DHHS Position Transfer Process
                         
Per BEACON and the Office of State Personnel direction, the following instructions are to be used when transferring a DHHS position. 

As you know, when positions are transferred by BSS, there is no OM documentation (notes) in the system to explain the action unless you have been adding the notes after the OM action was processed by BSS.  

While the OM action does create an info type 0001 (Organizational Assignment) on the employee who holds the position, a PA action is not generated in the employee history to reflect the position/employee transfer.  This is true whether you create the OM action or if BSS processes the transfer via the position transfer spreadsheet.

Documentation is required on all position transfer actions.
Position:

· On the OM side, in PO13 please “Create a Note” on the main page to explain the nature of the transfer
· Reference the budget bill, budget revision/606, or any other document(s) that mandates/approves the position/employee transfer.  
· Indicate whether or not the position is filled and if so, include information explaining what will happen to the incumbent.  
· Include information regarding setting changes that are being processed on the position (i.e. shift premium eligibility/rates, extended duty eligibility/rate, etc.).
Employee:
On the PA side, please create the corresponding PA action on the employee who holds the position that has been transferred.  The PA action should be processed only after the OM action has been completed using the same effective date.  In most cases, if the position classification is not changing, the PA action will be a Transfer / Within Agency Reorganization or Transfer / Agency to Agency Reorganization (receiving agency processes the transfer action).  In the notes, explain the nature of the transfer, reference the budget bill, budget revision/606, or any other document(s) that mandates/approves the position/employee transfer.  NOTE:  Please check the employee status.  If employee is on LOA, this PA action will put them back in “active status” and you will need to process another LOA action with the same effective date after the transfer action is complete.  
Effective immediately, please follow this process on all position transfer actions.

We do not expect you to go retro-active to add this documentation to positions that have already been transferred.  

Please call Central Human Resources, Classification and Compensation (855-4910) if you have any questions.  Thank you. 
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