
CUNYFirst – PAR: Job Action Processing Workflow
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Enter Employee or 
Job Action in 
CUNYFirst

Submit a Job Action 
Request/PAR

Is it a new hire 
or rehire?

Complete 
Recruitment (TAM) 

Processes

Receive Candidate 
Acceptance & 

Agreed on the Start 
Date

Submit a Position 
Request & obtain 

approvals

Verify Employee 
Information & Start 

Pre-Employment 
Activities

Does this 
position requires 

Job Posting?

N

Y

For New Employee

File the Paperwork

Enter Job Actions in 
Chancellor Report (CR)

- Obtain Clearance
- Complete Exit Interview

Notify Department 
to Initiate PAR

Notify:
- IT
- Campus Security
- Campus Facility

Notify Payroll

For Separation Request

- Employment Package (for new or rehire)
- Verify I-9 Status
- Fingerprinting (for Classified)
- Appointment Letter
- Completed Evaluation (for existing staff)

* Above only shows the most critical items.

Notify Candidate to 
report to HR for 

Employment 
Processing

Obtain Budget & 
HR Approval Is it a new hire?

N

Y

Get Endorsements:
- Search Committee
- P & B
- ARC

Obtain Approval of 
Offer from the 

President

As of 20100817
The Information is subject to change.


