Unclassified Service, Principal Assistant Project Checklist

🔍 Step 1: Review Your Agency List
☐ Verify each position:
☐ PPDB Number
☐ Workday ID
☐ Incumbent information
☐ Confirm ORPICS budgeted class & service type match filled class & service type
☐ Note any errors or corrections needed. 
☐ Fix the errors and highlight the box so we know something was changed or added.

➕ Step 2: Add Missing Positions
☐ Identify any additional positions that may qualify as Principal Assistants we may have missed.
☐ Add them to the list with all required fields. Highlight the row so we know it was not on your original list. 

📄 Step 3: Check for Existing Reviews or Memos
☐ For each position:
☐ If a review is in progress or completed:
☐ Note this on the list
☐ Email the CNC review number or memo to Bill Roman & Mary Yang
☐ If no review exists or there is no memo, proceed to Step 4

📘 Step 4: Determine Qualification Based on ORS 240.205(4)
☐ For each position, confirm:
☐ Manages a major agency organizational component
☐ Reports directly to a qualifying executive (per ORS 240.205 subsections 1–3)
☐ Is designated as a Principal Assistant by the Executive Agency Director or Agency Deputy Director
☐ Has a Memorandum with DAS Director approval & signature (different from typical DAS Pre-Approval memo)
If YES:
☐ Gather:
☐ Position Description (PD) with Appointing Authority signature (within last 12 months)
☐ Organizational chart (current state and updated)
☐ Complete analysis using the Principal Assistant Review Template
If NO:
☐ Mark the position as not under the scope of this project
☐ Determine if reconciliation or correction is still needed

🔁 Step 5: Repeat for Each Position
☐ Complete a separate analysis for each position. Do not combine multiple positions into one review.

📤 Step 6: Submit Reviews
☐ Submit a classification review request through the Smartsheet form for each position
☐ Attach:
☐ Agency list
☐ Org chart
☐ PD
☐ Analysis
☐ In the “Comments” section, write:
Unclassified Service, Principal Assistant Project Review

📬 IMPORTANT: Get Feedback on First Analysis
☐ After completing your first analysis:
☐ Contact Bill Roman (bill.roman@das.oregon.gov) or Mary Yang (mary.yang@das.oregon.gov) via IM or email that you have completed your first review and would like to have it reviewed before moving on to the next analysis. 
☐ Receive feedback to use as a template for remaining reviews

📚 Reference Criteria (ORS 240.205(4))
To qualify as a Principal Assistant, the position must:
☐ Manage a major organizational component
☐ Report directly to a qualifying executive
☐ Be designated as a Principal Assistant by the executive, with DAS Director approval

🔗 Resources
Evaluating Unclassified Service (PDF)
ORS 240.205 – Unclassified Service Statute
Enabling Statutes for Agencies (PDF)

🔗 Project Website
Department of Administrative Services : Unclassified Service (Principal Assistant) Project : Chief Human Resources Office : State of Oregon

