STATE OF CALIFORNIA�PRIVATE ��

DEPARTMENT OF GENERAL SERVICES

OFFICE OF HUMAN RESOURCES



HUMAN RESOURCES MEMORANDUM





�PRIVATE ��SUBJECT:

	HUMAN RESOURCES MEMORANDUM�NUMBER:

		HR 96-28���DATE ISSUED:

		October 22, 1996��DISTRIBUTION:



	ADMINISTRATIVE ASSISTANT; Attendance Clerks�EXPIRES:

		INDEFINITE

		Supersedes PO 94-01 and PO 94-12��



This is to advise you of the name change of the “Personnel Memorandum” (PO) to “Human Resources Memorandum” (HR).  Memorandums issued prior to October 22, 1996 will be reflected as PO Memorandums and those issued on or after October 22, 1996 will reflect the new name.  Previously issued PO’s will not be reissued under the HR Memorandum unless they are superseded. 



PURPOSE



The Department of General Services (DGS), Office of Human Resources (OHR), will be using the above format when sending policy and/or procedure memorandums to Office and Client Agencies.  The purpose of this format is to provide easier tracking and referencing.  These HR Memorandums maybe signed by any of the Human Resources Managers’ (Client Services Section, Performance Enhancement Section or Personnel Operations Section).





FORMAT



The headings of the first page of the memorandum are as follows:



SUBJECT:�Reflects the main subject in which the memorandum should be filed.



	Example:   SUBJECT:  HEALTH BENEFITS��DISTRIBUTION:�The HR Memorandum will be sent to the only the addressee(s), whose title will be “bolded”.  Distribution to all other addressees will be the responsibility of that person.  Distribution may involve posting the memo on your Office’s bulletin board(s).



DGS Offices will be receive the HR memorandum via cc.mail and will receive a hard copy of the memorandum only when attachments can not be transmitted via cc.mail.



Client Agencies will be sent a hard copy of the HR memorandum.��NUMBER:�The “HR” number assigned to the memorandum will reflect the year and number.  This may be used in future “HR Memorandums” as a cross reference.��DATE ISSUED:�Reflects the issue date of the memorandum.��EXPIRES:�Reflects the expiration date or “INDEFINITE”.  Future HR memorandums which supersedes previously issued memorandums will reflect “SUPERSEDES:  “PO YY-## or HR YY-##”.���FORMAT (Continue)



The heading on all other pages will reflect:



HR:�Will reflect the “HR” number assigned to the memorandum.��PAGE:�Reflects the second, third, etc. Page of the memorandum.��

SOFTWARE



For Offices who receive the HR Memorandums via cc.mail, this is to advise you of the software package and printer equipment used to create and print the HR Memorandums.  Some software packages may not successfully convert the HRs for you to print out the information.  The HRs are created in:



�a Window environment using���Microsoft Word 6.0,���the font used for the majority of the memorandums is Arial 11 pt,���the printer is a HP LaserJet 4si.�� 

HOW TO PRINT



If the HRs are sent to you via cc.mail as an attachment, the document will be have “.doc” extension after the number, example:  “01.doc”.  This is the extension for the Word 6.0 version.



In order to print the memorandum, the attachment MUST BE launched (sent) to word processing  software for printing. DO NOT PRINT THE HR MEMORANDUMS FROM CC.MAIL.  If the HR memorandum contains more than one page, only the first page will appear when you view the attachment in cc.mail. 



TO LAUNCH ATTACHMENT TO WORD



To view a cc.mail attachment in your word perfect so that the document will appear as created by the author, click once on the attachment you wish to view, then hold down the shift key and double click on the attachment.  This will launch the attachment to Word.  Once you are in Word, all the pages of the attachment can be printed.  You will then need to save the document in Word or if you do not wish to save the document, you must EXIT out of Word to return to your cc.mail. 



If this process does not work, check with your Office’s System Administrator on how documents are launched to your word processing software.



UNABLE TO PRINT



If you are unable to print the document, or would like a hard copy of the HR instead of receiving it via cc.mail, contact Berge Ochikubo at (916) 324-7749, Calnet (8) 454-7749.

�ALPHA AND NUMERIC LOG



Periodically, the ALPHA and NUMERIC LOG will be sent to the Administrative Assistant.  This log will reflect all POs/HRs issued, the issue date of the memorandum, the date the memorandum was released, the reference document which generated the need for the HR, and the number of pages contained in the memorandum.  HRs received after the receipt of the LOGS should be entered on the blank lines until a revised log is received.



Listed below are the various reference documents which generated the need for the HRs:



REFERENCE���AO�Administrative Order��MM�Management Memo��PL�DPA - Pay Letter��PERS�Public Employees' Retirement System Circular Letter��PR LTR�SCO - Payroll Letter��PS LTR�SCO - Personnel Letter��PML�DPA - Personnel Management Liaison��SAM�State Administrative Manual��

QUESTIONS



Questions regarding this memorandum or request for missing POs or HRs should be directed to 

Berge Ochikubo at (916) 324-7749, Calnet (8) 454-7749.









LYNN W. CATANIA, Manager

Personnel Operations Section



LWC:BJO
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