STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES
OFFICE OF HUMAN RESOURCES

HUMAN RESOURCES MEMORANDUM


	SUBJECT:
	PRE-EMPLOYMENT APPOINTMENT DOCUMENTS
	NUMBER:
		HR 99-008 

		
	DATE ISSUED:
		April 12, 1999

	DISTRIBUTION:

	ATTENDANCE CLERKS; PERSONNEL LIAISONS
	EXPIRES:
		INDEFINITE




The Office of Human Resources (OHR) is implementing a change to the pre-employment appointment package.  This change is designed to provide the necessary information for the Office of Human Resources (OHR) Personnel Transactions Unit (PTU) to key new employees into the Activity Based Management System (ABMS) database and allow faster access to the Project Accounting and Leave (PAL) system.

The medical clearance form (Std 610/610HQ) and the Employment Eligibility Verification (I-9) must still be received and approved prior to a start date is determined.  Effective immediately, the following four documents are required to be completed and sent to the PTU prior to the employee’s first day on the job.

	1.	Employee Action Request (Std 686) - required for all new hires to State service and rehires with a permanent break in service; optional for transfers and promotions with change in department.

	2.	Oath of Allegiance (Std 689) - required for all new hires to State services and rehires with a permanent break in services; Std 688 required for all new hires to an exempt position

	3.	State Employee Disability Questionnaire (SPB T100-131) - required for all new hires to the department

	4.	State Employee Race/Ethnicity Questionnaire (SPB 300-1070) - required for all new hires to State services and rehires with a permanent break in service
	
We have developed a letter for your use to assist in obtaining the needed information and to ensure the PTU receives a complete package on a timely basis.  After your job offer has been accepted by the prospective employee, you will send all six documents with the cover letter.  The letter instructs the employee to complete the forms and return them to the PTU.  It is our commitment to the Offices and Branches that appointments will be keyed into the ABMS system within five working days of the employee’s start date with DGS.  

If you have any questions regarding the information in this memorandum, please contact your assigned Personnel Transactions Specialist or Supervisor.




LYNN W. CATANIA, Manager
Personnel Operations Section

Attachment

cc:	Personnel Analysts
	Personnel Transactions Staff
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