
Personnel Transac�on Reports (PTR) 

• UEC Forms Directory: Forms Directory | University Enterprises Corpora�on | CSUSB 
• PTRs are to be filled out when hiring Faculty, Staff, or Students under the grant. 
• There are two different PTR forms, one for Faculty & Staff and another for Students.  
• PTRs must be submited at least 4 days prior to the start of work.  
• PTRs ini�ate the hiring process; however, all individuals will be required to fill out addi�onal HR 

hiring paperwork and complete an I-9 with UEC HR in order for them to be officially hired.   
Human Resources | University Enterprises Corpora�on | CSUSB 

o Human Resources 
Office: (909) 537-7589 
Email: uec-hr@csusb.edu  

• Document name should be listed as such: Employee/Employment PTR SPA- Fund/Project- 
Employee’s Last Name.  

• It is important to note that Faculty Addi�onal Pay request must be submited prior to 
submi�ng the PTR. 

• PTRs are also used when there is a change in the individual’s pay rate, for reappointment, 
change of funding source, and to terminate an individual’s employment on the grant. 

• When submi�ng the PTRs it is best to use the Adobe Sign link for the respec�ve PTRs provided 
on the UEC forms directory. These links will have the most up to date PTR form and the 
necessary UEC approvers already listed as the receivers for the adobe PDF file.  

o Please not that when using that Adode link version of the form, you must have all of the 
individual’s informa�on ready as you will not be able to return to this file to complete it 
at a later �me.  

 

• When you first click on the link for the Adobe form, you will be prompted to enter the recipients’ 
emails; these should already be prefilled. The only thing you will need to edit in this sec�on will 
be the name of the document. Please add “Fund/Project- Employee’s Last Name” to the already 
prefilled document name.  

  

https://www.csusb.edu/university-enterprises-corporation/forms-directory
https://www.csusb.edu/university-enterprises-corporation/human-resources
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Students PTR 

 

 


