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REQUEST FOR PERSONNEL ACTION (RPA) 

RPA’s are used: 

1. to assign personnel to positions 

2. to make changes to an employee’s assignment 

RPA’s are not used for: 

1. Special Ed assignments in Programs 12002, 12003, 12005 or 12215 

2. Changing the funding source of a position 

3. Administrative positions 

 

 

COMPLETING THE RPA 

 

1. ACTION REQUESTED FOR POSITION 
 

 
 
       Select one of the following: 

 New Position – To assign an employee to a newly created position 

 Continue Current Position – To assign an employee to a continuing position 

 Modify (Change) Position – To change a position’s attributes 

 Defund (Close) Position – To close a position 

 Delimit Assignment (Person) – To remove an employee from a position 
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2. POSITION/TITLE 

 

 
 
 
 
 

 Check appropriate box to indicate the title of the position or employee’s assignment to be filled. 

 RPA form has drop-down menus for assignments with more than one class code, e.g. Professional 
Expert, Student Aides, Community Rep, Temporary Certificated Assignment. 

 Support Services – Must list specific Job Title 

 Other – Must list specific Job Title 
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3. EMPLOYEE/ASSIGNMENT/FUNDING INFORMATION 

 

 
 

 Name – Name of employee selected to fill the position 

 Person ID – Employee number (not PERNR) 

 Beginning Date – Start date of employee’s assignment 

 Ending Date – The date the employee’s assignment ends or the date the funding of a position ends 

 Job Code – Eight-digit job code 

 Rate – May be omitted 

 

4. EMPLOYEE/ASSIGNMENT/FUNDING INFORMATION 

 

 

 

 Differential – Additional salary attached to a position 

 Personnel Sub Area – Basis and Calendar 

 Hours per Day – Assigned working hours per day 

 Total Annual Fiscal Hours – Total hours to be worked in the fiscal year 

 Calendar Option – Input Work Schedule (can be found on the appropriate payroll calendar on the 
Payroll website) 

 Emp Sub Group – May be omitted 

 Comments – Notes regarding the assignment; such as funding percentage of position and other 
funding source(s) if multi-funded 
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5. BUDGET AND PAYROLL/TIME REPORTING 

 

 
 
 

 

 SACS Fund – Seven-digit code consisting of fund and resource 

 Functional Area – Thirteen-digit code consisting of goal, function, and program 

 EE Group – May be omitted 

 LAUSD Program Name – Name of the funding source of the position 

 Position ID Number – Eight-digit number that identifies the position 

 

 

6. IN PLACE OF & REQUESTED BY 

 

 
 

IN PLACE OF: 

 Name – Identifies employee currently in position, if filled 

 PERNR – Employee number of incumbent in position, if filled 
 

REQUESTED BY: 

 Org Unit Name – School name 

 Local District or Office – Local District that school is assigned to 

 Fund Center/Org Unit Code – Seven-digit code identifying school 
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 Principal/Administrator/Supervisor Signature – Signature of person authorizing RPA 

 Print Name – Printed name of person authorizing RPA 

 Telephone No. – Telephone number of person authorizing RPA 

 Email – Email address of person signing the RPA 

 Date – Date RPA is signed 

 Contact Person – Name of person to contact if there are any questions about the RPA 

 Telephone No. – Telephone number of the contact person 

 

7. AUTHORIZATIONS/DATE PROCESSED 

 

 

 

 Authorizations:  Signature of Fiscal Specialist or other personnel responsible for verifying funding 
availability for requested assignment 

 Date:  Date person verifying budget signed RPA 

 After the RPA is signed and dated, it is forwarded to Personnel for processing 
 
 

 
 
FINDING THE INFORMATION NEEDED TO COMPLETE THE RPA 

Information needed to complete an RPA can be found on the following reports in Schools 
Front End (SFE): 

1. Position With Incumbent (PWI) – see job aid to access. 

2. School Budget Signature Form – see job aid to access. 



BUDGET SERVICES AND FINANCIAL PLANNING                                                                           
SCHOOL FISCAL SERVICES 

   

  

LAST UPDATED 10/2019 6 
 

 

USING THE POSITION WITH INCUMBENT REPORT (PWI) 
 
 

 
 
 

 
 
 



BUDGET SERVICES AND FINANCIAL PLANNING                                                                           
SCHOOL FISCAL SERVICES 

   

  

LAST UPDATED 10/2019 7 
 

 

 

 
 
 
 
 
 
 
 



BUDGET SERVICES AND FINANCIAL PLANNING                                                                           
SCHOOL FISCAL SERVICES 

   

  

LAST UPDATED 10/2019 8 
 

USING THE SCHOOL BUDGET SIGNATURE FORM 
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STEPS TO COMPLETE THE RPA 

Use the reports mentioned above to identify the appropriate position: 

Step 1 – Access the Position With Incumbent Report 

Step 2 – Identify all positions with the correct Job Title 

Step 3 – Note the following: 

 Prog – program restrictions may apply, e.g. teaching positions in Categorical Programs are 
subject specific 

 Pos Status – position must be active 

 Start /End (dates) – the period of employee’s assignment should fall within these dates 

 Hrs/Day, Days/Wk – employee’s assignment should match the hours per day or days per 
week of the position 

 Fund % - The Comments field on the RPA should reflect the position funding sources and 
the % of the position budgeted in each funding source. Funding % should total 100%. 

Step 4 – Select the position to be filled.  Note the position number and program code. 

Step 5 – Access the School Budget Signature Form for the program details. 

Complete the RPA with the information from the reports. 

Step 6 – Using the Position With Incumbent Report and the School Budget Signature Form 
complete the required fields on the RPA. 

Step 7 – Sign and submit the RPA to your Fiscal Specialist. 

 

 
 


