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SECTION 715: NOTIFICATION OF PERSONNEL ACTION, SF-5B

1. Purpose. The SF-5B document is used by the University of Hawaii, specifically
for Board of Regents appointees, to authorize the establishment of, the
subsequent changes to, and the termination of appointees' payroll records,
and to pay appointees based on the latest personnel transactions.

2. Prepared By. The University of Hawaii.

3. Frequency. As required.

4. Distribution.

(a) Copy #1 - To the data processing center and to Central Payroll, for

verification and control filing.
(Note: The document should be batched. EDP Form C-100
should accompany each batch of documents. The

documents in each batch should be filed in
alphabetical sequence within payroll number.)

(b) Copy #2 - Personnel Office Copy.

(c) Copy #3 - Payroll Office Copy.

(d) Copy #4 - B&F - Employee Retirement System Copy.

(e) Copy #5 - Appointee Copy.

(f) Copy #6 - Dean of College Copy.

(g) Copy #7 - Chairman or Dept. Head Copy.

(h) Copy #8 - Dean, Graduate Div. or Chancellor Copy.

(Note: The detail instructions for completing the SF-5B are contained

in the University of Hawaii BI 2041, Instructions for Preparation
of Standard Form 5B (SF-5B), Notification of Personnel Action.)
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EXHIBIT A:

FILLED OUT SAMPLE OF SF-5B
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