
  
    

 
 

  

 
  

    

    

     

 
 

 

     

      

    

            
 

     

     

   

            
 

  

        
  

    

   

   

        

STATE OF CALIFORNIA 
REQUEST FOR PERSONNEL ACTION 
DGS OHR 904 (Rev. 12/2016) 

DEPARTMENT OF GENERAL SERVICES 
Office of Human Resources 

Fiscal Year RPA # 

1. REQUEST INITIATED BY (Required) 
Agency, Office or Branch Unit 

Agency, Office or Branch Address (Street, City, State, ZIP) 

Name of RPA Contact Title Work Telephone Number 

2. POSITION ACTION REQUESTED (Required) 
Check appropriate boxes. All actions require completion of Item 3.  (** Complete justification required.) 

Reclass** Redirect Position** 

Promotion-In-Place** Refill - Change in duties** 

New Position** Refill - No change in duties or Supervisor 

Other: Training & Development (T&D)** 
3. CURRENT POSITION IDENTIFICATION (Required) 
Current Classification Title Shift Tenure Time Base 

Current Position Number (Agency-Unit-Class-Serial) Current Incumbent (If Vacant, specify Last Incumbent) 

Currently Designated Conflict of Interest? 

 No  Yes, Category: 

Medical Required 

 Yes  No 

Background Required 

 Yes  No 
4. PROPOSED POSITION IDENTIFICATION (If different than Item 3) 
Proposed Classification Title Shift Tenure Time Base 

Proposed Position Number (Agency-Unit-Class; OHR will assign serial number) 

- --
Proposed Conflict of Interest Designation? Medical Required Background Required 

 No  Yes, Category:  Yes  No  Yes  No 
5. POSITION ACTION SUMMARY 

6. ATTACHMENTS 
Check appropriate boxes. (*Current AND Proposed Required) 

 Duty Statement*  Justification  Organization Chart*  Job Control Form 
7. APPROVED SIGNATURES (Required) 
Requesting Office (Boards and Commissions) Date 

Classification & Pay Analyst Date 

Classification & Pay Manager Date 

DISTRIBUTION: Original to Human Resources Copy - Requesting Office’s Pending Copy 



  
    

 

   

  

    

 

          

     
 

  

          
 

   

      
       

    
      

  

            
 

  

   
   

     

      

   

    
 

  

  

                       

                        
   

 

 

 

 

STATE OF CALIFORNIA DEPARTMENT OF GENERAL SERVICES 
REQUEST FOR PERSONNEL ACTION Office of Human Resources 
DGS OHR 904 (Rev. 12/2016) 

OFFICE OF HUMAN RESOURCES USE ONLY 

1. APPOINTMENT AND EMPLOYEE ACTION 
Proposed Incumbent’s Name Effective Date 

Alternate Range Shift Tenure Time Base 

Type of Appointment 

 List  Transfer  Reinstatement  CEA  Exempt 

 T&D, # of Months:  Other: 
2. MEDICAL AND BACKGROUND CLEARANCES 
Medical Cleared? Background Cleared? 

 Yes  No  N/A    Yes  No  N/A   
Comments 

Classification & Pay Analyst Signature Date 

3. CERTIFICATION PROCESS REQUIRED?  Yes  No, skip to Section 4 
Commitment CERT? 

 Yes  No 

Date CERT Requested Date CERT Expires List Type (Open / Promotional) 

Tenure Time Base CERT Number Date CERT Cleared 

Cleared SROA? 

 Yes  No  Hired 

Cleared Reemployment? 

 Yes  No  Hired 
Comments 

Certification Technician Signature Date 

4. PERSONNEL TRANSACTIONS – VERIFICATION OF TRANSFER OR REINSTATEMENT ELIGIBILITY 
Releasing Agency Verified With Date Verified 

Classification of Last List Appointment Tenure Time Base 

Date RPA Received Date Par/612 Requested Date Par/612 Received Date Par Keyed 

5. POSITION CONTROL 
Form 607 Required? 607 Number 

 Yes  No 
Establish 607 As: 

 Full Time  Permanent  Part Time - / 

 Administratively Established  
Date Sent to Budgets 

to  Temporary 
Date Sent to Finance 

to 
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