
Personnel 
Authorization

Personnel Authorization Process (As Is)
                        (Merit Increase)

BC Rep files 
performance review; 
performs research; 

creates PA 
spreadsheet, prints & 

distributes to Mgr.

Mgr signs PA, 
collects all 
necessary 

signatures & sends 
PA to BC Rep

BC Rep audits PA for all 
signatures & attachments; 

makes copies of PA 
package for HR & payroll; 

files PA copy for BC; 
updates local Dbase w/ 

new salary info

HR Process 
Spec. audits 

PA

HR
Pass Audit?

HR Process 
Spec. files PA 

form

HR Process 
Spec. enter 

data into ABRA

Payroll Tech. 
audits PA

Payroll
Pass Audit?

Payroll updates 
IFAS with PA 

info.

Payroll files PA 
form 

8/23/02

HR & Payroll 
meet to 
resolve 

problems

HR fixes 
problems & 

sends correct 
form to Payroll

Yes

Yes

No

No

Average Value Added Time: 1.8 hours
Average Cost : $69.58
Average Cycle Time: 5.6 days

Payroll 
Audits

HR or payroll 
finds 

problems?

Payroll
finds
problems

HR finds problems


