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The following documents must be submitted to Civil Service by all agencies each time they are
used to effect a personnel action.

e Position Descriptions (SF-3)

e Layoff Plan (must be submitted and approved by the Civil Service Director before any
layoff action is effected)

o Layoff Report (must be submitted within 15 days after all layoff action effective dates)

e Business Reorganization Plans

e Business Reorganization Final Report (must be submitted within 15 days after all reorg
action effective dates)

e Request for Detail to Special Duty form when details extend beyond 12 months

Agencies also must submit upon request any other documentation supporting their personnel
or position transactions.




