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HUMAN RESOURCES MEMORANDUM








SUBJECT:


	AVAILABLE TEMPLATES�
NUMBER:


		HR 98-05�
�
	�
DATE ISSUED:


		April 13, 1998�
�
DISTRIBUTION:





	ADMINISTRATIVE ASSISTANT/PERSONNEL LIAISIONS�
EXPIRES:


		INDEFINITE�
�



The Office of Human Resources, Personnel Operations has created various templates of forms which can be used in place of the hard copy forms.  All of the templates have been created using Microsoft Word for Windows 95 Version 7.0a (Word 6).  The following is a listing of the various templates available:





FORM NUMBER�



FORM NAME�
�
GS 1�
DGS JOB OPPORTUNITY BULLETIN�
�
GS 1089T�
TRAINING AND DEVELOPMENT ASSIGNMENT�
�
GS 609�
SUPERVISOR CERTIFICATION OF SALARY ADJUSTMENT�
�
GS 64A�
ALTERNATE WORK WEEK SCHEDULE REQUEST AND AGREEMENT�
�
GS 904T�
REQUEST FOR PERSONNEL ACTION�
�
GS 907�
DUTY STATEMENT�
�
GS 912�
ARDUOUS WORK PAY REQUEST�
�
OAS 1�
CLIENT AGENCY JOB OPPORTUNITY BULLETIN�
�
NO NUMBER (DGS ONLY)�
CMA/CSA SALARY APPOINTMENT RATE�
�
NO NUMBER (DGS ONLY)�
CAREER MANAGEMENT/SUPERVISORY ASSIGNMENT KEY POSITION DESCRIPTION�
�
STD 603�
REPORT OF ABSENCES WITHOUT PAY�
�
STD 637T�
INDIVIDUAL TRAINING PLAN/PERFORMANCE APPRAISAL SUMMARY�
�
STD 678�
EXAMINATION AND/OR EMPLOYMENT APPLICATION�
�



The templates, will work on Microsoft Word for Windows 95 Version 7.0a or Microsoft Word 97 only.  If you wish to receive any of the above templates, please return the attached form to Berge Ochikubo.  The templates will be sent/transmitted to the Administrative Assistant/Personnel Liaison who will be responsible to providing the templates to their employees.  Once you receive the templates, please refer to HR 98-02 Revised Request for Personnel Action on how to save and use the templates.





If you have any questions, please feel free to contact Berge Ochikubo at (916) 324-7749, 


Calnet (8) 454-7749.














LYNN CATANIA, Manager


Personnel Operations





LWC:BJO





Attachment


�






Complete and return this form to:





Department of General Services


Office of Human Resources


Personnel Operations


Attention:  Berge Ochikubo


1325 J Street, Suite 1714


Sacramento, CA   95814








Name:�
� FORMTEXT ��–––––��
�
I am the:�
� FORMCHECKBOX ��  Administrative Assistant      � FORMCHECKBOX ��  Personnel Liaison�
�
Office/Branch/Client Agency Name:�
� FORMTEXT ��–––––��
�
Telephone Number:�
(� FORMTEXT ��–––––�)  � FORMTEXT ��–––––�      		Calnet (8)  � FORMTEXT ��–––––�  �
�
Do you have Microsoft Word 6.0 version or higher?  (Templates will work on these versions only.)�
� FORMCHECKBOX ��   YES                        	� FORMCHECKBOX ��   NO�
�
Client Agency - if you have an internet address, please enter your address:�
� FORMTEXT ��–––––��
�






We will attempt to transmit the template to you via cc.mail or to your internet address.  If this does not work, we will download it to a disk and send it to you.


�











 





 











