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M E M O R A N D U M

Date: 

To: 
Department of General Services 
Office of Human Resources 
707 3rd St 
West Sacramento, CA 95605 

From: 

Subject: 

NATURE OF REQUEST 

BACKGROUND 

https://www.dgs.ca.gov/OHR/Resources/Page-Content/Office-of-Human-Resources-Resources-List-Folder/Hiring-Toolkit/Justification
https://www.dgs.ca.gov/OHR/Resources/Page-Content/Office-of-Human-Resources-Resources-List-Folder/Hiring-Toolkit/Justification
https://www.dgs.ca.gov/OHR/Resources/Page-Content/Office-of-Human-Resources-Resources-List-Folder/Hiring-Toolkit/Justification
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BACKGROUND CONTINUED 

CLASSIFICATION CONSIDERATIONS 

https://www.dgs.ca.gov/OHR/Resources/Page-Content/Office-of-Human-Resources-Resources-List-Folder/Hiring-Toolkit/Justification
https://www.dgs.ca.gov/OHR/Resources/Page-Content/Office-of-Human-Resources-Resources-List-Folder/Hiring-Toolkit/Justification
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CLASSIFICATION CONSIDERATIONS CONTINUED 

CONCLUSION 

FOR LIMITED TERM (LT) JUSTIFICATIONS ONLY, the written justification shall be 
signed by a person who is authorized by the program or agency to do so and 
who signs based on his or her personal knowledge, information, or belief that 
the written justification correctly reflects the reasons for the limited-term and, if 
applicable, the reasons the appointment may convert to a permanent 
appointment.  The authorized person should be the Hiring Manager.

Name: Signature:  

Date: Title: 

Email:  Work Number: 

https://www.dgs.ca.gov/OHR/Resources/Page-Content/Office-of-Human-Resources-Resources-List-Folder/Hiring-Toolkit/Justification
https://www.dgs.ca.gov/OHR/Resources/Page-Content/Office-of-Human-Resources-Resources-List-Folder/Hiring-Toolkit/Justification
https://www.dgs.ca.gov/OHR/Resources/Page-Content/Office-of-Human-Resources-Resources-List-Folder/Hiring-Toolkit/Justification

	ClassificationConsiderationsContinued: 
	Date: 
	ClassPayName: C&P Analyst Name
	FromOffice: Office/Branch/Division Name
	FromDepartment: Department of General Services or Client Agency Name
	FromName: Name of Preparer
	NatureRequest: PLEASE DELETE THE STANDARD DEFAULTED TEXT BELOW PRIOR TO SUBMISSION

This is the first paragraph and should only be 1-3 sentences. It identifies in narrative what you are requesting. If you know the effective date, you can include that here. 

Example: The Office of Human Resources requests approval to re-classify an Office Technician (Typing) position to a Staff Services Analyst Position. 
	Background: PLEASE DELETE THE STANDARD DEFAULTED TEXT BELOW PRIOR TO SUBMISSION

The background is an important aspect of the justification, however is not most important. It should set the scene for what you're requesting and should include some or all of the following: 
• The nature of your office and the unit in which the position resides. 
• What is the office's mission and how does it fit into the department. 
• The historical perspective of the office or the unit, the positions it had. 

Describe what has changed and why the request is needed, including: 
• Where the new duties came from 
• How the old position's duties will be handled 
• Include any legislative mandates, laws, rules, regulations, especially if they're new. 

FOR LIMITED TERM JUSTIFCATIONS, PLEASE BE SURE TO INCLUDE:
• The reason for the temporary staffing need.
• Why the appointment may become permanent?
	BackgroundContinue: 
	ClassificationConsiderations: PLEASE DELETE THE STANDARD DEFAULTED TEXT BELOW PRIOR TO SUBMISSION

Before you start on this section, make sure to review the classification specification for all classifications involved in the request. Click here to view the classification specifications. How is/are the requested position(s) similar to the classification(s) requested? You want to identify job features and information that show how the position is equivalent to the classification(s) proposed. In the case of a promotion in place, you need to identify the new workload that justifies the higher classification. How are the new duties more in line with the requested classification(s) than before? 

Other aspects to consider: the classification to which the requested position reports, does the position supervise, and if so, what classifications? What is the overall concept of the position? List the types and responsibility level of decision making. 

When you're reviewing this section, ask some questions: Is the complexity there? Have you outlined the level of responsibility? 
	Conclusion: PLEASE DELETE THE STANDARD DEFAULTED TEXT BELOW PRIOR TO SUBMISSION

The conclusion should summarize your request and articulate any consequences if this request is not approved. 
	Subject: SUBJECT IS IN CAPS
	PreparerName: 
	PreparerDate: 
	PreparerTitle: 
	PreparerEmail: 
	PreparerPhone: 


