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County of San Bernardino

JOB ACTION REQUEST EXHIBIT

TRANSFER TRANSACTIONS

	Transfer
Transactions
	 
	
	
	 
	
	

	
	Lateral Transfer
	Position Number

Change
	Transfer Without

Promotion
	Job Change
	PSE/Extra-Help

To Regular
	Recurrent to

Regular

	
JAR Fields
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	Action Requested
	Lateral
	Position # Change
	Transfer w/o Promotion.
	Job Change
	Extra-Help to Regular
	Recurrent to Regular

	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 transfer
	Date of change
	Date of transfer
	Date of transfer
	Date of transfer
	Date of transfer

	Action
	XFR
	XFR
	XFR
	XFR
	XFR
	XFR

	Reason
	LAT
	PSN
	TWO
	JCG
	XTR
	RTR

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

	Employee Class
	None
	None
	None
	None
	None
	None

	Officer Code
	None
	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
	Refer to Position Data
	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


	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
	Active
	Current status
	Probation
	Probation
	Probation
	Probation

	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


	Transfer
Transactions
	
	 
	
	 
	
	

	
	Contract to Regular
	Trainee Underfill
	Budgetary Underfill
	Job Share
	Regular to PSE
	Regular to Extra-Help

	JAR Fields
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 

	Action Requested
	Contract to Regular
	*
	**
	***
	Regular to PSE
	Regular to Extra-Help

	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 transfer
	Date of transfer
	Date of transfer
	Date of transfer
	Date of transfer
	Date of transfer

	Action
	XFR
	XFR
	XFR
	XFR
	XFR
	XFR

	Reason
	CTR
	*
	**
	***
	RTX
	RTX

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

	Employee Class
	None
	Underfill
	Underfill
	None
	None
	None

	Officer Code
	None
	None
	None
	Job Share
	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
	Default from Pos Data
	Hrs scheduled/week
	Hrs scheduled/week

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

	Grade
	Refer to MOU
	Refer to MOU
	Refer to MOU
	Refer to MOU
	PSE
	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
	Training
	**
	***
	Active
	Active

	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

	  *Any of these transfer reasons could result in a Trainee Underfill: LAT, PSN, TWO, JCG, XTR, RTR, CTR 

	 **Any of these transfer reasons could result in a Budgetary Underfill: LAT, PSN, TWO, JCG, XTR, RTR, CTR – Use appropriate Job Status

	***Any of these transfer reasons could result in a Job Share: LAT, PSN, TWO, JCG, XTR, RTR, CTR - Use appropriate Job Status.  Will require a JAR for each employee to change    
Scheduled Units


	Transfer
Transactions
	
	
	
	
	
	

	
	Regular to

Recurrent
	Regular to

Contract
	PSE/Extra-Help to

Contract
	Contract to

Recurrent
	Contract to

Extra-Help
	Recurrent to

Extra-Help

	
JAR Fields
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	Action Requested
	Regular to Recurrent
	Regular to Contract
	Extra-Help to Contract
	Contract to Recurrent
	Contract to Extra-Help
	Recurrent to Extra-Help

	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 transfer
	Date of transfer
	Date of transfer
	Date of transfer
	Date of transfer
	Date of transfer

	Action
	XFR
	XFR
	XFR
	XFR
	XFR
	XFR

	Reason
	RTE
	RGC or RTC *
	XTC
	CCR or CRC **
	CXH
	RCX

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

	Employee Class
	None
	None
	None
	None
	None
	None

	Officer Code
	None
	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
	Default from Pos Data
	Hrs scheduled/week

	Union Code
	Refer to Position Data
	CNT
	CNT
	Refer to Position Data
	Refer to Position Data
	Refer to Position Data

	Grade
	Refer to MOU
	As determined by Contract
	As determined by Contract
	Refer to MOU
	Refer to MOU
	Refer to MOU

	Step
	
	
	
	
	
	

	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
	Active
	Active
	Active
	Active
	Active
	Active

	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

	  *Use RGC if there is no leave to cash out and/or offering COBRA is not required; use RTC when leave cash outs and/or offering COBRA is required

	 **Use CCR if there are leave cash outs and/or offering COBRA is required; use CRC when there are no leave cash outs and/or offering COBRA is not required


	Transfer
Transactions
	

	
	Recurrent to PSE

	JAR Fields
	 

	
	 

	Action Requested
	Rec to Extra Help

	Employee ID
	Mandatory

	Rcd No.
	Refer to Job Data

	Last Name, First Name
	Mandatory

	Social Security Number
	Mandatory

	Department
	Mandatory

	Department ID
	Mandatory

	Effective Date
	Date of transfer

	Action
	XFR

	Reason
	RCX

	Position Number
	Mandatory

	Company
	Mandatory

	Job Code
	16409

	Employee Class
	None

	Officer Code
	None

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

	Standard Hours
	Hrs scheduled/week

	Union Code
	TI

	Grade
	PSE

	Step
	Refer to MOU

	Compensation Rate
	

	Org
	Complete only if different than Position Data



	GRC
	

	Cost Center
	

	Retirement Hours
	Same as standard hrs

	Daily Scheduled Units
	Hrs scheduled/day

	Job Status
	Active

	Earning Code
	If applicable

	SDI
	If applicable

	Department Comments
	If applicable

	Payroll Clerk Name
	Mandatory

	Telephone
	Mandatory

	Date
	Date Completed


Rev. 02/03/05
                                                                                              Page 3 of 4

          JAR Exhibit - Transfer Transactions

