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To assist employees with identifying documents required to process personnel actions, the following matrix was created. It 
contains a list of most personnel actions, approvers and links to the required documents.   

 
Place your cursor on the action in the table of contents below, hold down the Ctrl key and click to take you to the action in 
the document. 
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MAJOR ACTIONS 
 

Action Form Signatures Link to Form 

New Hire Letter  Appointing Authority New Hire Appointment Letter (Sample) 

I-9  Employee 
 I-9 Coordinator 

I-9 Form 

Personnel Action Form 
 

 HR Manager  
 Appointing Authority 
 * Step 2 – must be approved 

by the Division Asst. Director 

Personnel Action Form Apt Auth 
 
* 2009-11 Administrative Restrictions, eff 
6/1/10 

New Hire - Step 1 or *2   
 

Application  Employee Contact recruitment@doc.state.or.us for 
NEOGOV online application 

    

Salary Exception Request Memo  Division Asst. Director 
 Asst. Director for HR 

Salary Exception Request Memo 

Director’s Approval Memo  Director Prepared in HR Asst. Director’s Office 

New Hire Letter  Appointing Authority New Hire Appointment Letter (Sample) 

I-9  Employee 
 I-9 Coordinator 

I-9 Form 

Personnel Action Form 
 

 HR Manager  
 Appointing Authority 

Personnel Action Form Apt Auth 

New Hire - Step 3 and 4  

 
 

Application  Employee Contact recruitment@doc.state.or.us for 
NEOGOV online application 

    
Doublefill 
 Doublefill Request Memo 

 Supervisor 
 Division Asst. Director 
 Asst. Director of HR 

Doublefill Request Memo 

    

http://www.oregon.gov/DOC/HR/docs/hr_forms/new_hire_appointment_letter.doc
http://www.uscis.gov/files/form/i-9.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
mailto:recruitment@doc.state.or.us
http://www.oregon.gov/DOC/HR/docs/hr_forms/salary_exception_request.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/new_hire_appointment_letter.doc
http://www.uscis.gov/files/form/i-9.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
mailto:recruitment@doc.state.or.us
http://www.oregon.gov/DOC/HR/docs/hr_forms/doublefill_request_form.pdf
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Action Form g Link to Form Si natures 

Direct Appointment Request 
Memo 

 Division Asst. Director 
 Asst. Director for HR 
 Director 

Direct Appointment Request 
 

Direct Appointment 
 

Appointment Letter  Appointing Authority 
Appointment Letter (Sample) 
 
I-9 Form (if necessary) 

    

Job Rotation Agreement  

 Employee 
 Sending Supervisor 
 Receiving Supervisor 
 HR Manager 
 Appointing Authority 

Job Rotation Agreement 
 
 
 
 

Job Rotation – 
Developmental or  Career 
Enrichment 
 

Position Description or Memo 
with duties listed If represented, notify union Position Description Form or 

Exec/Mgmt Position Description  

    
Job Share 
 Job Share Agreement  Employee 

 Supervisor 
Job Share Agreement 

    

Limited Duration Agreement 
 Employee 
 Supervisor 
 Appointing Authority 

Limited Duration Agreement 
 

Appointment Letter  Appointing Authority New Hire Appointment Letter (Sample) 

I-9  Employee 
 I-9 Coordinator 

I-9 Form 

Personnel Action Form 
 

 HR Manager  
 Appointing Authority 

Personnel Action Form Apt Auth 

Limited Duration 
Appointment 
 
 

Application  Employee Contact recruitment@doc.state.or.us for 
NEOGOV online application 
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http://www.oregon.gov/DOC/HR/docs/hr_forms/direct_appointment_template.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/new_hire_appointment_letter.doc
http://www.uscis.gov/files/form/i-9.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/job_rotation_agreement_cd1370.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/DOC_Employee_PD_Template.docx
http://www.oregon.gov/DOC/HR/docs/hr_forms/DOC_Mgmt_and_Exec_Service_PD_Template.docx
http://www.oregon.gov/DOC/HR/docs/hr_forms/job_share_agreement.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/limited_duration_agreement.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/new_hire_appointment_letter.doc
http://www.uscis.gov/files/form/i-9.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
mailto:recruitment@doc.state.or.us
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Action Form g Link to Form Si natures 
    

Promotion Letter  Appointing Authority Promotion Letter (Sample) 

Application  Employee Contact recruitment@doc.state.or.us for 
NEOGOV online application 

Promotion – 1 Step Increase 

Personnel Action Form  HR Manager  
 Appointing Authority 

Personnel Action Form Apt Auth 

    

2-Step on Promotion Memo  Division Asst. Director 
 HR Asst. Director 

2-Step Promotion Request 

Director’s Approval Memo  Director Prepared in HR Asst. Director’s Office 

Promotion Letter  Appointing Authority Promotion Letter (Sample) 

Promotion – 2 Step Increase 

Personnel Action Form  HR Manager  
 Appointing Authority 

Personnel Action Form Apt Auth 

    

Conditions of Temporary 
Appointment PD412 

 Employee 
 Supervisor 
 Appointing Authority 

Conditions of Temporary Appointment 
PD412 

I-9  Employee 
 I-9 Coordinator 

I-9 Form 

Hire Letter  Appointing Authority New Hire Appointment Letter (Sample) 

Temporary Appointment 

Personnel Action Form 
 

 HR Manager  
 Appointing Authority 

Personnel Action Form Apt Auth 

    

Request to Extend Temporary 
Appointment, PD412A 

 Employee 
 Supervisor 
 HR Asst. Director 

Request to Extend Temporary Appointment 
PD412A 

Request to Extend 
Temporary Appointment 
 

Copy of Conditions of Temp 
Appt PD412  (Always include a copy of the original PD412 with the 

Extension Request) 
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http://www.oregon.gov/DOC/HR/docs/hr_forms/promotion_letter.doc
mailto:recruitment@doc.state.or.us
http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/2_step_promotion_template.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/promotion_letter.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/conditions_of_temporary_employment_pd412.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/conditions_of_temporary_employment_pd412.pdf
http://www.uscis.gov/files/form/i-9.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/new_hire_appointment_letter.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/request_to_extend_temporary_appointment_pd412a.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/request_to_extend_temporary_appointment_pd412a.pdf
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Action Form g Link to Form Si natures 
    

Transfer – Apply on-line 
 Employee 
 HR Asst. Director for 

hardship requests 
Go to:  Link to Transfer Announcement  

Transfer Letter   Appointing Authority Lateral Transfer Letter (Sample) 

Transfer within DOC 

Personnel Action Form 
 

 HR Manager  
 Appointing Authority 

Personnel Action Form Apt Auth 

    

New Hire Letter  Appointing Authority New Hire Appointment Letter (Sample) 

I-9  Employee 
 I-9 Coordinator 

I-9 Form 

Application  Employee Contact recruitment@doc.state.or.us for 
NEOGOV online application 

Transfer into DOC Equal, 
Lower, or Promotion 

Personnel Action Form  HR Manager  
 Appointing Authority 

Personnel Action Form Apt Auth 

    

Transfer Out Form 
 

 Employee 
 HR Asst. Director for 

hardship requests 
Resignation Retirement Transfer 

Transfer to Another State 
Agency 

Letter of Resignation   Employee  

    

Letter of Resignation  Employee  Resignation/Retirement  

Resignation Retirement Transfer 
Form 

 Employee 
 Supervisor or Appointing 

Authority 
Resignation Retirement Transfer 
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http://www.oregon.gov/DOC/HR/r_doc_only.shtml
http://www.oregon.gov/DOC/HR/r_doc_only.shtml
http://www.oregon.gov/DOC/HR/docs/hr_forms/lateral_transfer_letter.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/new_hire_appointment_letter.doc
http://www.uscis.gov/files/form/i-9.pdf
mailto:recruitment@doc.state.or.us
http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/resignation_retirement_transfer.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/resignation_retirement_transfer.pdf
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Action Form g Link to Form Si natures 
Reduction in Pay 
 Reduction in Pay Letter  Appointing Authority 

 HR Manager 
 

    
Demotion Letter  Appointing Authority  Demotion 

 Personnel Action Form 
 

 HR Manager  
 Appointing Authority 

Personnel Action Form Apt Auth 

    
Suspension 

Suspension Letter  Appointing Authority 
 HR Manager 

 

    
Termination 
 

Termination Letter/Memo 
(Consult with HR Manager) 

 Appointing Authority 
 HR Manager 

 

    
Special Merit Increase Request 
Memo  

 Division Asst. Director 
 Asst. Director of HR 

Special Merit Request Memo 
Special Merit Increase 
 

Director’s Approval Memo  Director Prepared in HR Asst. Director’s Office 

 
DIFFERENTIALS 

Action Form Signatures Link to Form 

Position description including 
bilingual language in Section 10 

 Employee 
 Supervisor/Manager 
 Appointing Authority 

Position Description Form or 
Exec/Mgmt Position Description  

Bilingual 

Miscellaneous Personnel Action 
Form 

 HR Manager  
 Supervisor/Manager 

Misc Personnel Action  

    
DPSST Certification (LCD) Copy of DPSST Certification  (Intermediate or Advanced Level) 

    
Education Differential (EDD) 
(To Start) 

Copy of Bachelor of Science or 
Masters Diploma 

 HR Manager Initials and  
 Date of Verification 
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http://www.oregon.gov/DOC/HR/docs/hr_forms/personnel_action_form_appointing_authority.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/special_merit_increase_request.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/DOC_Employee_PD_Template.docx
http://www.oregon.gov/DOC/HR/docs/hr_forms/DOC_Mgmt_and_Exec_Service_PD_Template.docx
http://www.oregon.gov/DOC/HR/docs/hr_forms/misc_personnel_action_form.doc
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Action Form g Link to Form Si natures 
    
Field Training Officer (FTO) Approved memo and  

Misc Personnel Action Form 
 HR Manager 
 Supervisor/Manager 

Misc Personnel Action  

    
ISD/Relief 
 Memo, E-mail or Miscellaneous 

Personnel Action Form 

Either/or 
 HR Manager  
 Security Manager 

Misc Personnel Action  

    
Leadwork Differential Form  Supervisor Leadwork Differential Form Leadwork 
Miscellaneous Personnel Action 
Form 

 HR Manager  
 Supervisor/Manager 

Misc Personnel Action  

    

SDU Form  HR Manager 
 Supervisor/Manager 

AFSCME - SDU Form  
 

AOCE - SDU Form 

Security Differential Units 
(SDU) 
 

Position description including 
SDU duties 

 Employee 
 Supervisor 
 Appointing Authority 

Position Description Form 

    
TERT 
 

Approved memo from ISDS 
Coordinator or Miscellaneous 
Personnel Action Form 

 Send memo through 
Supv/Mgr for approval Misc Personnel Action  

 

Work Out of Class Authorization 
Form 

 Employee 
 Sending/Receiving Supv 
 HR Manager 
 Appointing Authority 
 If represented, notify union 

Work Out of Class Authorization Form 

Work Out of Class (WOC) 
 

Position Description or Memo 
with duties listed  Position Description Form or 

Exec/Mgmt Position Description  
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http://www.oregon.gov/DOC/HR/docs/hr_forms/misc_personnel_action_form.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/misc_personnel_action_form.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/leadwork_differential_form.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/misc_personnel_action_form.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/sdu_differential_form_afscme.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/cd1517a_sdu_differential_form_aoce.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/DOC_Employee_PD_Template.docx
http://www.oregon.gov/DOC/HR/docs/hr_forms/misc_personnel_action_form.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/woc_agreement_doc_cd1370b.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/DOC_Employee_PD_Template.docx
http://www.oregon.gov/DOC/HR/docs/hr_forms/DOC_Mgmt_and_Exec_Service_PD_Template.docx
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MISCELLANEOUS ACTIONS 
 

Action Form Signatures Link to Form 
Address or Phone Number 
Change 

E-mail or Change of Address/Name 
Change and Phone 

 Employee 
Change of Address, Name, Phone Form 

    
Cost Center Correction 
 

Miscellaneous Personnel Action 
Form (Enter reason in remarks) 

 HR Manager  
 Supervisor/Manager 

Misc Personnel Action  

    
Retroactive Cost Center 
Correction 

Payroll Correction Form 
(Submit to Budget Analyst) 

 Budget Analyst 
 Supervisor/Manager 
 Appointing Authority 

Instructions 
 
Revised Payroll Correction Form 

    
Change of Address, Name, Phone 
Form 

 Employee 
Change of Address, Name, Phone Form 

I-9   I-9 Coordinator I-9 Form 

Name Change 
 

ID Card Request Form  Employee 
 ID Card Coordinator 

ID REQUEST FORM.doc 

    
Paycheck Distribution 
Change 

E-mail or Miscellaneous Personnel 
Action Form  

 HR Manager  
 Supervisor/Manager 

Misc Personnel Action 

    
Report Distribution Code 
(RDC) Change 

E-mail or Miscellaneous Personnel 
Action Form 

 HR Manager  
 Supervisor/Manager Misc Personnel Action 

 

http://www.oregon.gov/DOC/HR/docs/hr_forms/change_of_address_name_phone_form.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/misc_personnel_action_form.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/payroll_correction_process_instructions.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/revised_payroll_correction_form.xls
http://www.oregon.gov/DOC/HR/docs/hr_forms/change_of_address_name_phone_form.pdf
http://www.uscis.gov/files/form/i-9.pdf
http://www.oregon.gov/DOC/HR/docs/hr_forms/cd672d_idcardrequestform.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/misc_personnel_action_form.doc
http://www.oregon.gov/DOC/HR/docs/hr_forms/misc_personnel_action_form.doc
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