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County of San Bernardino

JOB ACTION REQUEST EXHIBIT

PROMOTION TRANSACTIONS

	Promotion
Transactions
	 
	 
	
	 
	 
	

	
	Regular
	Exempt
	Extra-Help/

Recurrent
	PSE
	Trainee
	Trainee-Journey Level

Position Higher

	
JAR Fields
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	Action Requested
	Promotion
	Promotion
	Promotion
	Promotion
	Promotion
	Promotion

	Employee ID
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Rcd No.
	Refer to Job Data
	Refer to Job Data
	Refer to Job Data
	Refer to Job Data
	Refer to Job Data
	Refer to Job Data

	Last Name, First Name
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Social Security Number
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Department
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Department ID
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Effective Date
	Date of promotion
	Date of promotion
	Date of promotion
	Date of promotion
	Date of promotion
	Date of promotion

	Action
	PRO
	PRO
	PRO
	PRO
	PRO
	PRO

	Reason
	PRO
	PRO
	PRO
	PRO
	PRO
	PRO

	Position Number
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Company
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Job Code
	Job Code to be paid out of
	Job Code to be paid out of
	Job Code to be paid out of
	16409
	Job Code to be paid out of
	Job Code to be paid out of

	Employee Class
	None
	None
	None
	None
	Underfill
	Underfill

	Officer Code
	None
	None
	None
	None
	None
	*

	Regular Shift
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)

	Standard Hours
	Hrs scheduled/week
	Hrs scheduled/week
	Hrs scheduled/week
	Hrs scheduled/week
	Hrs scheduled/week
	Hrs scheduled/week

	Union Code
	Refer to Position Data
	Refer to Position Data
	Refer to Position Data
	TI
	Refer to Position Data
	Refer to Position Data

	Grade
	Refer to MOU
	Refer to MOU
	Refer to MOU
	PSE
	Refer to MOU
	Refer to MOU *

	Step
	
	
	
	Refer to County Policy

#06-12SP
	
	

	Compensation Rate
	
	
	
	
	
	

	Org
	Complete only if different than Position Data


	Complete only if different than Position Data


	Complete only if different than Position Data


	Complete only if different than Position Data


	Complete only if different than Position Data


	Complete only if different than Position Data



	GRC
	
	
	
	
	
	

	Cost Center
	
	
	
	
	
	

	Retirement Hours
	Same as standard hrs
	Same as standard hrs
	Same as standard hrs
	Same as standard hrs
	Same as standard hrs
	Same as standard hrs

	Daily Scheduled Units
	Hrs scheduled/day
	Hrs scheduled/day
	Hrs scheduled/day
	Hrs scheduled/day
	Hrs scheduled/day
	Hrs scheduled/day

	Job Status
	Probation
	Active
	Active
	Active
	Training
	Training

	Earning Code
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable

	SDI
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable

	Department Comments
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable

	Payroll Clerk Name
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Telephone
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Date
	Date completed
	Date completed
	Date completed
	Date completed
	Date Completed
	Date Completed

	   *If the current rate of pay is higher than the trainee class, the current rate of pay should continue and no entries made in the Grade or Step fields and the Officer Code field should contain X     
Step


	Promotion
Transactions
	 
	 
	
	
	 
	 

	
	Budgetary Underfill
	Reclassification
	Assignment to Vacant

Higher Position-Exempt
	Temp. Performance

Higher Level Duties
	Job Share **
	Dual Appointment

	
JAR Fields
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	Action Requested
	Promotion
	Promotion
	AVHP
	AVHP
	Promotion
	Promotion

	Employee ID
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Rcd No.
	Refer to Job Data
	Refer to Job Data
	Refer to Job Data
	Refer to Job Data
	Refer to Job Data
	Refer to Job Data

	Last Name,First Name
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Social Security Number
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Department
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Department ID
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Effective Date
	Date of promotion
	Date of promotion
	Date of assignment
	Date of Assignment
	Date of promotion
	Date of Promotion

	Action
	PRO
	PRO
	PRO
	PRO
	PRO
	PRO

	Reason
	PRO
	JRC
	AVH
	AVH
	PRO
	PRO

	Position Number
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Position Data Override
	Check Box
	Leave Blank
	Leave Blank
	Leave Blank
	Check Box
	Leave Blank

	Company
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Job Code
	Job Code to be paid out of
	Job Code to be paid out of
	Job Code to be paid out of
	Job Code to be paid out of
	Job Code to be paid out of
	Job Code to paid out of

	Employee Class
	Underfill
	None
	None
	None
	None
	None

	Officer Code
	None
	None
	AVHP
	AVHP
	Job Share
	None

	Regular Shift
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)
	1, 2, 3, or R (Rotating)

	Standard Hours
	Hrs scheduled/week
	Hrs scheduled/week
	Hrs scheduled/week
	Hrs scheduled/week
	Default from Pos. Data
	Hrs scheduled/week

	Union Code
	Refer to Position Data
	Refer to Position Data
	Same as current Pos.
	Same as current Pos.
	Refer to Position Data
	Refer to Position Data

	Grade
	Refer to MOU
	Refer to MOU
	Refer to MOU
	Refer to MOU
	Refer to MOU
	Refer to MOU

	Step
	
	
	
	
	
	

	Compensation Rate
	
	
	
	
	
	

	Org
	Complete only if different than Position Data info on EMACS
	Complete only if different than Position Data info on EMACS
	Complete only if different than Position Data info on EMACS
	Complete only if different than Position Data info on EMACS
	Complete only if different than Position Data info on EMACS
	Complete only if different than Position Data info on EMACS

	GRC
	
	
	
	
	
	

	Cost Center
	
	
	
	
	
	

	Retirement Hours
	Same as standard hrs
	Same as standard hrs
	Same as standard hrs
	Same as standard hrs
	Same as standard hrs
	Same as standard hrs

	Daily Scheduled Units
	Hrs scheduled/day
	Hrs scheduled/day
	Hrs scheduled/day
	Hrs scheduled/day
	Hrs scheduled/day
	Hrs scheduled/day

	Job Status
	Probation
	Probation
	AVHP
	AVHP
	Probation
	Dual Fill

	Earning Code
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable

	SDI
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable

	Department Comments
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable

	Payroll Clerk Name
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Telephone
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Date
	Date completed
	Date completed
	Date completed
	Date completed
	Date Completed
	Date Completed

	   **Job Share will require a JAR for each employee to change scheduled units 
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