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Welcome to
PAR DOCUMENTATION

BASICS MODULE ~ 3

Personnel & Payroll Services Division
Statewide Training Unit

Instructor: Kelli Shropshire

INTRODUCTION TO PAR DOC BASICS

This module is designed to give Personnel Specialist(s) 

a better understanding of  the completion of  PAR items 

Lines 1-9 PAM (Personnel Action Manual) Section 2.

Thru the use of  this training module and PAM Section 2, 

Specialist(s) should be able to complete the appropriate 

line items on the PAR to ensure all of  the appropriate 

items are completed on their PAR transaction.
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PAM Section 2

PAR – PURPOSE/USE

PAM PAGE 2.1
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PAM Section 2.1a – Submission / Resulting 

Turnaround PAR

The original Padded/Turnaround PAR(s) that cannot be de-centrally keyed, must be submitted to: 

State Controller's Office 
Personnel/Payroll Services Division Personnel Operations

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

When submitting a stack of  documents, leave the stack flat and use Personnel Operations' envelopes, or 

batch the stack of  documents and then fold in half  to fit into a mailing envelope. Documents for one 
employee can be kept together with clips or fasteners. DO NOT STAPLE INDIVIDUAL DOCUMENTS 

TOGETHER. 

Miscellaneous Change and Separation Transactions cannot be entered on the database earlier than the 
pay period in which effective. 

Appointment Transactions cannot be entered on the database earlier than the effective date. 

Exceptions: the following can be entered on the data base any time during the pay period of  the 
effective date: 

· • Appointments effective after an expiring appointment; or 

• Mandatory Reinstatements effective after Adverse Suspensions.
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 Most transactions entered on the data base will result in a Turnaround PAR being 

issued. 

 See Section 2.6 for a list of  transactions that result in a Turnaround PAR. 

 When a Turnaround PAR is received, it should be verified with the coded 

padded/Turnaround PAR(s) used for key entry.

 The appointing power must retain the coded padded/Turnaround PAR(s) for six months 

following the close of  the fiscal year in which the transaction was processed for audit 

purposes. It is not a requirement to keep an additional copy of  the coded PAR with the 

Keyed Transactions Control Sheet (PSD Reference Number Key log). 

 The appointing power shall use the most recently issued Turnaround PAR for future 

transaction documentation. 

 The date printed above Item 105 on each Turnaround PAR represents the issue 

date when the most recent transaction was entered on the database. 

PAM Section 2.1a – Submission / Resulting 

Turnaround PAR
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RESULTING TURNAROUND PAR (TAD) (Rev. 09/03) 

 The Turnaround PAR shows an asterisk printed in each item that contains new, updated, 

or deleted information unless a Turnaround PAR is a result of  a GEN or A13 mass update. 

For other exceptions see Section 9. 

 The Turnaround PAR received as a result of  entering a separation is retained by the 

appointing power. 

 If  the employee subsequently returns to State service, the Turnaround PAR generated at 

the time of  separation must be used to report the new appointment, even when the 

employee returns to a different agency.

PAM Section 2.1a – Submission / Resulting 

Turnaround PAR
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TURNAROUND PAR TRANSACTIONS LIST

PAM page 2.6 

Appointment Transaction Code(s) Turnaround PAR A NOPA*1

A01 THRU A12 X X

A13 X

A14 THRU A33 X X

Miscellaneous Change Transaction Code(s)

105 X

120 X

126 X X

130, 215, 315, 325 X

330, 335 X X

345, 350 X

355 X

405 X X

430, 440, 455 X X
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TURNAROUND PAR TRANSACTIONS LIST

PAM page 2.6 

Miscellaneous Change Transaction Code(s) Turnaround PAR A NOPA*1

445 X X

505, 545 X X *3

550, 555, 560 X

565 X X

705, 710 X

715 X X

*2 GEN, MHR, MSA, PUN, SAL, SIS, SPC, R01 X

Separation Transaction Code(s)

S01 – S41 X X

S49 – S50 X X

S70 – S80 X X

S85 – S90 X X

S95 – S99 X
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TURNAROUND PAR TRANSACTIONS LIST

PAM page 2.6 

When you submit an EAR with the following block 

checked in Section B.

Turnaround PAR A NOPA*1

05 – Name change X X

07 – Birthdate change X X *3

*1 When a correct or void transaction is entered on the data base, a corrected NOPA will be issued if  one 
had been issued originally. New NOPA's will be issued for out-of-sequence transactions.

*2 See Section 4.1 for mass update information

*3 For employees becoming eligible for or changing to Second Tier retirement benefits.
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PAM Section 2

PAR items Lines 1-7

Table of  Contents
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PAR Items represent individual blocks on the PAR which have titles and assigned numbers.

The first digit of  each item number corresponds to the PAR line  number.

 DESCRIPTION: Purpose

 REQUIRED: Condition for use

 ENTER: Appropriate entry for the condition

 ADDITIONAL INFORMATION:

Any Additional Information Not Covered Above (i.e., Exceptions, References, etc.)

PAM Section 2 
PAR ITEMS / LINES 1 – 7 DENIFITIONS
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EXAMPLE:
(Item 105 ~ 

Social Sec. #)

SOCIAL SECURITY #

105 123-45-6789

Let’s take a look some PAR line items

 Item # 005 ~ Sequence Number (PAM pg. 2.20)

 Item # 010 ~ Document processing Number (PAM pg. 2.21)

 Item # 105 ~ Social Security Number (PAM pg. 2.23)

 Item # 124 ~ Department Code (PAM pg. 2.29)

 Additional Information:  If  there is no assigned code, this item should be left blank when 

completing a Padded PAR.  Code”000” will be computer generated.

 Item # 126 ~ CBID  (PAM pg. 2.29.2)

 ENTER: Must be entered when the EE’s collective bargaining status is changing AND the pay 

scale CBID for the class is reflected in Item 126. (*EOF will delete the old CB ID and the 

computer will generate the pay scale CBID)

 Item # 430 ~ Probationary Code (PAM pg. 2.56)

PAM Section 2 
PAR ITEMS / LINES 1 – 7 

13
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PAR item 005 –

Sequence Number

15

PAR item 010 –

Document Processing 

Number

16

PAR item 105 –

Social Security 

Number
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PAR item 124 –

Department Code

18

PAR item 126 –

Collective Bargaining 

Identifier (CBID)

*
*

19

PAR item 430 –

Probationary Period
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REQUIRED PROBATIONARY PERIODS

 Transfer to same class in another department and probationary period 

has been completed in the losing department.
 Transfer or permissive reinstatement without a break in service to a different class that is 

substantially the same and the probationary period has been completed in the old class.
 Appointment from a general reemployment list to the same class in which the employee completed 

the probationary period, but under a different appointing power.

PROBATIONARY PERIODS WHICH MUST BE COMPLETED

 Transfer to same class to another department and probationary period was not yet completed in 
the losing department.  (Note:  Departmental policy may require serving a new probationary 

period.)
 Transfer or permissive reinstatement without breaks in service to a different class that is 

substantially the same and probationary period in old class not yet completed.  

(Note:  Departmental policy may require serving a new probationary period.)

 Mandatory reinstatement and probationary period not yet completed.

 Transfer under same appointing power to same class and probationary period not yet completed.
 Appointment from any reemployment list under the same appointing power and employee has not 

yet completed the probationary period for the class of  layoff.

SPB RULE 322 HIGHLIGHT (PROBATIONARY PERIOD)
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PROBATIONARY PERIOD WHICH MAY BE WAIVED DEPENDING ON DEPARTMENTAL POLICY

 Transfer to same class in another department and probationary period 

has been completed in the losing department.
 Transfer or permissive reinstatement without a break in service to a different class that is 

substantially the same and the probationary period has been completed in the old class.

 Appointment from a general reemployment list to the same class in which the employee completed 
the probationary period, but under a different appointing power.

PROBATIONARY PERIOD WHICH CANNOT BE REQUIRED

 Mandatory reinstatement and probationary period has been completed.

 Transfer under same appointing power to another position, same class and probationary period 
has been completed.

 Appointment from a reemployment list of  an employee who completed the probationary period in 
the class of  layoff  under the same appointing power. 

NOTE:  A probationer is considered to have permanent status, if  he/she has completed a probationary 
period in another class or in the same class without a break in service.

SPB RULE 322 HIGHLIGHT (PROBATIONARY PERIOD) cont

21

LINE ITEMS 1-7
QUIZ

22
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1. Item 010, Document Processing Number, must be completed on all Turnaround PARs.

TRUE FALSE

2. An *EOF must be entered when the employee's collective bargaining status is AND 

the CBID is to be in Item 126.

3. If  there is no assigned Department Code, Item 124, this item should when 

completing a form 680A.

4. Item 130, County Code identifies the county in which the employee works. What code(s) would 

the entered on the PAR for the following counties?

Fresno   Imperial   Monterey .

San Diego Trinity   Colorado .

5. All separation transactions are effective "COB".

TRUE FALSE

23

6. When completing Item 320 (based on salary), you always consider the time base:

TRUE FALSE

7. Item 345, Shift Differential MUST NOT be completed on 126, 335, 345  and SAL transactions 
UNLESS the transaction is effective the first day of  the pay period.

TRUE FALSE

8. The symbol "P" is entered on Item 415, Number of  Months, when .

9. When code "1" is entered in Item 430, the probationary period completion date will be computer 
generated for permanent employees.

TRUE FALSE

10. If  an employee is returning after a temporary separation and history is on the database, the 
Prior State Service Code, Item 450, should be code .

24

PAM SECTION 2
ITEM DEFINITIONS

LINES 8/9

25
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PAM Section 2.101
Lines 8/9 Item Information

GENERAL INFORMATION:
Lines 8 and 9 items are reserved for information required for specific transactions or to clarify other 

items on the PAR. Section 3 of the PAM on Required/Conditional charts gives the 8/9 items that may 

be needed for the transaction being documented. The actual entry required on line 8/9 is outlined in 

the item definition section.

DOCUMENTATION:

For entries on line 8/9, the three digit item number is written to the left side of the broken vertical 
line. The codes, dates, etc., are placed to the right of the broken vertical line. 

When multiple codes, dates, etc. are required for one item, use dashes to separate them. Always 
enter six digits for dates with appropriate slashes. 

The total length of characters to be entered is stated in each item. This count includes alpha or 

numeric only and does not include dashes, slashes, colon, semicolon, decimals, commas, etc. 

Entries on line 8 or 9 need not be in numeric order. They can be entered in any order within one line. 

Pre-coded boxes (e.g. 805, 810, 905, 910, etc.) hold no value and should be disregarded. Items in the 
900 number series must be entered on Line 9 only.

PAM Pg. 

2.101-2.101.1
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PAM Section 2.101
Lines 8/9 Item Information

ADDITIONAL INFORMATION

The shaded area of  Line 8/9 is used for turnaround purposes. The following 8/9 
items will turnaround· in the shaded area: 

857 - Emergency Qualifying Time 

871 - Right of  Return Designation 

876 -Anniversary Date - Second Accelerated 

884 - License - Additional (maximum of 3 entries) 

886 - Class Title Variation Code 

955 - Multiple Hourly Rate (maximum of 4 entries) 
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PAM Section 2.101
Lines 8/9 Item Information

ADDITIONAL INFORMATION

Lines 8/9 items are applied in the same manner for additions, deletions or 

changes as explained on PAM pages 3.0 and 3 .2. For additional information on 

corrections to Line 8/ 9 items see Section 9 of  the PAM.

Some Required/Conditional charts have "delete only" printed after certain 8/9 

titles. This means an 8/ 9 item showing in the shaded area of  the turnaround 

PAR may be deleted while initiating a transaction if  it no longer applies to the 

employee's present status. To delete an 8/9 item, enter the item number and 

*EOF.

28
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PAM Section 2 
ITEM DEFINITIONS / LINES 8/9

Lines 8/9 items are reserved for information required for specific transactions or to clarify other items on 

the PAR.

DESCRIPTION: Purpose

REQUIRED: Condition For Use

LENGTH: Number of  Characters

ENTER: Appropriate Item and Code or Date Defined

ADDITIONAL INFORMATION: Any Additional Information Not Covered Above  (i.e., Exceptions, 

References, etc.)

EXAMPLE:                                             DELETION OF ITEM FROM:  

PAM Pg. 2.101

29

FROM: 884 1-04/10/95 884 4-03/01/95

TO: 884 1-04/10/95 884 *EOF

FROM

:
857 06

TO: 857 *EOF

Section 2 of  the PAM
ITEM DEFINITIONS / Lines 8/9

Examples:

Item # 871 ~ Right of  Return (PAM pg. 2.119)

• Indicates the circumstances of  an employee’s mandatory right of  return. That is, if  he/she 
meets/does not meet the definition of  a “permanent employee” (GC 18528) and therefore has/does 
not have a mandatory right of  return following another appointment or temporary separation and 
the length of  such right.

Item # 957 ~ Other Eligibility Substantiation 

• Transfer without Exam ~ Code 21 is used for all TRANSFERS without examination. This includes 
transfers in the same class.

PAM Pg. 2.101

30
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PROBATIONARY PERIOD CODE
(ITEM 430)

RIGHT OF RETURN DESIGNATION CODE 
(ITEM 871)

CODE 01 * (EE serves a new probation) 06 (If EE has Permanent status w/State ~

Mandatory Right of Return to Prior Agency)

CODE 2 (probation waived) 04 (No Right of Return Necessary)

CODE 3 ** (return after temp sep.)  

or

CODE 4 (return from another position)
(Both have right to complete org. prob.)

06 (EE has mandatory Right of Return to prior Agency while on 

current probation.)

CODE 5 Extending a probationary period for full-time employee only. (Use 

only with Miscellaneous Transaction 430.) Enter completion date.

CODE 6  (use to post PI & Fractional time base ~ 

when completed ~ enter completion date)

BLANK or *EOF (Right of Return no longer necessary for EE’s 

current classification)

CODE 7 Blanketed into State Service. Enter completion date for full-time 

employee if probationary period has not been completed.

CODE N** BLANK or *EOF (Right of Return no longer necessary for EE’s 

current classification)

BLANK This item is left blank for tenure T, C, L, E, or R when appointed 

under GC Section 19144 subject to GC Section 21224 or Exempt 

Appointments. (See Additional Information below.)

PAM Pg. 2.56
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ITEM 430/ITEM 871
QUIZ

32

Read the following conditions to determine the Probationary Period Codes and the Right of  

Return.

Consider the transaction is being processed on a current basis or within the legal time 

limitations if  no date is indicated.

Use the PAM Required/Conditional Indexes, R/C charts, and Item Definitions, if  necessary.

ITEM 430/ITEM 871 QUIZ DIRECTIONS

33

34

1. William is being promoted to Auditor I with Department of  Assets.  No break in service,  Cert List is 
cleared.

Transaction Code _________ Status ______________ R/C Chart Page ___________
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2. Phoebe, a Correctional Officer, is reinstating effective 01/12/16 from her leave of  absence which began 
09/08/15.  

Transaction Code __________ Status ______________ R/C Chart pg. _________

36

3. Aimee has accepted a temporary (TAU) appointment to the class of  Student Assistant. She has no prior 
state service.

Transaction Code _________ Status _____________ R/C Chart Page ___________

4. Patty, a permanent intermittent Toll Collector gained permanent status by completing the required 
hours for the probationary period effective 07/21/15.  

Transaction Code __________ Status _______________ R/C Chart pg. _________

37
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5. Val, a Training Officer I, at the Dept. of  Training, is transferring to the Dept. of  Polling as a TO I (Training 
Officer I), where he worked for 18 months as an AGPA prior to his transfer to the Dept. of  Training.  

There is no break in service.

Transaction Code __________ Status _______________ R/C Chart pg. _________

PAR LINE ITEMS 8 & 9
QUIZ

39

40

PAR Line items 8 & 9 Review 

Using Section 2 of  the PAM, PAR line 8 & 9 items, Select the appropriate item line 8 or 9 item 

and complete with the correct information for the individual situation from the choices below:

ITEM TITLE ITEM TITLE

850 Alternate Position Substantiation 872 Salary Increase Certification

851 Alternate Range Criteria 873 Salary Rate Substantiation Above

Minimum

858 List Clearance Date 878 TAU Clearance

863 Intermittent Hours Work Expected 892 Last Day on Pay Status

867 Limited Term/Anniversary Date 

Justification

957 Other Eligibility Substantiation

871 Right of  Return Designation 960 Corrected Transaction Identifier
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1. Effective March 06, 2015, William is being appointed TAU in lieu of  permanent.  The State Personnel 

Board has approved Form 215 and minimum qualifications. 

ITEM CODE .

2. Candee’s promotion is effective April 01, 2015.  The certification list was cleared on March 27, 2015.

ITEM CODE .  

3. Due to the poor quality and quantity of  Bradley's work, his supervisor has denied his MSA.

ITEM CODE .

4. Rocky is moving from one state agency to another. His last workday at the old agency was May 28, 

2015. 

ITEM CODE .

5. The Department of  Now and Then is hiring four permanent intermittent employees.  They will work 

approximately 108 hours per pay period.

ITEM CODE .

PAR Line 8 & 9 items Review

41

6. According to alternate range criteria 068 for Stenographers, Sara is eligible for movement to Range B. 
The Personnel Specialist will process a 335 transaction.

ITEM CODE .

7. Calvin will be serving a probationary period with his new agency even though he is not changing 

classes and has been an Office Assistant for 6 years.

ITEM CODE .

8. Effective August 10, 2015, Wendy transferred to the Department of  Schedules, no change in class.

ITEM CODE .

9. To fill in for employees on vacation, James accepted a 6-month limited term position as a Correctional 

Officer.

ITEM CODE .

PAR Line 8 & 9 items REVIEW (Cont.)

42

HISTORY TYPE CHART (FRONT)

43
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HISTORY TYPE CHART (BACK)
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PAR ITEM DEFINITION CHART

REQUIRED PROBATIONARY PERIODS

 Transfer to same class in another department and probationary period 

has been completed in the losing department.
 Transfer or permissive reinstatement without a break in service to a different class that is 

substantially the same and the probationary period has been completed in the old class.
 Appointment from a general reemployment list to the same class in which the employee completed 

the probationary period, but under a different appointing power.

PROBATIONARY PERIODS WHICH MUST BE COMPLETED

 Transfer to same class to another department and probationary period was not yet completed in 
the losing department.  (Note:  Departmental policy may require serving a new probationary 

period.)
 Transfer or permissive reinstatement without breaks in service to a different class that is 

substantially the same and probationary period in old class not yet completed.  

(Note:  Departmental policy may require serving a new probationary period.)

 Mandatory reinstatement and probationary period not yet completed.

 Transfer under same appointing power to same class and probationary period not yet completed.
 Appointment from any reemployment list under the same appointing power and employee has not 

yet completed the probationary period for the class of  layoff.

SPB RULE 322 HIGHLIGHT (PROBATIONARY PERIOD)

46
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PROBATIONARY PERIOD WHICH MAY BE WAIVED DEPENDING ON DEPARTMENTAL POLICY

 Transfer to same class in another department and probationary period 

has been completed in the losing department.
 Transfer or permissive reinstatement without a break in service to a different class that is 

substantially the same and the probationary period has been completed in the old class.

 Appointment from a general reemployment list to the same class in which the employee completed 
the probationary period, but under a different appointing power.

PROBATIONARY PERIOD WHICH CANNOT BE REQUIRED

 Mandatory reinstatement and probationary period has been completed.

 Transfer under same appointing power to another position, same class and probationary period 
has been completed.

 Appointment from a reemployment list of  an employee who completed the probationary period in 
the class of  layoff  under the same appointing power. 

NOTE:  A probationer is considered to have permanent status, if  he/she has completed a probationary 

period in another class or in the same class without a break in service.

SPB RULE 322 HIGHLIGHT (PROBATIONARY PERIOD) cont

47

PAR ITEM 

DELETION 

CHART

48

Conclusion of  Module 

49

In this training module we went over PAM Section 2, PAR Purpose/Use,  

Lines 1-7, Lines 8-9, and 10 to provide direction on how to complete 

your PAR.

Questions regarding this training module contact: 

PPSDtraining@sco.ca.gov

Thank you for your participation


