
PA03.01 - Job Changes within Agency – V2.0 Personnel Action (PA) Code Decision Flow
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Data 
Entry 

Processes

Is employee’s new 
salary range number equal, 
lower or higher than current 

salary range number?

Manager/
Appointing
Authority

Equal

LowerHigher

Is employee returning 
from a voluntary 

demotion or downward 
reclassification to a new 

position number?

Is employee returning 
within 2 years from the 
voluntary demotion or 

downward reclassification 
to a position with an equal 

salary range?

Is employee returning 
from a demotion?

Is employee returning from 
a demotion in lieu of layoff 

to their former 
classification?

Is 
employee 

returning within 2 years from
a demotion or downward 

reclassification to the 
same

classification?

Yes

Yes

NoUse PA Code 321 
Promotion

Use PA Code 344 Return 
from demotion in lieu of 

layoff
Yes

Is salary range 
greater than salary 
range prior to the 

demotion? 

No

No and/or 
over

2 years

No and/or over 2 years

Is employee currently in  
promotional trial service 

returning back to 
previous classification?

Yes

No

Is position 
change

due to employee 
demoting  in lieu of 

layoff?

Yes

Is position change
due to a voluntary 

demotion (employee 
initiated) or involuntary 

demotion (agency 
initiated)?

No Voluntary 

Involuntary

Employee has moved 
to a different job 

within same agency. 
Position number must 

change

Source 
documentation 

for new job 
completed

Is employee returning
within 2 years to a 

classification other than the 
classification from which 
demoted (salary range is 

equal or lower)? 

No

Use PA Code 340 Return 
from Reassignment Yes

No

Is salary range 
equal to the salary 

range prior to 
demotion but 

different 
classification?

No and/or
over 

2 years

These codes are used when an employee is transferring within the agency to a new job. Position number must change. 
If position number is not changing, refer to the PA decision flow PA03.02 Reallocations and Reclassifications.
PA Code 506 will be computer generated terminating the prior job when PA Codes 321 thru 344 are processed. The effective date of the 506 PA code will be one day prior to the effective date of the new job change PA Code; a separation reason code will also be computer generated based 
on the job change PA Code used. 
All these job change PA codes will create a new job unless operator designates to retain the existing job for the employee which will create a concurrent job in PPDB and payroll. 
A new RACF user id will be assigned on each new job and security on the previous RACF user id will no longer be valid effective at the end of the day of the PA code 506 effective date. 
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to Previous Classification
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