
 
 

3.  Academic Personnel Action (APA) Form 
Specific, Change Positions 

 
   Specific, Change   
   1200 Full-Time Faculty Administrator—52 weeks 
   1210 Full-Time Faculty (9 month)    
    Full-Time Faculty Administrator (9 month)  
    Full-Time Faculty Adjunct    
    Superannuate 
   1230  Visiting Faculty 
 
  

Academic Personnel Action (APA) Form 
(Specific, Change) 

  
            
 
 
 
 
 
 
           
 
 

 
 
 
 

 
 
 
 

Initiating Department 

Dean/Business Manager Provost 
 

Copy for Personnel File. 
 

Prepare BOT Listing. 
 

Distribute copy for BOT 
signature. 

Budget 
 

Payroll 
 

File original 

Grants 
(if required)

Make sure a 
signature box exists 
on the APA, but this 

signature is not 
required for 

processing the 
paperwork. 

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

Board of Trustees 
Obtain signature of BOT secretary.
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