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DETAIL ASSIGNMENT REQUEST FORM (90 DAYS)

DEPARTMENTIAGENCY:

NAME OF APPOINTING AUTHORITY:
TYPE OFDETAIL -- [ J Initial - Up to 90 days. Subject to Appointing Authority approval.

Extension - Up to another 90 days subject to CSC approval (mandatory).

NAME OF EMPLOYEE DETAILED:

EmployeePositionTitle:
PayGrade/Step:

PerAnnum Salary:
PaymentDifferential:

From

$ PerAnnum
REASONFORDETAIL:

[ ] ExtendedAbsenceofIncumbent
[ 3 Other(specify):

NUMBER OFDETAIL DAYS:
DateFrom DateTo

CERTIFIED FUNDS AVAILABLE:

Certifying Officer’ Signature:____________________________________________________Date:

ACKNOWLEDGEMENT BY SUPERVISOR:

Supervisor’sSignature: Date:_________

My signaturecertifiesthat theinformationin Boxes1-5 aretrueandcorrect. I acknowledgethat theemployee
cannotbeginthedetailorbepaidwithouttheappointingauthorityandCSC’sauthorization(if required)below

.

ACKNOWLEDGEMENT BY EMPLOYEE:
Employee’sSignature: Date:_________

My signaturecertifiesthat theinformationin Boxes1-5 aretrueandcorrect. I acknowledgethat I cannotbegin
thedetail orexpectto bepaidwithouttheappointingauthorityandCSC’sauthorization(if required)below

.

OFFICIAL AUTHORIZATION:

AppointingAuthoritys Signature: Date:________

I authorizethedetail citedabove,however,adetail extensioncannotbeginorpaidwithoutCSC’sauthorization

.

FOR PERSONNEL OFFICE USEONLY

BBMR CLEARANCE: [ I Yes- Datecleared:___________ [ I Pending:___________ ] N/A
PREVIOUS DETAIL APPOINTMENTS (Sameposition): From To
I. PA#: _________No.Days:________

2. PA#: ________No. Days: ________ ____________________________________________

3. PA#: __________No.Days:_________

MINIMUM QUALIFICATION REQ. [ 3 Employeemeets.
REVIEW (AttachUpdatedJob Application [ ] Employeedoesnotmeet.
& Rating Record): [ ] Not applicablefor initial 90 daydetail.
HR CLEARANCE FOR COMPLIANCE WITH APPLICABLE RULE: [ I Approved I I Disapproved

PersonnelSpecialist: Date:
CSCSTAFFCLEARANCE - DETAIL EXTENSIONRECOMMENDED: I I Yes [ J No

EffectiveDate:_____________ TerminationDate:_____________ No.of Days:______

CSCAnalyst: Date:________
CSCEXTENSIONAUTHORIZATION: f J Approved j I Disapproved
CSCExecutiveDirector: VERNONP. PEREZ,Signature Date:________

CSC Form I SeeGuidelinesOppositePage May 10, 2005
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DETAIL ASSIGNMENT GUIDELINES (90 DAYS)
A. For all detailassignmentsin excessof 30 daysor for anyextensionrequests,aDetailAssignmentRequestFormmustbe completed

in orderto processaRequestfor PersonnelAction (GG-l) for compensationpurposes.

Instructions: Although managementis ultimatelyaccountablefor detailassignments,both managementandthe employeeshareresponsibilityfor
compliancewith detail rules andregulationsfor details in excessof 30 daysor for extensions,especiallywhen the employeeis entitled to a
paymentdifferential. To ensurecompliancewith detail rulesandregulationsby managementandto ensurethat employeesreceiveappropriate
authorizationandcompensation,bothmanagementandemployeemustcompleteaDetailAssignmentRequestForm.

1. Box No. I — Identify theDepartment/Agencyname,thenameofthecurrentAppointingAuthority authorizingthedetail assignment,and
thetypeofdetail.

2. Box No. 2 — Identify the nameof the employeebeingdetailed,the employee’sofficial position title, andthe employee’scurrentPay
Grade/Stepincludingperannumsalary.

3. Box No, 3 — IdentiFy thepositiontitle (orduties)theemployeeis beingtemporarilyassignedto andtheappropriatePayGrade/Step,theper
annumsalaryfor theposition,andthepaymentdifferentialif applicable.

4. Box No.4—Identify thereasonfor thedetailassignment(referto DOA Rule4.506(B)).
5. Box No. 5 — Identify thenumberof daysofthedetail assignmentandcorrespondingdates.
6. Box No. 6 — Certify theavailability offundsto paythepaymentdifferentialfor thedetailassignment.
7. Box No. 7— ImmediateSupervisoratteststo theaccuracyoftheinformationenteredunderBox Nos. 1-5 andacknowledgesthat additional

compensationto the employeein excessof 30 daysor for anextensioncannotbeginor beprocessedwithout avalid DetailAssignment
RequestForm. A valid DetailAssignmentRequestForm requiresauthorizationandappropriatesignaturesfromtheAppointing Authority,
theCertifyingOfficer, theImmediateSupervisor,andtheEmployee,to includetheCivil ServiceCommissionfor extensions.

8. Box No. 8 — EmployeeacknowledgesthedetailassignmentoutlinedunderBox Nos. 1-5 andthatadditionalcompensationto theemployee
in excessof30 daysor for anextensioncannotbeginorbeprocessedwithout avalid DetailAssignmentRequestForm.

9. Box No. 9— Appointingauthorityauthorizesthedetailassignment,with orwithoutadditional compensation,asoutlinedunderBox Nos. I -

5. Acknowledgesthatadetail extensioncannotbeginorbepaidwithoutCSC’sauthorization.

Onceagain,aRequestfor PersonnelAction (GG-l) on adetail assignmentin excessof 30 dayscannotbeprocessedunlessaDetailAssignment
RequestFormis completelyfilled out andacknowledgedby the Appointing Authority, theCertifyingOfficer, theimmediateSupervisor,andthe
Employeewith theappropriatesignatures.A detailassignmentextensioncannotbelegitimatelyperformedby theemployeenorcanaRequestfor
PersonnelAction (GO-I) for an extensionbeprocessedunlessaDetail AssignmentRequestFormis completelyfilled out andacknowledgedby
theAppointingAuthority, theCertifying Officer, theImmediateSupervisor,theEmployee,andtheCivil ServiceCommissionwith theappropriate
signatures.

B. Theappointingauthority is remindedthat detail assignmentsaremadeonly for meeting.temporaayneedsof departmentor agency
programs(referto DOA Rule 4.506B).Anemployeeservingaprobationaryperiodcannotbe detailed(DOA Rule 4.506D)andan
unclassifiedstatusemployeecannotbedetailedto aposition in theclassifiedservice(DOA Rule4.506F).

C. Themeritsystemshouldbeconsideredan detailassignments.If morethanoneemployeeis qualifiedfor a detail, managementmust
considerrotationaldetails. Managementshouldsolicit volunteersfromapool of employeeswho aremostlikely to qualify for the
position to be detailedto (i.e. all interestedPersonnelSpecialistIV’s for detailto thePersonnelServicesAdministratorposition).
Managementshould allow all interestedemployeesto be detailedto the initial 90 days on arotationalbasis or allow the most
qualified employeefirst opportunityto be detailedup to, but not to exceed180 daysin the calendaryear. Employeeswho are
detailedfor more than 90 daysmustbe qualified for the position (DOA Rule 4.506J)andmust receiveapproval from the
Commissionto extendbeyondtheinitial 90 daysnotto exceed180 days(4OCA, §4117).

D. A detail assignmentis notto beusedfor purposesofpreparinganemployeeor to pre-selectanemployeefor fi.iture promotions.

E. Managementhasthe responsibilityfor the timely processingof detail assignmentsfor compensationpurposes. If management
knowsthat a detailassignmentisto exceed30 days,thenthe immediatesupervisoroftheemployeeto bedetailedmustbetaskedto
initiate completionof the Detail AssignmentRequestForm(DARF). A properlycompletedDARF canthenbe usedto preparea
Requestfor PersonnelAction (GG-l) for compensationpurposes.

F. Likewise, managementhasthe responsibilityto plananddetermineinadvance(no laterthan30 days from the end of the initial 90
day appointment)whetheran employeewill be detailedfor more than90 daysand to requestapprovalfrom the Civil Service
Commissionforanextensionofdetail assignmentup to anadditional90 days. If managementknows thata detail assignmentis to
exceed90 days,then the immediatesupervisorof the employeeto be detailedmust be taskedto initiate completionof the Detail
AssignmentRequestForm(DARF) for purposesof extension.TheDARF mustbesubmittedto theCommissionno later than
30 daysfrom the endof the initial 90 day appointment. In no instancewill the Commissionprocessa late requestif it is
receivedby the Commissionmore than 30 days after the endof the initial 90 day appointment(unlessextenuatingor
compellingcircumstancescanbeshownby theappointingauthority).

G. Any claimsforpromisedcompensationnotsupportedby aproperlycompletedDARF mustbefiled by theemployeedirectly
with theSmallClaims Courtat theAttorneyGeneral’sOffice.
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