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Separation Transaction COAES .........ccevvveeeeiivviiiiiiie e,
Sequence Number (Item 005) .......ouuviiiiiieiiiiiiiiiiie e,
Serial (Item 123) ..o
Service Pay Period (Item 715) ......cuuiiiiiiiiiiiiiiiieee e,
SeX (IteM 440) ...

(@] ¢ (=Tox1T0] o 1 (o TR
Shift Differential (Item 345) ........oooviiiiiiiiee e,
Sick Leave (LUMP SUM) ..o
Sick Leave at Retirement (Item 888) ..........coovvvviiiiiiieeiieeeiiinn,

Signature Authorization For Personnel/Payroll Documents

(FOrM PPSD 8A) ...t
Social Security/Medicare Member (Item 525) ...........ceuvviiiiiiinnnnns
Social Security Number (Item 105) ........cccoeviieeiiiiiiiiiiiie e,
(@] ¢ (=Tox1T0] o 1 (o TR
SPB 0Or COoUrt ACHION......ccciiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeee e
Special Ingrade Salary Adjustment................eveveeiiiiemeeeiniiiiiinnnnns

Special Instructions (Index)

Special Pay (Item 350) .......uuiiiiiieeieeeeece e
Special Plus (ItemM 720)........uuuiiiiiiiiiiiiiiiiiiiiiiieiiieiieeeeeeeieeees
Special Salary Adjustment - CPA or CPS Certificate..................
State Disability Insurance Leave documentation........................
State Reporting COUES ........uiieieeiiiiiiieice e
Submission Of DOCUMENTS .........ocevviiiiiiee e
SUrName SUFfIXES ....coevviiiiiiiiiee e
Survivor's Benefits (Item 520) ........uuveiviiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieenns

Tax Sheltered Annuity Deduction ...............cceeeeiiiieiiiiiiiiieeeeeee,
Telephone CONACTS.........uuuuiuiiiiiiiiiiiiiiiiiiii e
Temporary Authorization Appointment (TAU)..........coooviiieeeeeen.
Temporary Authorization Clearance (Item 878).............uuuvvvennnes

Temporary Leave (715 Transaction)

Temporary Leave (S54 TransSaction) ..............eeeeeeeeeeevmeeennnneennnnns
Ten-Twelve Pay Plan EmMpIoyees.........ccooovviiiiiiiiiiie e,
Time Base (Ite€M 405) ......uuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiieieeeieaeeeeeneeee
Time Base Substantiation (Item 879) ........cccoevviiiiiiiiiiiiiieeeeeenn,
Time of Death (Item 880)..........uuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeaees
Time to be Paid - New (Item 606)...........cccevviiiiiiiiiiiieeeiieeeeeeean,
Total to be Paid - Old (Item 607) ..........uuuvimmiiiiiiiiiiiiiiiiiiiiiiiiiiinnns
Total Salary (Item 306) ........oveiiiiiiieei e,
Total State Service (Item 705) .........uuuvviiiiiiiiiiiiiiiiiiiiiiienes

(@0 (=Tox 110 o 1 (o NPT

3.204-3.261
2.147
3.200-3.203
2.20

2.28

2.90, 5.29

2.58

9.3

247-247.1
2.82,2.84, 3.250

2.133
5.95-5.97.2

2.67

2.23

9.3

5.71-5.71.2

2.44, 2.89, 2.203,
2.208 - 2.209, 3.150, 4.2 - 4.8
5.0

2.48

291

5.98
3.232,5.103
Appendix IV
2.2,2.4,2.35
2.24

2.66

2.151, 2.205
1.12-1.13
2.44,2.52, 2.56
2.126

3.136
3.240, 5.31
3.114, 3.115
2.51

2.127

2.128
2.79-2.79.3
2.80

2.39

2.88

9.3



PAM ALPHABETICAL INDEX
(Revised 11/11)

Transaction Code (ItemM 205) .......uuiiiieeeeieieieiiee e e e 2.34
Transaction Codes
Inactive or Redefined ... 2.209
APPOINEMENT . ... 3.17-3.19
Miscellaneous Change.............ccoiiiiiieiiiiice e 3.100-3.102
SePArAtiON.....coeiiiiiie i 3.200-3.202
COITECHION TO oo, 9.3
Transaction PaCKAgES ........cooviiiiiiiiiiiie e e e e e e eeenannns 5.100
Turnaround DocUMENtS CRAI ... 2.6
Turnaround PAR (FOIM 680) ........cccueeiueeeeeieeeieeeteeeeeeteeeteeeeeeeeereeeneeenens 2.1-2.1b, 5.10,
5.50, 5.70, 5.100
Type of List/Exempt Status (Item 426) ..........ovvviiiiieeeiiiiieeiieie e 2.55.1-2.55.4
U.

Union Benefit Trust FUNd DedUCHiON...........vevviieiiieeieee e, 2.151, 2.205
UNIt (IEM 121) e 2.26
V.

Vacation (LUMP SUMY) ... 2.82,2.84
Variable Maintenance DedUCLION .........ccoooveeieiiiiiiieeeeeeeeeeeeee e 2.151, 2.205
VOIdiNG TraNSACHON ... 9.5
W.

Work Week Group (Ite€m 355)......cccciciiiiiiiici e 2.49
Work Week Group RealloCcations ...........coooeeeeeiiiiiieeiieeeeeeeeeeeeeeeeeeeeee 2.49-2.50

Vil



2.61 (Revised 11/11)

ITEM 455 - DISABILITY CODE

DESCRIPTION: A code indicating the employee's self-identification of disability
status or that the employee did not respond to the State Employee
Disability Questionnaire. (Refer to Government Code Section
19233.)

REQUIRED: 1 - For 455 Transaction.
ENTER: The applicable code:

ALPHA CODE
A -Visual

B - Hearing

C -Speech

D - Orthopedic Impairments; amputations or functional limitations

of upper or lower extremities; or trunk, back or spine when
there is a medically diagnosed disability

H - Epilepsy

I - Neurological Impairments

J - Mental Retardation

K - Heart or Circulatory Conditions

L - Disease of the Blood and blood forming organs

M -Respiratory Impairment

N - Digestive Disorders

O -Colostomies and lleostomies

P - Kidney Disease

Q -Diabetes

R - History of Cancer

S - Conditions of the Skin

(continued on next page)



2.61.1 (Rev. 02/86)

ITEM 455 - DISABILITY CODE (CONTINUED)

ENTER:
(CONT.)

- Dyslexia

- Mental Disorders

Alcoholism or Drug Addiction
- Other

- No disability

> E =< o -
'

NUMERIC CODE
8 - Employee did not respond

ADDITIONAL
INFORMATION: This item will not turnaround on the PAR.

Only one code is allowed in Item 455. If an employee
completes a primary and a secondary code on the Disability
Questionnaire, enter the primary code in Item 455.

EXAMPLE:

CISABILITY/
CODE

Q

455

0497¢63




A33

A34

A35

APPOINTMENT REQUIRED/CONDITIONAL INDEX (CONT.)

3.8

(Revised 8/11)

EMPLOYEE
STATUS

New/Returning
Additional Position
Returning

Addition Position
Current

DATA BASE

HISTORY

No

For Position-No
Yes

For Position-Yes
Yes

“Irmmediate Pay Appointment” * -

New/Retuming
Additional Position
Returning
Additional Position

New/Returning
Additional Position
Returning

Addition Position
Current

No
No
Yes
Yes

No

For Position-No
Yes

For Position-Yes
Yes

“Immediate Pay Appointment” * -

New/Returning
Additional Position
Returning
Additional Position

New/Returning
Additional Position
Returning

Addition Position
Current

No
No
Yes
Yes

No

For Position-No
Yes

For Position-Yes
Yes

“Immediate Pay Appointment” * -

New/Returning

Additional Position

Returning
Additional Position

New/Returning
Additional Position
Returning

Addition Position
Current

No
No
Yes
Yes

No

No

Yes

For Position —Yes
Yes

‘Immediate Pay Appointment” * -

New/Returning
Additional Position
Returning
Additional Position

No
No
Yes
Yes

PAR
FORM

Padded
Padded
Turnaround
Turnaround
Turnaround

Padded
Padded
Turnaround
Turnaround

Padded
Padded
Turnaround
Tumaround
Tumaround

Padded
Padded
Tumaround
Turnaround

Padded
Padded
Tumaround
Turnaround
Turnaround

Padded
Padded

“Turnaround

Turnaround

Padded
Padded
Turnaround
Turnaround
Turnaround

Padded
Padded
Turnaround
Turnaround

*Formerly "One Document Method” Appointment.

PAGE

3.78
3.78
3.79
3.79
3.80

3.81
3.81
3.82
3.82

3.83
3.83
3.84
3.84
3.85

3.86
3.86
3.87
3.87

3.87.6
3876
3.87.10
3.87.10
3.87.8

3.87.4
3.87.4
3.87.2
3.87.2

3.88
3.88
3.89
3.89
3.90

3.9
3.81
3.92
3.92




A01

1) Use for employee new to State Service; or

2) Use for employee returning to State Service with NO history on the data base.

PAM

3.20 (Revised 11/11)

CERTIFICATION PROCESS

USE PADDED PAR

P o W o 1

D B w W

TO:

e
L ]

For Immediate Pay Appointment Required/Conditional chart, see page 3.28.

REQUIRED
{MUST be completed)

CONDITIONAL

(MUST be completed when required

by ITEM DEFINITION)

ONE OR MORE
REQUIRED

(ONE or MORE of these items

on this chart MUST be
for a valid transaction)

completed
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TésRy
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1
TO: '
____________ A b - ————
'
1
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PAM

3.27 (Rev. 11/98)

LINES 8 ) 9 ITEMS:

851 - Alternate Salary Range Criteria 873 - Salary Rate Substantiation,

853 - Commitment Date Above Minimum

857 - Emergency Qualifying Time 876 - Anniversary Date - Second

858 - List Clearance Date . Accelerated

859 - Flag Clearance, Employment List 878 - TAU Clearance
Substantiation 884 - License - Additional

861 - Health and Welfare Benefits 886 - Class Title Variation Code

863 - Intermittent Hours Work 891 - Indeterminate Service Accumulation
Expected 892 - Last Day on Pay Status

864 - Legal Reference for Annuitant 895 - Academic Days Not Worked
867 - Limited Term/Anniversary Date 951 - Appointment Restriction - Specific Sex

Justification 052 - Case Number and Date of Action
869 - Reemployment List Eligibility 955 - Multiple Hourly Rate

Date 957 - Other Eligibility Substantiation
871 - Right of Return Designation 960 - Corrected Transaction Identifier

872 - Salary Increase Certification

LINE 1 O REMARKS AND BACKUP INFORMATION:

Refer to PAM pages 2.201 - 2.205 for specific substantiation required on:

1 - Alternate salary range other than "A".

2 - Bilingual Payment Authorization (Item 351).

3 - Casual Employment.

4 - CEA Appointment.

5 - Hiring above minimum and Item 873 is Code 1 or 6.

6 - Item 330 when entry is "NONE" and discretionary for TAU in lieu of permanent.
7 - Item 710 computations for daily rate employee.

8 - Item 867 when entry is Code 7 or 9.

9 - Transactions requiring "Concurring Appointing Power Signature" when keyed by

a decentralized agency.

10 - AOI - Special Consultants and New Program Consultants Appointments.
11 - A01, A02 or AO3 after exempt appointment (when there is no break in service).
12 - AO01, AO2 or A03 to permanent appointment when employee is reinstating from

retirement status.

CAWPSI\DOCS\PAM\3.0/17
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PAM

3.28 (Revised 11/11)

A01 or A02

IMMEDIATE PAY
APPOINTMENT *1

RETIRED ANNUITANT*2, EMERGENCY*2, LT, TAU ONLY

1) Use for employee new to State Service; or

2) Use for employee returning to State Service with NO history on the data base; or

3) Use for additional position is new to data base. (See *5 and *7.)

USE PADDED PAR

FRST MAME AMD MDOLE MTW, i POSTION MatsR

ACEWCY | ARAT  §  OLASS 1 SERM

ro: §

O H W N =

(o)

T6Tag sTaTe SEAvCE
7o = i~
fos H
*1 Either the Immediate Pay Appointment or the normal
appointment/separation method may be used. Refer to PAM Section 5 for
documentation of an Immediate Pay Appointment. Refer to the appropriate
Required/Conditional chart for the normal appointment/separation
documents method.
“m— REQUIRED leted) *2 Retired Annuitant or Emergency Appointment MUST be documented as an
{MUST be completed; A02 Transaction.
(O CONDITIONAL )
(MUST be completed when required *3 Enter “M” regardless of the normal pay frequency for the position. Except
bY ITEM DEF'N'T‘ON) if no salary enter “0”,
“4 Item 325 cannot have an entry for Emergency or Retired Annuitant
@ ONE OR MORE appointment.
REQUIRED
{ONE or MORE of these items g Do not complete for additional position.
on this chart MUST be completed )
for a valid transaction) *6 Time to be paid can be requested for a maximum of three pay periods.
Refer to items 605 and 606 for instructions.
7 For an additional position — Key a 4 on the prompter screen only; leave

blank on update screen. (Rgfer to PAM Section 10, page 10.11.1 — Item 450,
for special keying instructions.)



PAMM

3.31 (Rev. 05/96)

LINES 8 = 9 ITEMS:

850 -
851 -
853 -
858 -
859 -

861 -

863 -
864 -

867 -
871 -

872 -
873 -

LINE

Additional Position Substantiation 876 - Anniversary Date - Second

Alternate Salary Range Criteria Accelerated (DELETED ONLY)
Commitment Date 878 - TAU Clearance (A01 Only)

List Clearance Date 879 - Time Base Substantiation

Flag Clearance, Employment List 884 - License - Additional
Substantiation 886 - Class Title Variation Code

Health and Welfare Benefits 891 - Indeterminate Service Accurnulation
Intermittent Hours Work Expected 895 - Academic Days Not Worked

Legal Reference for Annuitant 951 - Appointment Restriction - Specific
(REQUIRED for Retired Annuitant Sex

Appointment) 955 - Multiple Hourly Rate

Limited Term/Anniversary Date 957 - Other Eligibility Substantiation
Justification 960 - Corrected Transaction [dentifier
Right of Return Designation 999 - Deduction Information

Salary Increase Certification
Salary Rate Substantiation,
Above Minimum

REMARKS AND BACKUP INFORMATION:

Refer to PAM pages 2.201 - 2.205 for specific substantiation required on:

EANNOSI S RS

(o))

0o

- Alternate salary range other than "A".

- Bilingual Payment Authorization (Item 351).

- Casual Employment.

- Certain deductions or payments to be made from employee’s final pay. (See

PAM page 2.151.)

- - Hiring above minimum and [tem 873 is Code 1 or 6.
- Item 330 when entry is "NONE" and discretionary for TAU in lieu of

permanent.

- Item 867 when entry is Code 7 or 9.
- Transactions requiring "Concurring Appointing Power Signature" when keyed

by a decentralized agency.

- AO1 - Special Consultants and New Program Consultants Appointments.
- A0l or AO2 after an S41.

CAWPSI\DOCS\PAM\3.0/21
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A02

1) Use for employee returning to State service with NO history on the data base;
2) Use for Retired Annuitant*1 or Emergency employee who is new or returning to State service with NO history
on data base.

A H W N =

(o))

PAM

3.32 (Revised 11/11)

CIVIL SERVICE ELIGIBILITY -
PERMISSIVE

USE PADDED PAR

P « T o 1

TO:

S00AL SEQURTY =

EMPLOYEE LAST hAME

| FRST MAME AND MOOUE MNTWL
i

1 AQENCY |
To: "
e g Vi 129
e EFFECTVE DATE AND HOURS EMPLOYMENT HSTORY REMAAKS
ar
L0E 1
TO: i O
{n 21 |
P DS YE o - 215
e SAART | PAT |BASED ON SALAAY PLUS SALARY EXPRATION GAIc g
PER FREQ OF PLUS SALARY DATE
- *

0 TOTAL DALAAY

:I*ZO

b
33 MYy

TO ExMT STAT 8
‘ACECOLNT i 0a1- :é'c' *
COOE CTIEN
TO: |
_--y:lﬁ_&kr LnP Susd YDH:E PAC LAFP SUad EXTRA MOURS
serann ) E ‘ |
; j
803 BO5 ML YY 606 DAS i HOUAE ! HOTH | 807 DAS i HOURS 2 HOTH | B15 mzﬂims : HOTH | B23 DAS
TOTAL STAGE SERVICE WTERMITTENT DATES AND MOURS
PN T T s v e e Mmoo
O 10! O |ty
*1 Retired Annuitant may be appointed by
either the Immediate Pay Appointment or the
normal appointment/separation method.
@ ocAUIRED Refer to the appropriate
{(MUST be completed) Required/Conditional chart for Immediate
O CONDITIONAL Pay Appointment.
(MUST be completed when réquired
by ITEM DEFINITION) *2 item 325 cannot have an entry for Emergency
or Retired Annuitant appointment.
@ ONE OR MORE _ ‘
3 Item 435 is not required for Emergency or

REQUIRED
(ONE or MORE of these items
on this chart MUST be completed
for a valid transaction) g

Retired Annuitant appointment.



PAM

3.35 (Rev. 11/98)

LINES 8 = 9 ITEMS:

Additional Pogitio

(REQUIRED)

Alternate Salary Range Criteria 884 -
Emergency Qualifying Time 386 -
Health and Welfare Benefits 890 -
Intermittent Hours Work

Expected 891 -
Legal Reference for Annuitant 895 -
(REQUIRED for Retired 952 -~
Annuitant Appointment) 935 -
Limited Term/Anniversary Date 957 -
Justification 960 -

Salary Increase Certification

Salary Rate Substantiation, Above
Minimum

License - Additional

Class Title Variation Code
Employment During Leave of Absence
Clearance

Indeterminate Service Accumulation
Academic Days Not Worked

Case No. and Date of Action
Multiple Hourly Rate

Other Eligibility Substantiation
Corrected Transaction Identifier

LINE 1 0 REMARKS AND BACKUP INFORMATION:

Refer to PAM pages 2.201 - 2.205 for specific substantiation required on:

el e WO W -

o 0

- Alternate salary range other than "A".

Bilingual Payment Authorization (Item 351).
- Casual Employment.
Certain deductions or payments to be made from employee’s final pay.(See PAM

page 2.151.)

a decentralized agency.

retirement status.

Hiring above minimum and Item 873 is Code 1 or 6.

Item 330 when entry is "NONE" and discretionary for TAU in lieu of permanent.
- Item 867 when entry is Code 7 or 9.
Transactions requiring "Concurring Appointing Power Signature" when keyed by

A01 - Special Consultants and New Program Consultants Appointments
AO01, AO2 or AO3 to permanent appointment when employee is reinstating from

CAWPS1\DOCS\PAM\3,35/1
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PAM

3.36 (Revised 11/11)

AO Z CIVIL SERVICE ELIGIBILITY -
PERMISSIVE

1) Use for employee returning to State service when history on the data base; or

2) Use for additional position when position history is on data base.

USE TURNAROUND PAR o Somat e

T | sooa secuRTY @ EMPLOYEE LAST NAME

TO:

105 110
mwr

0 WedIDOrTY

S
BASED O SALARY PLUS SALARY
320 325
APPONTMENT EXPRATION
DATE HOURS

N H W N =

1520 [T ik

£ FIXED MANTENANCE
TRE 10 BE PAD [NEW TRE TO BE PAD (OLD s
' Yol o |
_______ ., . (]
n . i R == sk 1 1
6 ' e - L
L RN TR ! = ) i
1 1 1 D o 1 | | i
i ] i 1 ] 1 :
! rorH | 807 oas | moums | aom | s1s 620 oas | wowms | o | 623 Das | voums
NTERMTTENT DATES AND HOURS SERVICE PAY
PR [P SO | . * LIS it ———n R PERCO
o3
? 2 1 i s o T, . A Pt P s T
@ Eial T T R " - -
705 | H 21008 B T3 I 713 vy

=4 Conditiional for Additional Position.

*2 Required when reinstating after termination
of Career Executive Assignment.

== REQUIRED
(MUST be completed)

CONDITIONAL

(MUST be completed when required
by ITEM DEFINITION)

ONE OR MORE
REQUIRED

(ONE or MORE of these items

on this chart MUST be completed
for a valid transaction)

g mp—



851 -
856 -
857 -
863 -

864 -
367 -

869 -
871 ~

872 -
873 -

PAM

3.39 (Rev. 11/98)

LINES 8 — 9 ITEMS:

Alternate Salary Range Criteria 876 -
Demotion Reason

Emergency Qualifying Time 879 -
Intermittent Hours Work 884 -
Expected 886 -
Legal Reference for Annuitant 891 -
Limited Term/Anniversary Date = 892 -
Justification . 895 -
Reemployment List Eligibility 852 -

Date 955 -
Right of Return Designation 957 -
Salary Increase Certification 960 -
Salary Rate Substantiation,

Above Minimum

Anniversary Date - Second
Accelerated

Time Base Substantiation
License - Additional

Class Title Variation Code
Indeterminate Service Accumulation
Last Day on Pay Status
Academic Days Not Worked
Case No. and Date of Action
Multiple Hourly Rate

Other Eligibility Substantiation
Corrected Transaction Identifier

LINE 1 0 REMARKS AND BACKUP INFORMATION:

Refer to PAM pages 2.201 - 2.205 for specific substantiation required on:

[ T =l ~BEN e N, TN N U B 6 RS

|

— =
[US I ]

a decentralized agency.

retirement status.

Alternate salary range other than "A".
Bilingual Payment Authorization (Item 351).
- Casual Employment.

- CEA Appointment.

- Decrease in time base. .
Employee demoting and Item 856 is Code 11.

Hiring above minimum and Item 873 is Code 1 or 6.

Item 330 when entry is "NONE" and discretionary for TAU in lieu of permanent.
Item 710 computations for daily rate employee.

- TItem 867 when entry is Code 7 or 9.
Transactions requiring "Concurring Appointing Power Signature” when keyed by

A01, A02 or AO3 after exempt appointment (when there is no break in service).
AO1, A02 or AO3 to permanent appointment when employee is reinstating from

C:AWPSI\DOCS\PAM\3.35/5

¢0¥ HA0D NOILOVSNVIL ILNAWINIOddV



O DB WN =

PAM

3.40 (Revised 11/11)

AO 3 CIVIL SERVICE ELIGIBILITY -
MANDATORY

1) Use for new employee blanketed into State service; or
2) Use for employee returning to State service with NO history on data base.

USE PADDED PAR

SO0 SEQUATY » EMPLOYEE LAST MALE

EFFECTIVE DATE AND HOURS

I o, DO ¢ Yy

1
1
:
EASED OW TARY LT

O

ax ﬁ_

550 388 554
B e T ST = =
VAR Sk [1TRA mOPS AP TP S SEPARATION EXPPA TR | FOED WARTE
S s oD
[} 1 ParTenml [V ) 1| SRy DATE 1 HOURS
| 1 | 1
| i |
: : : : WO Y OFD .
i ) \ )
| ' ' |
423 045 | soues | oeote [ axe s lem [ !
SERVCE Ba REELA JvigHT Eam O
BT CLASY [} LE! BO
r
=
e} 30

= REQUIRED
(MUST be completed)

() CONDITIONAL

(MUST be completed when required
by ITEM DEFINITION)

@ ONE OR MORE

REQUIRED
(ONE or MORE of these items
on this chart MUST be completed

for a valid transaction)



