
  

HELPFUL HINTS & RECOMMENDATIONS 
THINGS TO KEEP IN MIND WHEN COMPLETING THE NOMINATION FORMS / PAFS  

TOP PORTION 

  
ACTION CODES: List the appropriate Action Code (refer to the enclosed instruction in the Updated 
Quick Reference Guide).   
Note: When listing Actions on the top of the PAF, ensure that a change in Visa (DTA VSA) is listed 
before any other action such as reappointments, or rehires (REH REH, etc.)  
PREFIX:  Include the appropriate Prefix (Mr. / Ms. / Professor, etc.)  
SOCIAL SECURITY: Ensure that the SS # on the PAF matches the SS # on all tax forms. 
ADDRESSES:  The Mailing and Home address must be complete including City/State/Zip Code and 
Country if relevant.  If Home address is the same as the Mailing address, leave Mailing section blank.   
Note:  Ensure all addresses on tax forms match addresses on nomination forms / PAFs. 

□ 

PERSONAL INFORMATION  

  
BIRTH DATE:  Review your entry so that the year reflects the birth year and not the current year (e.g., 
2012) 
ETHNICITY / RACE:  This field cannot be left blank on the initial hiring paperwork.    Please Note that 
the “Not Disclosed” option can be selected as one of the options from the drop-down menu.   
MARITAL STATUS:  If Married, the date must be provided (mo/day/yr).   

□ 

WORK ELIGIBILITY 
 VISA:  If not a U.S. citizen, the Visa type and expiration date must be indicated.  If Permanent 

Resident, Visa Type is PR and no expiration date is required, however an “A” number is required.   
Note: The Appointment / Comp Rate and date should not exceed the Visa expiration date.   

□ 

EDUCATION 

 DEGREES:  All completed degrees must be listed.  Degree abbreviations must be written after the 
degree (e.g., PhD, M.A., B.S., etc.).  See examples on Nomination Forms.  □ 

TENURE INFORMATION 

 TENURE STATUS: Faculty must have type of tenure identified.   
For Officers of Research and Student Officers.  Write “None” in the Tenure Information section. □ 

                                                                                  COMPLETE UNIVERSITY TITLE 
 COMPLETE UNIVERSITY TITLE: This section is required for Faculty and Officers of Research.   

Completion of this section is not required for Student Officers.   □ 
POSITION / SALARY INFORMATION 

 POSITION ENTRY DATE:  The Position Entry Date and the Appointment/ Comp Rate Effective Date 
must be the same.  Additionally the dates must be the same date as the effective date on the top of 
the form.   
COMP RATE:  If the appointment is less than a year, the Comp Rate cannot equal the Annual Rate.  
APPT / COMP RT End Date – APPT / COMP RT Effective Date:  The Appointment/ Comp Rate End 
Date cannot be the same as the Appointment/ Comp Rate Effective Date.   
SALARY TYPE:  Only tenured faculty are NAANNL.     
Note:  All other faculty, Officers of Research and Student Officers are Contract and require 
Appointment/ Comp Rate End Date.   
Student Officers are always Part-Time. 

□ 
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