PAM MEMORANDUM

TO: PAM HOLDERS

DATE: May 2011 ISSUE NO. 351-11

Attached is a revision to the Personnel Action Manual (PAM). Important changes include the
following:

1.8 — 1.11a Employment History Decentralized Depts/ID's/Conversion dates, updated.
2.47 ltem 345 — Shift Differential, updated.

2.115 - 2.116 Item 866 — Leave of Absence Substantiation, Special, Updated

3.244 $56, Leave of Absence, Special, updated.

5.25 Personnel/Payroll Cutoff Dates for 2012, new.

REVISION INSTRUCTIONS:

Table of Contents Table of Contents
Alpha Index Alpha Index
' nl/a 1
1.8-1.11b 1.8-1.11a
2.46 —2.47 2.46 —2.47
12114 -2.117 2.114 - 2.117
1 3.243 - 3.244 3.243-3.244
5.0 5.0
525-526 525-5.26

Tim Ramsden, Manager — Email: tramsden@sco.ca.gov
Customer Support Section — (916) 324-8497
Personnel/Payroll Services Division

P. O. Box 942850
Sacramento, CA 94250-5878




1.0

2.0

2.20

2.100

2.200

3.0

3.100

3.200

SYSTEM INFORMATION

FOreword ..o
Background ...

PIMS Systems Users/Conversion Dates ...................
Employment History Decentralized Departments/
Conversion Dates..............vuvviueeuminiiniineiieeees
Telephone Contacts...........ceeeeiiiiiiiiiiiiie
PERSONNEL ACTION REQUEST (PAR) -
PURPOSE/USE

Padded PAR (Form 680A) / Turnaround PAR (Form
680)

Turnaround PAR List of Transactions .......................
PAR ITEMS - LINES 1 THROUGH 7

Items 005 through 306 IndeX ........ccovvrvviiiiiiiiciienienenenn.
Items 310 though 455 IndeX ..........cooervrivimiiiiiiiiniinnnns.
ltems 505 Account Code Index, Codes, Descriptions
Account Code Glossary ...........cccoevnneninnninn,
Items 510°through 535 .......cooviiiviicee e
Item 450 - Prior State Service

Items 540 through 740 Index ........ccccoevviiiiiiinnnn

PAR ITEMS — LINES 8 AND 9
Index
General Information/Documentation/Add. Info. ..........

Items 850 through 999..........c.coii

PAR ITEMS - LINES 10, 11 AND 12

Line 10, Backup, Remarks and Keyed By Information
Line 10 Completion Chart ............cccccveeiiinnnnnnie.

Line 11, Appointing Power Signature...........................

Line 12, Employment History ..........cccocoiiiiin

REQUIRED/CONDITIONAL CHARTS -
PURPOSE/USE
PAR APPOINTMENT TRANSACTIONS

Appointment Transaction Codes (Definitions)..................
Appointment Required/Conditional Charts (Index)...........
Appointment Required/Conditional Charts........................

PAR MISCELLANEOUS CHANGE TRANSACTIONS

Miscellaneous Change Transaction Codes

(Definitions/INdeX) .........vvveereicriini

Miscellaneous Change Required/Conditional Charts

PAR SEPARATION TRANSACTIONS

Separation Transaction Codes (Definitions/Index)...........
Separation Required/Conditional Charts...............cc........

2.100
2.101
2.102 |

2.200
2.201
2.206
2.207

3.0
3.3

3.6
3.20

3.103
3.104

3.200
3.204



4.0

5.0

6.0

6.20

10

PAR - PERSONNEL OPERATIONS INITIATED

ACTIONS/REPORTS

Mass Updates .........cccoovviiiiiiiiiiiiccic e
SISA/MSA Mass Updates ...,
SISA/MSA Register (Comment Codes)..........ccccceerereeeenn.
Supervisory Certification Examples ...........cccoccvievieneeen.
Monthly Expiration Dates Reports.........cccceoeieiiienrieniinen.
Monthly CBID Audit Report ...

PAR - SPECIAL INSTRUCTIONS

EMPLOYEE ACTION REQUEST (EAR) - PURPOSE/USE

EAR ltem Definitions ............ccoooiii i
Separation of CalPERS Contributions

SEPARATION/DISPOSITION OF PERS
CONTRIBUTIONS - PURPOSE/USE
Separation Form Item Definitions................cccccinneeee.

NOTICE OF PERSONNEL ACTION

PROCESSING OF TRANSACTIONS - INDEX

PAR - CORRECTIONS, OUT-OF-SEQUENCE, VOIDS
- INDEX
Corrective Action Procedures.......ccoevveeeciiivcnieeeein s,

DECENTRALIZED PROCEDURES - INDEX
Employment History Decentralized Procedures...............
PAR Update Instructions...........ccoooiveiiiiiiii,
Keying PAR Items

CS Exempt Automated Audit Messages .........................
Transactions Keying Exceptions .............ccccceiiivniiinns
EAR Update Instructions .........cccccoooviiiiiicoicne
Revolving Transaction. Coding or Key Entry Errors on
EAR Transactions. .........ccccccoeeeeiiiininiinennn s
Duplicate PAR Request .........ccooceiiiiiiiiiiiiiiieceeeee
Employment History Data Base Restore Process............
INQUIry Procedures ..........oooeieeeiiiiicece e
Telephone Contacts .............ocooriiiiiiiiee

APPENDIXES

I — Class Title Variation Code Listing ...........c.cccoervrueenen.

Il = Valid CETA Department Codes ..........cccceeeveereiiinnnns
Il — Fractions of Hours Conversion Chart...........c............
GLOS S ARY .ot e et

6.3
6.20

6.22

8.0
9.0
9.1
10.0

10.10
10.11
10.13
10.14
10.15
10.19

10.23
10.25
10.26
10.36

1-15
1-2
1-2

1-11



Academic Days Not Worked (item 895)..........ccccvveeieeiiiiiiiiieeee e, 2.138

Account Code (Item 505) ........coooo i 2.62 -2.63.1ss
Accounts Receivable Deduction...............oooeivveeeiiiiiiccevieeece e 2.151, 2.201
Actual Rate (Item 305) ..o 2.38
Actual Time Worked ... 2.53
Adding A New Transaction Out-of-Sequence.............cccoccvrviiiniveeinnnne.. 9.6
Additional POSIION........c.coiiiiiieieeeee e 2.31,2.62, 2.207,
3.22, 3.24, 3.34, 3.36, 3.68, 3.70, 3.74, 3.76, 3.78, 3.80, 3.84, 3.86, 5.10
Additional Position Substantiation (ltem 850)...............cccooviiiineenneennnn, 2.102
AdVErse ACHIONS .........veviiiiiiie it e e 5.70
Adverse Action & Rejection Substantiation (Item 874) ......................... 2.123
AgeNnCy (IREM 120) ......oeeeieiee e e 2.25
Alphabetical Index, Corrections, Out-of-Sequence, Voids ...................... 9.1
Alphabetical Index, Special Instructions............cccveeveeeiiiiiriiieeee, 5.0
Alternate Range (Item 335) ... 2.45
Alternate Salary Range Criteria (Item 851) ..........evniiiiiiiie, 2.103
Anniversary Date (Item 145) ... 2.33
Anniversary Date (Item 330) ... 2.44
Anniversary Date - Second Accelerated (Item 876) ... 2.100, 2.124
Appointment Expiration Date & Hours (ltem 416) ..........cccccoveiiiiiiiiiinnnne, 2.54-2.541
Appointment Reorganization Substantiation (Item 950).......................... 2.139-2.1391
Appointment Required & Conditional Charts (Index)..............c.ccceeeeeee. 3.6-3.8
Appointment Restriction - Specific Sex (Iltem 951) ... 2.140
Appointment Tenure (Item 410) ........oovirieiie e 2.52
Appointment Transaction Codes..............ccocviiiiiiiiniiiicic 3.3-3.56
ASEEIISKS ..coe i s 2.5, 2.100, 3.0, 3.1
B.
Based On Salary (ltem 320) ..., 2.42-2.42 1
Bilingual Pay..........c.ccooiiiiiiii e, evrtnrereer et e aaaa, 2.48, 2.201, 2.203
Birth Date (fem 140) ... 2.32
L0201 1 (=T e: (o] g E-0 (o XN 6.12, 9.3
Blanketed into State ServiCe ... 2.36, 3.0, 3.40
C.
Cancellation of Appointment .............oooiiiii e 2.205, 3.260 -
3.261
CETA Department Codes............ooooiviiiiiiiiiie e Appendix Il
CPA or CPS Certification Documentation ............ccoeeeviviiiiiivieicieinceenee, 2.37.1,5.98
Career Executive Assignment ... 244,252, 2.55,
2.56, 2.145, 2.201
Carmyover HOUFS ......c.civiiie it ee e e 2.36, 2.89
Case No. & Date of Action (ltem 952) ..........cooiriiiii e, 2.142
Casual EMPIOYMENt ...t s 2.36, 2.62, 2.81,
2.201



Certification Number (Item 425) ...

Class (Ite€M 122) ... e
Class Title Changes .........cooooiriiiiiiiiie e
Class Title Variation Code (ltem 886) ........ccoovvrveieereieriiiieeeeee,
Class Title Variation Table Listing............ccccoovcieiniiiiiii
Collective Bargaining Identifier (Item 126)..........c.cooeeiimiiieennnnee
Commitment Date (ltem 853) .........ooviiiiiii e
Computer Generated HemMS..........c.ooivviiiiiiiiiiiiii e

2.55
2.27
4.1
2.100, 2.131
Appendix |
2.29.1-2.29.5
2.104
2.21,2.22,2.33,

2.38, 2.39, 2.64, 2.65, 2.66, 2.67, 2.68

Conditions of Employment (Item 740)...........ccccoeviieiriiricneeeeee e
Conversion Charts (Fractions of Hours) .............cccoo i,
Corrected Transaction Identifier (Item 960)...........cccoeeiiiiiniiiinicee.
Correction of PAR HEMS.....c.ovmmieii s
Corrections t0 TransSactions .............cccoviviuiemieriemiieieeeeeerr e e
Corrective Action Procedures
County Code (Iltem 130) ........oiiiiiiiiicieeee e
Cut-Off Dates - Personnel Operations ............cccccceveerieeremimniminnin,

Date of ENtIEMENt.......co oo et vaer e e ees

Date (PAR ProCess) ......ccccviiiiiiiiiiiiei ittt
Decentralized Procedures (INdeX).........ccocovvermvieiiiiiiiie,
Decision of State Personnel Board After Appeal, Documenting
Deduction Information (Item 999)..........coociii
DEEP ClasS....cuuiiiiiie et
Deferred Compensation Deduction.............ccccoeiiiiiiinniniiiiinnnne,
Demotion Reason (Item 856) .........cooovviiiiiiiiiii
Department Code (Item 124)..........cccooiiiiiiiiiii e
Disability Code (Item 455) .........ocoviiiiiii
Document Processing Number (Item 010) ......c.cccoeoiiiiiiiiiiiiinns
Duplicate Document Requests.............cccccooiiiniiniiiii
DO NOT KEY List (Restricted Transactions)

EAR, Employee Action Request............coooiiiiiiii

5.10,6.1-6.11,8.1-8.3, 8
10.18 - 10.21, 10.27, 10.34, 10.34.

Effective Date & Hours (HeM 210)...uieeeeeeeee e
CormeCtion 10 ..o
Emergency Appointment ...

2.96

Appendix |l
2.148,9.4.1,95
9.3,94
9.1-9.13

9.0

2.30

5.0

2.36,2.203,9.4,9.6.1,
Glossary

2.4

10.0
5.71-5.71.2
2.151

2.89, 2.201
2.151, 2.201
2.105

2.29

2.61, 3.125
2.4,2.21
1.12,2.4,10.23
10.2

2.35
9.3
2.41,2.52, 2.54,

2.56, 2.62, 2.201, 3.28, 3.30, 3.34, 3.36

Emergency Qualifying Time (Item 857) ..o

Employee's Last Name, First Name & Middle Initial (ltem 110,111)
Employment During Leave of Absence Clearance (ltem 890) ................

Employment History Decentralized Departments/Conversion Dates ......
Employment History Information .........c.cc.coiis

2.100, 2.107
2.24

2.135
1.8-1.1 1a|
2.207-2.212



Employment History Remarks (ltem 215)
Established Earnings

2.36-2.37.1b, 3.108

(1= 4 T 1 ) RPN URRR 2.48.1-2.48.3
(emM 352) ... 2.48.4
Ethnic Origin (Rem 445) ..........oeereeeee e 2.59, 2.59.1
Ethnic Origin Corrections ...........ccoovevii e 9.3
Examples of Reconstructing Employment History.............c..ccoocininn. 9.9
Exempt Appointment........ ... 2.29, 2.29.1, 2.30,
232,242 -2.43,2.55-2.55.3,2.58 - 2.60, 2.62 - 2.63 .4, 2.66 - 2.69, 2.71,
2.76,2.91-2.95, 2.118 - 2.120, 2.135 - 2.138, 2.144 - 2.146, 3.5, 3.7 - 3.8,
3.68-3.91.1,3.200 - 3.202,4.3-4.4,5.10,5.40 - 5.43, 5.101
Exempt Authority (Item 535)........cccoiiiei e 2.69
Expiration Date of Plus Salary (ltem 325) .......ccccccceeeeiiiiiiccce e 243
Expiration Date/Pay Letter (Item 356) ........cccooveiieii 2.50
F.
Fingerprint (Item 555) ... 2.73
First Name, Middle Initial (Item 111) ...cooorrreeriiii e, 2.24
Fixed Maintenance (Item 655)...........cccocc i 2.87
Fire MiSSION RALE .....oieieieee e et e e e 2.36, 2.48, 2.149
Flag Clearance Employment List Substantiation (Iltem 859) .................. 2.109
Fractions of Hours Conversion Chamnts ...........cccoooevviiiiiiiic e, Appendix Il
Future Effective Dates..........oooovrveieiiiii e 2.35,24
G.
GlOSSANY ... i 1-11
H.
Hiring Above Minimum ... 243,2122
Health QUESHIONNAINE..........coci e 2.72
Health and Welfare Benefits (ltem 861)..........cccocvrmiiivierieeireeee, 2.110
l.
Identifying Out-of-Sequence Transactions............ccccccveeeeiieiiiicieneeeeenn, 9.2
lllegal APPOINTMENT...... .. 2.37,2.77,2.146,
3.252
Inactive Employment History Data Base ..............cccoocovveiniieieeeiiiiccieee 10.25, 10.25.1
Inactive Transaction Codes..........cccivuiiiiiiiiiii e 2.209
Indeterminate Service Accumulation (Item 891) ... 2.136
(=] 1 1L (= 2.51, 2.56, 2.63
Intermittent Dates and Hours (Iltem 710) ..., 2.89-2.89.1
Intermittent Hours Work Expected (ltem 863) ........ccccoeeveiiiiienn. 2.112
Immediate Pay Appointment ............ccoociiiiiiiiiiiiieiic e, 3.28, 3.30, 3.71,
3.72,3.76, 3.77, 3.81, 3.82, 3.86, 3.87, 3.91, 3.92, 3.201
Involuntary Leave Pending Disability Retirement.....................cc.ocoo.. 3.246, 5.42
IRS Lock-In Letters and EAR Processing...........cccccceveeiviiieereecccnnneee, 5.0




JOD INCUITE TNJUIY.....eieiieiee e e

2.20, 2.36,

2.75-275.1,2.79, 2.80, 3.132, 5.29, 5.33-5.39.4

Last Day on Pay Status (Item 892) ...,
Last Name (Item 110).... ..o e
Lessen Impact of Layoff - Leave of Absence........c..ccccceeeiiiiecinnnnnnnnn.
Leave of Absence - Regular (S50).........ccccccvveniiiiiiciiiiin e,
Leave of Absence Substantiation, Special (Iltem 866)..............c.ccvuueee....
Legal Reference for Annuitant (Item 864) ..............ccoovvviieeeeeiiiiieci,
License - Additional (Item 884)............cooovviieiieiiii e,
License (Professional) (Item 560) ...
Limited Term Appointment...........cccooiviiiiiiiiee e,
Limited Term/Anniversary Date Justification (Item 867).........................
Line 8/9 Items - Information .............cooeovviiiiiiiiiini e
Line 10 - Backup, Remarks and Keyed By Information..........................
Line 10 - Completion Charts.............coi e,
Line 11 - For the Appointing Power (Signature) .......................cceeeeeee.
Line 12 - Employment History ...,
List Clearance Date (IHem 858) ..........cooeeiiiiiiiiiiivceeee e
Log Number (Iem 728) .........ooemeriieeiieie e
Lump Sum Extra Hours (ltem 625).........ccoveiviiiee
Lump Sum Payment Code (Item 630).........ccoommeiiiiiiieeeeeeee
Lump Sum to be Paid (Item 620) ..........coovvriiiir
Lump Sum Unit/Serial (ltems 635, 636) ........cccooevvivniiiie
Lump Sum Vacation Payment...........c.ccccovveimiiiiinn e
Lump Sum Payment Deferral (Item 877)...........coeiiiie
Lump Sum Payment Deferral - Correction to...........cccooeiiiieeiiiiiiennennes

Maintenance (FiXed).............oorrriiriiiieeee e
Mandatory Reinstatement Following Rejection ...............cccociiin,
Mass UPAates .........oceiiiiiiiiiiiie e
MCR Approval (Hem 435).........ccuuueuuuiimiieiiiinnieiieeierieciacreeineeneenenannenes
Medical Clearance (Item 550) ............ueeei s
Membership Effective Date (Item 510)........ccoeveriemieiieiin,
Merit Salary AdjuStMENts ............oooiiiiiiii e,

Military Leave Pay (Thirty Days).........ccccummiieeieiiiierceeereevcveeeee s
Military Service Dates (Item 964) ............cccoevvvviviiriiniiniceiieeienns peresnrmennsd
Military Substantiation (Item 865)...............oooriiiii
Miscellaneous Change Required/Conditional Charts............c..cccoeeennnn.
Miscellaneous Change Transaction Codes...........ccccvvieirmiieeinniniiinninnns,
MOtOrCyCle Pay..........cooi i
Multiple Hourly Rate (Item 955)........coovviviiiiie e,

2.137

2.24

2.76

2.76, 3.217
2.115-2.116|
2.113

2.100, 2.130
2.74

2.52, 2.55, 2.56
2.117-2.117.1
2.100-2.101
2.200

..... 2.201-2.205.1
..... 2.206-2.206.1

2.207-2.212
2.108

2.93

2.83

2.84
2.82-2.82.3
2.85
2.36,5.75
2.125,5.76
9.3

2.87

5.70, 5.83
2.36, 4.1
2.57-2.57 1
2.72

2.64

2.36, 2.44, 2.89,
2.203, 2.208,

2.209,3.142,42-438
2.204

2.150

2.114

3.104-3.153
3.100-3.103

2.48

2.100, 2.143



Name Change or COrreCtion ...........cccccvuiiuiimiineerr e 6.4, 9.3

Name Of EMPIOYEE......... e s 2.24
Non-Qualifying Pay Period (715 Transaction)........c....cccccoveviiinicniiinnnenn. 3.136
Notice of Personnel Action (NOPA) ... 26-27,2.76,
2.120,542,7.1-7.9,8.1-8.7
Number of Months (Hem 415) ..., 2.53
0.
Oath/Non-Citizen (Item 545) ........cco v 2.71
Official Reprimand.............coeeiiiiiiiiiiie e e 3.144,5.70
One Document Method Required/Conditional Charts ............................. 3.28, 3.30, 3.74,
3.76, 3.84, 3.86
Other Eligibility Substantiation (Item 957) ..........ccco oo 2.144-2.146 1
Other Position (Item 135) ... 2.31
Out-of-Sequence Transactions ...........cccccviiiiiiciiiiii 2.20,9.4,9.6
Overpayment of Separated Employee ...............coociiiiiiin e, 2.36, 5.46
P.
Padded PAR (FOrm 680A) ........ccooiiiiiiir e 2.1-2.1b, 2.23,
2.24,2.31,5.10, 5.100, 8.1
PAM (Personnel Action Manual) ... 1.0
PAR (Personnel Action Request) .......c..cocceeiiiiiiiiii 21-2.1b
8.1-8.7,10.8-10.13, 10.23, 10.26, 10.29
PAR Item Deletion Chart...............oovimiimiimiimiim s 9.13
PAR, Required/Conditional Charts...........cccccccorniiiiiiii, 3.20-3.87,
3.104 - 3.153, 3.204 - 3.261
Paramedic Pay ... 2.48
Pay Frequency (Item 315) ........cccocciiviriiiiiei e 2.41
Pay Immediately (Item 615) ... 2.81
Pay Letter #/Expiration Date (ltem 356) ..............ocoiiiiiiiiiiii s 2.50
Pay Period............coiiiiei e 2.41,2.47,2.79,
2.80,4.2,5.25
Pay Period (Hem 605) .........oocoiiiiiiiii e 2.78
Pending Investigation of Injury or lllness .............cccooiiiiiiniiii 3.136, 3.246, 5.29
Personnel Operations Errors.........ccccccceveeee st e 9.1
PIMS System Users/Conversion Dates..............ccoccceiiiiiiiininen e, 1.3-1.3b
Plus Salary (Item 325)........cooiiiiiiii e 2.43-2.43.1
POSIHION NUMBET......ccoee et ra e e 2.25-2.28,
_ 2.132,2.147 - 2.150
Premium Pay ... ...t 2.48-2.48.4
Prior State Service (IHem 450) .........ccoe e 2.60
Probationary Period (Item 430) ........c.oooiriiiiiiiiie 2.56-2.56.1
Processing of Transactions........c.cc.evveiiviei i, 8.0-8.7
Professional License (Item 560)............uvuiiiininiei 2.74



Qualifying or Non-qualifying Pay Period.............ccccccoivvminiiiriinneci,

Reading Line 12 - Employment History ..o
RealloCations..........oviiiiieieee e e
Reason for Separation (Item 603)...........coviiviiiiiiiiiiiiieeeeeereeeee
Reconstructing Employment History ...

EXamples Of ... e
Red Circle RAateS ........ooiiii et
Redefined Transaction Codes...........ccovvriiiiiiiiiiineinicieeeee e
Reemployment List Class (Item 725) .........ooooiiiis
Reemployment List Eligibility (ltem 730) .....cccomriiieiiis
Reemployment List Eligibility Date (Item 869)..........cccccociiiiiniiinnn
Reemployment Seniority Score (Iltem 735)........ccccoviiiiiiiiiicine
Re-entering a New Transaction as a Result of a Void..................ccooe..
Reinstatement of Payment of Lump Sum Vacation.............c....cccoeoees
Rejection During Probationary Period .............cccccvviiniiiciiins
Reporting Unit (Rem 121) ...ooerrre e
Request for Confidentiality of Home Address (Form 686A) ...................
Requesting Additional History ..........ccccoooieii i,
Requesting Duplicate Documents ...........ccccovveiice i,
Required/Conditional Charts (PUrPOSEIUSE) ...
Retention of Documents

Retirement System Transaction (RO1) ........cccovviiiiii e,
Retirement Rate (Item 530).........ouiiiiiii
Retirement Annuitant Appointment ...

2.90, 3.136

9.1

1.5, 4.1
2.76-2.77
9.7

9.9

2.43
2.209
2.55,2.92
2.94
2.118
2.95

9.6

5.75
2.20, 5.83, 5.84
2.26

6.11

1.12

1.12
3.0-3.2

24,25
7.2
3.147
2.68

2.41,2.48, 2.52,

2.54,255.1-2.55.2, 3.28, 3.30, 3.32, 6.1

Right of Return Designation (Item 871)..........ccccooevveeeneirriinee e,

Roll Code 9 EMPIOYEES ........covvimieeiieiieiieiiii e i s
Route to Department of (Item 015)........cooieiiiiiii

Safety Member (Item 515).......cc
Salary, Based on (tem 320)...........cccoiiiiiiiiini e,
Salary Increase Certification (Item 872) ..o,
Salary Per (Item 310) ...
Salary Rate.......cooiiiiiiiieei e
Salary Rate Substantiation, Above Minimum (ltem 873).........................
Separation/Disposition of CalPERS Contributions................c..ccocevvinnee.
Separation Expiration Dates & Hours (Item 645) ..............cccoeineniinnnen.
Separation Required/Conditional Charts.............cccccccciiiniiiiii,

2.100, 2.119 -

2.120.1
2.36
2.22

2.65

2.42

2121

2.40

2.42

2.122
6.20-6.29
2.86
3.204-3.261



eparation Time to be Pai

Signature Authorization For Personnel/Payroll Documents

(Form PPSD 8A)......oo et
Social Security/Medicare Member (ltem 525) .........cccccceee.
Social Security Number (ltem 105) ........cccooceiiiiiiiiiiiiiiieenes

Correctiont0.....ccooeveeei
SPB or Court Action ................. e et et e e e————— e e e
Special Ingrade Salary Adjustment ...................o i,

Special Instructions (INdex) ..........cccceimiiiriren e
Special Pay (Item 350) ...
Special Plus (IRem 720) ..o,
Special Salary Adjustment - CPA or CPS Cettificate...............
State Disability Insurance Leave documentation.....................
State Reporting Codes ...
Submission of Documents.............cooeevviriieiine e
Surname SUFfIXES.........cuveiiiiiiii
Survivor's Benefits (Item 520) .......cooovvvveiieiiiiii

Tax Sheltered Annuity Deduction..............ccccoimmiieiiieiniinnennns
Telephone Contacts............oooeveieeeeieeeee e
Temporary Authorization Appointment (TAU) ..........cevvveennnnnes
Temporary Authorization Clearance (ltem 878) ......................
Temporary Leave (715 Transaction) ..........c.cccccceeeiiiiiineinnen.
Temporary Leave (S54 Transaction)...........ccccccvevveieveerennnennees
Ten-Twelve Pay Plan Employees.............ccooiiiiiciiiinneens
Time Base (IHem 405)........cccccvveiveeeeiiieee e
Time Base Substantiation (Item 879)...........cccooviiviiriiniinninnns
Time of Death (Item 880) ..........oooirimiis
Time to be Paid - New (ltem 606) ...........ccovvvviiiceeieiieerriene.
Total to be Paid - Old (Item 607)..........cooooiiiiiiiiee e
Total Salary (Item 306).........cccocueiiiiiieeee s
Total State Service (Iltem 705)..........ooeveeiiiiiiiie,

Correction t0.......coooeiiiiiii
Transaction Code (Item 209)..........ovvveiiiiiieeeiiiccecceceieeeeeee

ubstantiation (tem 958)......................... o 147
Separation Transaction Codes........c.ccoovvvvveriiiiiiiieeerieerievennnne.
Sequence Number (ltem 005) ...,
Serial (IFem 123)......eec e
Service Pay Period (Item 715) ..o,
Sex (Rem 440).........m e

CorreCtion 10 .....ccoceiiieii e
Shift Differential (Item 345) .......cccoooeiiiiiiiiiiie,
Sick Leave (Lump SUmM) ..o

Sick Leave at Retirement (ltem 888)...................c..c .

................ 2.20
................ 2.28

................ 2.133

................ 2.24
................ 2.66

................ 2.51
................ 2.127
................ 2.128
................ 2.80
................ 2.39
................ 2.88
................ 9.3
................ 2.34

3.200-3.203

2.90, 5.29

................ 2.58
................ 9.3

2.47-2.47.1|
2.82, 2.84, 3.250

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
................ 2.91
................ 5.98

3.232,5.103
Appendix [V
22,24,2.35

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

2.79-2.79.3




" Transaction Codes
Inactive or Red
Appointment ...

CfiNEA. ..

..............................................................................

Miscellaneous Change ............ccooeriiiiiiiieecee e

Separation ......
Correction to...

Transaction Packages...........ccccccvveiiiiieieiiiie e
Turnaround Documents Chart..............oooimiiiii e
Turnaround PAR (FOrm 680)............ooiiiiimieriiieiriieinrnr e e

Type of List/Exempt Status (ltem 426)

U.
Union Benefit Trust Fund Deduction ........cocooveeviiie i
UNit (IBEM 1271) ... e
V.
Vacation (LUMP SUM)......ooiiiiiiiiiiieeec e
Variable Maintenance DedUGtiON ...........cccvvivieie e e e
Voiding TranSactioN...........c.ovviiiiiiiiiii e
W.
Work Week Group (Item 355) ...t

Work Week Group Reallocations

VII

2.209
3.17-3.19
3.100-3.102
3.200-3.202
9.3

5.100

2.6

2.1-21b, 5.10,
5 5.70, 5.100

2.55.1-2.55.4

2.151, 2.205
2.26

2.82,2.84
2.151, 2.205
9.5

2.49
2.49-2.50
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EMPLOYMENT HISTORY DECENTRALIZED DEPARTMENTS/ID'S/ 18
CONVERSION DATES
(Rev. 05/11)
Agricultural Labor Relations Board 40-5 06/86
Alcohol & Drug Program 40-4 06/86
Alcoholic Beverage Control 39-2 04/86
Air Resources Board 35-5 05/85
Arts Council 42-4 01/87
Board of Equalization 31-6 10/84
Board of Prison Terms 42-9 02/87
Boating & Waterways 39-1 03/86
California Coastal Commission 43-6 04/87
CalFire FS 01/84
Amador - El Dorado Ranger Unit 47-2 05/92
Butte Ranger Unit 45-3 07/89
Coastal-Cascade Region** 44-8 01/85, 07/89
Humboldt-Del Norte Ranger Unit 44-7 07/84
King Ranger Unit 47-9 07/93
Lake Napa Ranger Unit 45-5 07/89
Lassen-Modoc Ranger Unit 45-6 07/89
Madera-Mariposa-Merced Ranger Unit 47-3 05/92
Mendocino Ranger Unit 45-7 10/89
Nevada-Yuba-Placer Ranger Unit 44-6 06/89
Riverside Ranger Unit 46-3 06/90
San Benito-Monterey Ranger Unit - 47-6 10/92
San Bernardino Ranger Unit 49-0 10/94
San Diego Ranger Unit 45-4 09/94
San Luis Obispo Ranger Unit 48-8 08/94
San Mateo-Santa Cruz 44-9 07/89
Santa Clara Ranger Unit 45-1 07/89
Shasta-Trinity Ranger Unit 33-1 07/94
Sierra-South Region Office** 32-9 01/84, 07/89
Siskiyou Ranger Unit 48-6 07/94
Sonoma Ranger Unit 45-2 07/89
Tehama-Glenn Ranger Unit 47-5 10/92
Tulare Ranger Unit 48-7 08/94




EMPLOYMENT HISTORY DECENTRALIZED DEPARTMENTS/ID'S/
CONVERSION DATES

(Rev. 05/11)

1.8a

Tuolumne-Calaveras Ranger Unit 47-7 10/92
California Coastal Conservancy 143-2 02/87
California Conservation Corp 30 07/84
California Earthquake Authority 30-6 . 05/01
California Exposition and State Fair 32-1 11/84
California State Highway Patrol HP 03/84
California State Library 46-5 07/90
California Waste Management Board 43-4 04/87
Commission on Teacher Credentialing 43-1 02/87
Community Colleges 44-1 09/87
Community Services and Development 40-1 10/86
Conservation 39-5 04/86
Consumer Affairs CA 03/84
Corporations 39-6 04/86
Corrections -

Admin/Parole & Comm. Ser 33-2 01/85

Avenal State Prison 42-7 01/87

California Correctional Center 34-7 03/85

California Institution for Men 33-6 01/85

California Medical Facility - Main 33-9 02/85

California Medical Facility - South 43-8 02/85

California Men's Colony 34-2 04/85

California Rehabilitation Center 34-1 04/85

California State Board of Corrections 30-8 05/03

California State Prison, Los Angeles County [47-8 01/93

California Substance Abuse Treatment 49-5 06/97

Facility, Corcoran

Calipatria State Prison 46-8 07/91

Centinela State Prison 48-0 07/93

Central California Women's Facility 46-2 05/90

Chuckawalla State Prison 44-4 11/88

Corcoran State Prison 44-2 01/88

Correctional Inst./Tehachapi 34-5 03/85

Correctional Training Center - Galt 36-2 08/85

Correctional Training Facility 33-5 01/85




EMPLOYMENT HISTORY DECENTRALIZED DEPARTMENTS/ID'S/
CONVERSION DATES

(Rev. 05/11)
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Deuel Vocational Institution 34-8 04/85
Donovan Correctional Facility 42-8 02/87
Folsom State Prison 35-4 05/85
High Desert State Prison 49-3 07/95
Institution for Women 34-4 03/85
Ironwood State Prison 48-3 01/94
Kern Valley State Prison 34-9 03/05
Mule Creek State Prison, lone 42-5 01/87
North Kern State Prison 46-9 07/91
Northern Calif. Women's Facility 42-6 01/87
Pelican Bay State Prison 45-8 10/89
Planning and Construction Division 46-4 05/90
Pleasant Valley State Prison 48-9 09/94
Sacramento State Prison 48-1 08/93
Salinas Valley State Prison 49-4 05/96
San Quentin State Prison 334 01/85
Sierra Conservation Center 34-6 03/85
Valley State Prison for Women 49-1 02/95
Wasco State Prison Reception Center 46-6 01/91
Del Mar Fairgrounds — 22" DDA 29-1 11/04
Department of Aging 41-3 10/86
Department of Child Support Services 49-8 01/00
Department of Commerce 42-2 01/87
Department of Financial Institutions 41-7 12/86
Department of Housing & Community Development |34-3 03/85
Department of Information Technology 49-9 01/00
Department of Insurance 35-7 06/85
Department of Military 49-6 03/98
Department of Personnel Administration DP 10/83
Department of Rehabilitation 32-2 11/84




EMPLOYMENT HISTORY DECENTRALIZED DEPARTMENTS/ID'S/
CONVERSION DATES

1.10

Rev.05/11)

Developmental Services DS 1 03/84
Agnews State Hospital AN 10/84
Canyon Springs 30-4 07/00
Fairview State Hospital FV 11/84
Lanterman State Hospital 24 11/84
Northern CA Facility - Sierra Vista 30-2 07/00
Porterville State Hospital 28 12/84
Sonoma State Hospital 23 10/84

Education - Administration 38-1 02/86
Diagnostic Center, Central California 38-5 03/86
Diagnostic Center, Southern California 38-7 03/86
School for the Blind - Fremont 38-2 05/86
School for the Deaf - Fremont 38-3 03/86
School for the Deaf - Riverside 38-4 03/86

Employment Development Department HR 08/83

Energy Resources Commission 36-3 09/85

Fair Employment & Housing 39-9 05/86

Fair Political Practices Commission 43-7 06/87

Finance Fl 10/83

Fish and Game FG 02/83

Food and Agriculture FA 12/82

Franchise Tax Board 25 06/84

General Services 21 05/84

Governor's Office 42-1 01/87

Health Services 33-7 02/85

Health & Welfare Data Center 36-5 09/85

Horse Racing Board 43-9 07/87

Housing Finance Agency 41-8 12/86

Industrial Relations 27 06/84

Judicial Council 32-6 12/84

Justice JU 02/84

Legislative Counsel 39-3 04/86

Managed Care 30-5 10/00

Managed Risked Medical Insurance Board 31-4 06/03




EMPLOYMENT HISTORY DECENTRALIZED DEPARTMENTS/ID'S/
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Mental Health Administration 31-5 10/84
Atascadero State Hospital 31-8 02/85
Coalinga State Hospital 32-3 06/03
Metropolitan State Hospital 31-9 10/84
Napa State Hospital NH 10/84
Patton State Hospital 31-7 10/84
Salinas Valley Psychiatric Program 30-7 01/03
Vacaville Psychiatric Facility 44-5 01/89

Motor Vehicles MV 02/84

Museum of Science & Industry 38-8 03/86

Office of Administrative Law 40-7 08/86

Office of Criminal Justice Planning 41-5 11/86

Office of Emergency Services 41-6 11/86

Office of Environmental Health Hazard Assessment |47-4 08/92

Office of the Inspector General 30-1 05/00

Office of Planning & Research 42-3 01/87

Office of Statewide Health Planning & Development |40-2 06/86

Orange Co. Fairs & Expo Ctr 32" Dist. Ag. Assoc. |30-9 05/03

Parks and Recreation PR 12/83

Peace Officer Standards & Training 43-3 03/87

Pesticide Regulations 48-5 07/94

Post-secondary Education Commission 40-6 07/86

Prison Industry Authority 41-1 09/86

Public Employees’ Retirement System PA 01/84

Public Employment Relations Board 41-2 10/86

Public Utilities Commission 32-7 12/84

Real Estate 36-4 09/85

Real Estate Appraisers 49-2 07/95

Secretary of State 32-8 01/85

Social Services 31-2 09/84

State Board of Control 46-1 05/90

State Bureau of Audits 48-2 08/93

State Compensation Insurance Fund 26 06/84

State Controller CO 05/83

State Lands Commission R 39-8 05/86
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CONVERSION DATES

(Rev. 05/11)

1.11a

State Lottery Commission 37-9 01/86
State Personnel Board PB 02/84
State Public Defender 46-7 06/91
State Teachers' Retirement System 39-7 05/86
State Treasurer 40-8 10/86
Student Aid Commission 40-3 06/86
Teale Data Center 39-4 04/86
Toxic Substances Control 471 08/91
Transportation - H.Q. Equip. & Lab 311 09/84
Unemployment Insurance Appeals Board 22 05/84
Veteran's Affairs 33-3 01/85
Barstow Veteran's Home 49-7 04/98
Veteran's Home - Chula Vista 30-3 07/00
Veteran's Home 33-8 03/85
Water Resources WR 11/83
Water Resources Control Board 35-6 06/85
Youth Authority - Headquarters 36-6 10/85
DeWitt Nelson Training Center 371 11/85
El Paso de Robles School 37-5 12/85
Fred C. Nelles School 37-6 01/86
Karl Holton School 37-3 11/85
N.A. Chaderjian School 45-9 03/90
Northern California Youth Center 36-9 11/85
Northern Reception Center 36-7 10/85
O.H. Close School 37-2 11/85
Preston School 36-8 10/85 -
Southern Reception Center 37-7 01/86
Ventura School 37-4 12/85
Youth Training School 37-8 01/86




2.46  (Rev. 05/84)

ITEM 340 - PAYROLL STATUS *

DESCRIPTION:

REQUIRED:

LENGTH:
ENTER:

ADDITIONAL
INFORMATION:

EXAHPLE:

This item denotes the reason an employee is off the
payroll. Currently, the only valid reason to use
Transaction Code 340 is when the 10 month employee
did not elect 10/12 pay plan option or the 10/12
employee is not entitled to a full 12 months of
payment due to numerous docks or a late start.

Time off payroll under Miscellaneous Transaction 340
is qualifying for State service benefits.

On 340 Transactions when:
e employee did not elect 10/12 pay plan option.
OR
¢ employee did elect 10/12 pay plan option but
is not entitled to 12 full months of payment
due to numerous docks or a late start.

1 character

"X" - For 10/12 Teave per SPB Rule 369.

Entries in the shaded area of this item will be deleted
by the computer when processing a 341, 565 or Separation

Transaction.

This item was originally titled "FLSA". The title on the
PAR was changed to reflect "Payroll Status" with the 10/76

revision.

PAYROLL
BTATUS

X

840




2.47 (Revised 05/11)

ITEM 345 - SHIFT DIFFERENTIAL

DESCRIPTION: A code which indicates the employee is to receive a differential
rate for evening or night shift work.

REQUIRED: 1-  For employees assigned to evening or night shift for one
full pay period or more. . (If shift assignment is less than
one full pay period, refer to Payroll Procedures Manual,
Section D 300)

2- For transactions in which a change to CBID also results in
a change to shift rate.

3-  When shift differential code in shaded area is changing or
no longer applies.

ENTER: For transactions effective on and after 08/01/89.

If employee’s shift is: Enter Code:

Evening E*1
G R04 (Class 1120 only, eff. 11/2/10)
R S14 (Class 7222 only)

Night N
H RO4 (Class 1120 only, eff. 11/2/10)
S 814 (Class 7222 only)

to be deleted *

For transactions effective on 07/01/82 through 07/31/89, the
following codes apply:

If employee's And Employee's
shift is: CBID is: Enter Code:
Evening R0O9 E

RO1, R0O3, R04, R10-R15, G

R17, R19 & R20
R18 or S14 & class code 7222 |R *2
C,E, Mor S (except C06, M06 | K*3

or S06)
Night RO9 N
R01, R03, R04, R10-R15, H

R17, R19 or R20

R06, R07, R18 or S14 & class | S
code 7222

C,E,MorS L
to be deleted one of the above

(continued on next page)




2.114  (Rev. 10/79)

ITEM 865 - MILITARY SUBSTANTIATION

—_— w——

DESCRIPTION:

REQUIRED:

LENGTH:
ENTER:

ENTRIES
DEFINED:

EXAMPLE:

e —

The total length of active duty when an employee is given
a military leave of absence and when mandatorily
reinstating an employee after a resignation to join
military service (G.C. 19783).- This information is
required for verification of reinstatement eligibility at
the time of return to State service. Length of active
duty is obtained from the military orders. See PTM
Section 471 for computation.

For the following transactions:

Military - Short Term

S51 -

S52 - Military - Long Term

§53 - Military - Emergency

A03 - Mandatory Reinstatement (when employee has

mandatory rights after resigning to join
military service per G.C. 19783)

7 characters
865: # years (1 digit) - ## months (2 digits) -
# tenths of months (T digit)

Tenths of months - formula for partial months is 3
calendar days equals 1/10 of a month. Divide 3 into
number of days to find tenths of months.

7
EXAMPLE A: 23 days 3/?? = 8/10
2

=

EXAMPLE B: 22 days

7
3/22 = 7/10
21
T

J *X-
8 70{86513-0c-0 |

sos | sia_ |

**This is an example of 3 years 6 mos.




2.115 (rev. 05/11)

ITEM 866 - LEAVE OF ABSENCE SUBSTANTIATION, SPECIAL

DESCRIPTION: Denotes substantiation to the Special Leave authorized for a Veteran's
Education or Job Incurred lliness or Injury.

REQUIRED:

1- For S55 Transaction - Veteran's Education Leave of Absence. This leave
requires the following:

o Date Form 718 was given to employee.

¢ Number of years, months and/or days of school (total entitlement) up to a
maximum of 4 years, 3 months as specified in G.C. Section 19341.

¢ Date of enrollment in school and the length of school year.

For an extension of this type of leave, a memo stating the reason must be
attached to the PAR.
For computing the expiration date or length of the leave see PTM Section 500.

2- For S56 Transaction - Special Leave of Absence due to Job Incurred lliness or
Injury. This leave requires either:

e Date of last paid temporary disability day. (to be used when the employee
exhausts the maximum temporary disability benefit but has not been declared
permanent and statuary nor returned to work)

e Date of Permanent Disability Award; or
e Date employee started rehabilitation training.

The effective date of the leave cannot be earlier than the date mentioned above.
LENGTH: Up to 23 characters
ENTER:

866: Code - mm/dd/yy - yymm/dd - mm/dd/yy - ##; or

Code - mm/dd/yy

If entry will exceed 18 characters, including item number, make entry in Line 9.

CODES DEFINED: Entries for Veteran's Education Leave of Absence

Code A - plus the following:
mm/dd/yy - date Form 718 was given to employee.

y/mm/dd - number of years, months and/or days of school
enroliment.

(continued on next page)




2.116 (rev. 05111)

ITEM 866 - LEAVE OF ABSENCE SUBSTANTIATION, SPECIAL (cont.)
CODES DEFINED (Cont.):
mm/dd/yy - date of enroliment.
#t - length of school year in terms of months.
Code D - Extension of Leave of Absence.
Attach a memo to the PAR stating the reason for extension of
leave. Line 10 - Remarks, should have appropriate box

checked "Substantiation Attached".

Entries for Special Leave of Absence due to Job Incurred lliness or Injury

Code E - (mm/dd/yy) - Date of permanent disability award.
Code F - (mm/dd/yy) - Date employee begins rehabilitation training.
Code ??? — (mm/dd/yy) - Last paid date of temporary disability

EXAMPLE:

Veteran's Educational Leave of Absence

| A-09/01/80 — 4/03/01-
TO:  |866 | 09/15/80-09

i

|

910

Special Leave of Absence due to
Job Incurred Injury or lliness

|
866 |E-05/15/83
815 i




2.117  (Rev. 11/86)

ITEM 867 - LIMITED-TERM / ANNIVERSARY DATE JUSTIFICATION

DESCRIPTION:

REQUIRED:

LENGTH:
ENTER:

CODES
DEFINED:

0331c18

Indicates the:

reason for an LT (or TAU in lieu of LT) appointment,
except for classes in which only LT appointments are made

SISA/MSA justification for a temporary employee.

Refer to DPA Regulation 599.682 and PTM Section 711.

1)

2)

FOR APPOINTMENT JUSTIFICATION when appointment is LT (or

TAU in 1ieu of LT), or consecutive LT {(or TAU in lieu of
LT).

DOES NOT INCLUDE: Non-testing LT only classes or
LT/TAU appointment due to SPB decision or court ordef.

FOR ANNIVERSARY DATE JUSTIFICATION of service under the

following appointment conditions:

Seasonal non-testing class

Non-testing entry level training class in lieu of
permanent appo1ntment

LT (or TAU in lieu of LT) when filling a permanent -
position

FOR SISA/MSA JUSTIFICATION when time base is intermittent

or when an anniversary date was not established on the
appointment transaction to justify counting service
towards a SISA/MSA in a seasonal non-testing; or
non-testing entry level class in lieu of permanent
appointment; or LT (or TAU in lieu of LT) when filling a
permanent position.

Up to 10 characters

867:

Code (1 digit) - Date (mm/dd/yy). (Use date for
codes 5 and 8 only.)

Fi11ing permanent position while employee is on sick
leave, vacation, Leave of Absence, Limited-Term TAU
Appo1ntment or Training and Deve]opment Assignment.
(Service DOES count towards SISA/MSA.)

Filling seasonal workload job, or non-testing entry level
training class in lieu of permanent appointment. (Service
DOES count towards SISA/MSA.)

Filling a short-term budgeted pos1t1on (Service DOES NOT
count towards SISA/MSA.)

{continued on next page)
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3.243 (Rev. 05/93)

LINES 8 ] 9 ITEMS:

866 - Leave of Absence
Substantiation, Special

Case No. and Date of Action
Separation Time To Be Paid
Substantiation

952
958

960
962

999

Corrected Transaction
[dentifier

Separation Pay At Alternate
Salary Rate

Deduction Information

LINE 1 0 REMARKS AND BACKUP INFORMATION:

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

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

PAM page 2.151.)

2- S55

CAWP51\DOCS \PAM".0332C/45

SSS 4d0OD NOILDVSNVYL NOLLVYVdIS
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3.244 (Rev.05/11)

LEAVE OF ABSENCE #1
SPECIAL - JOB INCURRED
INJURY OR ILLNESS

(PER G.C. 189381.4)

OR PER LC 48656 (C) (1) or (2]

*1  Exempt employees are not eligible for this type of leave.

= REQUIRED

O
[

(MUST .be completed)

CONDITIONAL

(MUST be compieted 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)
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5.26 (Revised 05/09)

CUT-OFF DATES - PERSONNEL OPERATIONS

PERSONNEL/PAYROLL CUTOFF DATES FOR 2009

2009 PAY | PAY PERIOD PAYROLL PERSONNEL/ P e |  PERSONNEL

PERIOD | INCLUSIVE | SEMIMONTHLY | SEMIMONTHLY MASTER  [MASTER CUTOFF
MONTHS DATES CUTOFF DATES | CUTOFF DATES LTon DATES
JANUARY 1/11-1/29 01/09 01/08 01/21 01/15
FEBRUARY 1/30-2/28 02/06 02/05 02/19 02/13
MARCH 3/1-3/31 03/09 03/06 03/20 03/17
APRIL 4/1-4/30 04/09 04/08 04/22 04/17
MAY 5/1-5/31 05/11 05/08 05720 05/15
JUNE 6/1-6/30 06/09 06/08 06/22 06/17
JULY 7/1-7/30 07/09 07/08 07/22 07/17
AUGUST 7/31-8/31 08/10 08/07 08/21 08/18
SEPTEMBER 9/1-9/30 09/09 09/08 09/22 09/17
OCTOBER 10/1-10/31 10/09 10/08 10/22 10/19
NOVEMBER 11/1-12/1 11/06 11/05 11/18 11/13
DECEMBER 12/2-12/31 12/09 12/08 12/21 12/16






