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Repeal Memorandum
To: Cabinet Secretary, Department of Finance and Administration;
Human Resource Managers
From: Ricky Serna, Acting Director
Date: July 21, 2021
Subject: Repeal of General Memorandum 2011-002 (REVISED 8/19/2014)

Effective Wednesday, July 21, 2021, this Memorandum repeals State Personnel Office
General Memorandum 2011-002 (REVISED 8/19/2014). (See attached.)

To the extent this Memorandum is a mere recitation of State Personnel Board Rule, it is
unnecessary. To the extent the Memorandum provides guidance beyond or contrary to
State Personnel Board Rule, the conditions no longer exist to warrant it.

For current guidance on the personnel and hiring actions that require State Personnel Office
and Department of Finance and Administration approval, please refer to the State Personnel
Board Rules and State Personnel Office General Memorandum 2021-002.
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General Memorandum 2011- 002 (Revised)
To: Cabinet Secretaries, Agency Heads and Human Resource Managg

‘ mistratioM

Subject: Personnel Transactions - Submittal and Approval Proc

From: Michael A. Marcelli, State Budget Director, Department of Fin®yge & Ad
Justin Najaka, Interim Director, State Personnel Offic

Date: August 19, 2014

The following outlines the submittal and approval 5€
agency. In order to streamline and partner with
Budget Management goals, it is essential
Personnel Office (SPO) and the Departme

process.

A. Actions requiring review and @ by

When requesting approv r thg, peM@nnel transactions listed in this section, follow the steps listed
below:

personnel transactions within your
plish your agency’'s Human Capital and
nt information be provided to both the State
nd Administration (DFA), through the approval

, DFA and the Office of the Governor:

e agency's assigned DFA Executive Budget Analyst. The agency
from their assigned DFA Executive Budget Analyst/State Budget
Director, in writi before the requested personnel transaction(s) are submitted to their assigned
SPO HR Consultar®§or review.

2. The personnel transaction(s) must be prepared on the required SPO Position/Personnel Action
Request forms (SPO 14-002, SPO 14-003), then submitted to the agency’s assigned SPO HR
Consultant to obtain approval from the SPO Director.

3. After both DFA and SPO have approved, the personnel transaction(s) will be forwarded to the
Office of the Governor for final review and approval.

4. After approval is secured from the Office of the Governor, SPO will notify the department/agency
via e-mail, and then the agency may process the personne! transaction(s).

2600 Cerrillos Road, Santa Fe, New Mexico, 87505 (505) 476-7759
y __§

ﬂ( :
~\ ENTENNIAL

AGENCY PARTNER




General Memorandum 2011-002 - Revised August 19, 2014
Page 2

In-Pay Band Salary Adjustments (SPO 14-003)

Temporary Salary Increases (Excluding CBA requirements) (SPO 14-003)

Temporary Recruitment Differentials (SPO 14-003)

Temporary Retention Differentials (SPO 14-003)

Out-of-State Differentials (SPO 14-003)

Reclassification of a FILLED position upward, laterally or downward (SPO 14-002)

Creation of a Reg/Perm, STRM or temporary (Budgeted, Non-Budgeted or T180) position
(SPO 14-002)

B. Actions requiring review and approval by SPO and DFA:

When requesting approval for the personnel transactions listed in this section, follow the steps listed
below:

1. Submit budget projections to the agency's assigned DFA Executive Budget Analyst. The agency
must first obtain approval from their assigned DFA Executive aget Analyst/State Budget
Director, in writing, before the requested personnel transaction(g itted to their assigned
SPO HR Consultant for review.

2. The personnel transaction(s) must be prepared on eithgfthe PO Psonnel or Position Action
Request form (SPO 14-002, SPO 14-003), then submi thagagency’s assigned SPO HR
Consuiltant to obtain SPO Director's approval.

3. After both SPO and DFA have approved, SBO wi i department/agency via e-mail, and

C. Actions only requiring review

When requesting approval 7 th nel transactions listed in this section, follow the steps listed
below:

1. The personne -ti ust be prepared on either the SPO Personnel or Position Action

» SPO 14-003), then submitted to the agency’s assigned SPO HR

Consultant to o0 SPO Director's approval.

2. After the SPO Director issues an approval, SPO will notify the department/agency via e-mail, and
then the agency may process the personnel transaction(s).

In-Grade Hires - 114.7% compa-ratio or greater (SPO 14-003)

Promotional Increases less than 5% or greater than 15% (SPO 14-003)

Salary increases upon lateral transfers (See Interpretive Memorandum 2011-009 — June 26, 2013)
(SPO 14-003)

Salary upon Temporary Promotion less than 5% or greater than 15% (SPO 14-003)

Under fill a position (SPO 14-002)

Salary upon Reduction greater than 15% (SP0O14-003)

Administrative Leave in excess of 160 hours - pending a disciplinary action (SPO 14-003)
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Administrative Leave in excess of 5 consecutive days — non discipline related (SPO 14-003)

Temporary Salary Increases (ONLY for CBA requirements) (SPO 14-003)

Recruitment Waiver (SPO 14-003)

Reclassification of a VACANT position laterally or downward (SPO 14-002)

Update - Reports to (SPO 14-002)

Update - Department (SPO 14-002)

Update - Location Code (SPO 14-002)

D. The personnel transactions listed below require ONLY DFA approval:

When requesting approval for the personnel transactions listed in this section, follow the steps listed
below:

1. Creation of positions: Agencies must demonstrate the revenue sources and sustainability of the
revenues of the additional positions.

2. Positions that have been vacant for two (2) or more years: The @ffneralRgpropriations Act (GAA)
] Bhould delete positions
that have been vacant for two (2) or more years. Agencie 3ssif or request the position

i services for clients (e.g.
decreasing wait times, etc). Justification for these requ e sent to the State Budget

Director, Michael Marcelli for review and approval.

Please contact your assigned DFA Budget Analyst for qygtiop#” and processing of the personnel
transactions listed below.

Extending a STRM

Inactivation of any Reg/Perm, STRM or Terfyo ﬁ Yeted) positions
Update - Budgeted position \

Update - FTE value ’

Update - Adds to FTE actual ¢

E. Effective Dates:

The effective dat
date when an agen
salary increases with r

nel transactions will begin on the pay period immediately following the
eceives final approval(s) as outlined above. Personnel transactions involving
active effective dates WILL NOT be approved.

Actions with incomplete, inaccurate or missing information will be returned to the agency for correction
and resubmittal.

Please contact your assigned SPO HR Consultant or DFA Executive Budget Analyst with any questions.
cc: SPO Consultants

DFA Executive Budget Analysts

Office of the Governor

Attachments (2) — SPO 14-002, SPO 14-003
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