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STATE OF CALIFORNIA  JUSTIFICATION FORM  DGS OHR 4160 (Rev. 09/2022) 
DEPARTMENT OF GENERAL SERVICES  Office of Human Resources 
Beltran, Brian@DGS
6.1.0.20150517.1.919161
The purpose of this form is to ensure an adequate justification is provided for the appropriate Request for Personnel Action (RPA). This form should serve as a standalone document which clarifies, supports, and details the request. It provides relevant background information and describes how the request aligns with the intended use of the classification that is being requested. It is the who, what, why, and how of a request and fully supports the request by telling the "story” that would not be apparent by looking at the duty statement and organizational charts alone.   Sections 1-8 of this for must be completed for all justifications prior to submitting the request to your Classification & Pay Analyst.  
SECTION 1. PROGRAM INFORMATION 
SECTION 2. NATURE OF REQUEST
Select applicable request
*A request to backfill a position with no change in duties and/or position details does not require a justification.
Please select all request types that apply. A request to backfill a position with no change in duties and/or position details does not require a justification unless it is a limited term position.
Per CCR title 2 section 242, Except as otherwise provided in subdivision (b), an employee with permanent civil service status in their current position, regardless of time base, may receive a promotion in place and has competed in and passed the examination, and is in the top three (3) ranks of certification list for the “to” class. 
SECTION 3. TENURE
Select the Tenure for this position: 
SECTION 4. ALLOCATION STATUS
Please select the allocation status for this position: 
If this position was previously misallocated or exceptionally allocated, please check the applicable box and explain the corrective action plan or business need for this allocation:
SECTION 5. BACKGROUND 
SECTION 6. CLASSIFICATION CONSIDERATION 
SECTION 7. CONCLUSION 
SECTION 8. AUTHORIZED PERSON SIGNATURE (REQUIRED FOR LIMITED TERM POSITION REQUEST ONLY)
The justification must be signed by a person who is authorized by the program or agency to do so and who signs based on their personal knowledge, information, or belief that the justification above correctly reflects the reasons for the request. The authorized person should be the Hiring Manager.
RESOURCES AND DEFINITIONS 
Resources
Please reference the below Request for Personnel Action (RPA) Process Resources to ensure all appropriate documentation and request details are included in your RPA submission.
Hiring Toolkit - A resource designed to assist in the successful collection and preparation of required RPA documents for submittal to the Office of Human Resources (OHR) in order to minimize potential delays of recruitment efforts and most importantly, in-line with Lean 6 Sigma, make a hire within 45 days!
Personnel Operations Manual - The POM provides managers, supervisors, and employee resource liaisons of DGS and its client agencies with easy access to pertinent policies, processes, procedures, and resources relating to a variety of personnel management issues. It also identifies specific topics management must be aware of and provides resources for information.
Class Specifications - The legal description of a classification or series classification, which has been adopted by the five-Member State Personnel Board (SPB). A classification specification includes the classification title; definition; typical tasks performed; minimum qualifications required, including licenses, education and experience; knowledge, skills and abilities; and special personal characteristics.
Definitions
Exceptionally Allocated - Positions that do not meet allocation standards (e.g., insufficient subordinate staff for a supervisor) and/or that vary from traditional use described in the class specifications as long as those allocations are appropriately justified. Exceptional Allocations are approved by OHR.
Business Need - The reasons why the organization can no longer meet their operational needs. Areas you should address when describing your business need, should include but may not be limited to the following; Why is the position needed? Workload? What is the duration? What has changed? Where did the new duties come from? Who will handle the old position's duties? What legislative mandates, laws, rules, or regulations apply? 
Authorized Person - The Authorized Person should be someone who has hiring authority over the position. An Employee Resource Liaison is not considered as an Authorized Person. 
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