all applicable boxes. Explain in remarks if necessary.
Change From To

oPosition

oJob Classification

oDepartment

oEmployment status

olLeave of Absence Reason

Remarks

Paycheck advance

Change From
oShift

oPay

oPayroll deductions

oOther

Date of Return

To

New Hire Seperation Date

Last Date Worked

Type of Separation

oRESIGNATION oDISCHARGE oLAY-OFF

REMARKS

oRETIREMENT

RECOMMENDED By DATE APPROVED DATE

AUTHORIZED

DATE
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