(ORGANIZATION NAME) Policy

Personnel Records
Subsections:  None
	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	03/18/2005

	· Corporate Functions Guideline
	CEO
	

	· Financial Functions Guideline
	CFO
	

	· Clinical Functions Guideline
	CMO
	


	First Approval Date: 
	
	Next Review Due: 2007

	Dates Reviewed:
	
	Dates Revised:

	Dates Revisions Announced to Staff:



	Purpose:
	To incorporate new employees, or changes to employee information, into the payroll system.

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGANIZATION NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

Requests for new personnel are originated by program administrators and sent to the CEO for approval.   The CEO is authorized to approve new positions within budget constraints.  Employment of new personnel is in accordance with (ORGANIZATION NAME) Personnel policies.

Any notices of changes in personnel data are promptly reported in writing to the CFO for payroll changes.

For more information about personnel records, see Employee Policy .

