Oscar B. Jackson, Jr., Administrator

Brad H
Secretary of Human Resources and Administration rac benry

Governor

STATE OF OKLAHOMA
OFFICE OF PERSONNEL MANAGEMENT

“Serving Equal Opportunity Employers”

OPM 04-03

DATE: January 20, 2004

TO: All Appointing Authorities

FROM: Hank Batty =
Deputy Administrator for Programs

RE: State Agency Hiring Freeze

As announced in All Appointing Authorities Memorandum OPM 03-42 distributed
November 14, 2003, Governor Brad Henry signed Executive Order 2003-27 on
November 10, 2003, extending the state agency hiring freeze until December 31, 2004.
(This memorandum may be accessed on the Office of Personnel Management web site
at http://www.opm.state.ok.us/opm_03-42.pdf.)

Form OPM-92, Personnel Transaction Freeze Exception Request, must be submitted by
an agency to request approval by the appropriate Cabinet Secretary for any exception to
the hiring freeze. A review of Form OPM-92 has recently been completed, resulting in
ltems 3 and 8 being revised, effective 01-04. The revised form (accessible at
http://www.opm.state.ok.us/opm-92.pdf) should be used for any future requests for
Cabinet Secretary approval of hiring freeze exceptions. (Please note that any agency
using a substitute agency form in lieu of the OPM-92 will need to revise that document
for consistency with the above referenced revisions and submit it to the Office of
Personnel Management for approval prior to implementing the form's use.)

In regard to the revisions to OPM-92 and in response to questions received by OPM in
the past, special emphasis should be placed on the following:

¢ Inltem 3, reason position was vacated should be provided (e.g., incumbent
retired, incumbent promoted to another position, incumbent resigned, incumbent
terminated due to [reason], incumbent deceased, etc.).

¢ Fill a vacant position refers only to taking action to fill a vacancy and does not
include action related to reallocating an encumbered position and any
subsequent action to properly classify an incumbent. In this case, the revision
indicating that the reallocation may result in the promotion of incumbent
would be utilized.

“We serve the people of Oklahoma by delivering reliable and innovative
human resource services to our partner agencies to achieve their missions.”
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If a vacant position is being reallocated and will subsequently be filled, both the
box for Reallocation of a position and the box Fill a vacant position would be
checked. In the case of Allocation of a new position, both that box and the Fill
a vacant position would be checked.

Under Allocation of a new position, the Legal Authority may include "Additional
FTE authorized by Legislature in 2003, House Bill _ _ _ ", or some other
response justifying why a new position is being created and under what authority.

Iltem 8 has been revised from "Justification" to Special conditions requiring
this exception. This section should be used to explain the need for the action to
justify to the reviewer why the exception should be granted (e.g., the importance
of the position to the agency, the duties to be completed, the need to retain
skilled workers, etc.).

Please refer any questions or requests for additional information to your respective
agency liaisons in the OPM Classification Division.



