
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I hope this newsletter finds everyone well and enjoying the nice warm weather. 
Please stay safe as many of you will be vacationing with your families over the next 
few months. 

 
Effective June 16, 2009 we have the following names changes in the  

Personnel Cabinet’s Department of Personnel Administration: 
 

The Department of Personnel Administration will be 
the Department of Human Resource Administration 

and the Processing & Records Branch will be 
the Personnel Administration Branch. 

 
If you have any questions, please feel free to contact my office. 

 
Thank you! 

- Reorganization 
- Systems Security Forms 
- Previous State Service  
  Form 
- Transfer/Demotion Form 
- 1st Check Loan Application 
- Voluntary Insurance  
  Update 
- Payroll Schedules 
- Demotion Actions 
- Non-Merit Positions 
- Deferred Comp Expo 
- Cabinet Directory 
 

COS/CICS Systems Security Forms: 
 
All forms necessary for COS and UPPS Systems Security can now be found on our website at: 
http://personnel.ky.gov/persadmin/info/persinfo/SystemsSecurityForms.htm. If you have any questions or need 
assistance please contact either Mark Thompson at 502/564-6865 or Susan Stinnett at 502/564-6672. Or you 
can email them at KHRISSecurity@ky.gov.  

Previous State Service Certification Form/Name Change: 
 
Due to new KRS rules that allow for more agencies to qualify as “previous service”, we have changed the name 
of the above form to the Previous Qualifying Service Certification form. This form can be found on our website 
at http://personnel.ky.gov/NR/rdonlyres/BEC7EEF1-DAE5-49E8-97DD-
A80419F88AC7/0/PrevQualServCert050809.doc  
 
Voluntary Transfer/Demotion/Salary Retention Agreement Form/Update: 
 
We have updated the above form to include a field for Retirement Code. The updated version can be found on 
our website at: http://personnel.ky.gov/NR/rdonlyres/AEB79AD2-020E-46E0-AAB7-
9E510554C66C/0/voltrans.doc  
    
 



 
 
 
 
 
 

 1st Check Loan Application for New Employees: 
 
We have recently learned that Commonwealth Credit Union (CCU) is no longer offering 1st Check Loans 
for new employees, however, Kentucky Employees Credit Union (KECU) still is. We have replaced the 
joint form with KECU’s. It can be found on our website at: 
http://personnel.ky.gov/NR/rdonlyres/42DAFE66-0329-417C-8D45-
16FD5ED6A69D/0/FirstCheckLoanApplication_2_.pdf.  

 
Termination of Payroll Deduction Agreements: 
 
Effective June 30, 2009, Spectera (also known as United Healthcare Vision) will no longer be a participant 
in the Commonwealth’s Payroll Deduction process currently offered to eligible voluntary optional insurance 
carriers. Spectera has been notified of this change as well as their covered employees. Those employees 
were provided contact information for Spectera allowing them to contact Spectera directly for future 
payment options. We are making arrangements to end payroll deductions set-up under their utility number 
(#1249) on the above date, therefore no action is required of you. If you have any questions, please feel 
free to contact our office. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Demotion Actions: 
 
We request that agencies include “No Reduction in Pay” in the remarks section on the P-1 when submitting a 
demotion action. This helps the Classification and Compensation branch in verifying salaries especially when 
the employee is moving from hourly to salaried or vice versa on the same effective date. Please feel free to 
contact our office if you have any questions. 
 
Non-Merit Positions Affected by Reorganization: 
 
Non-Merit paperwork (a new 12:050 or 12:040) will not be required for those non-merit employees who are 
being reorganized to a new org unit and are keeping the same title. ONLY those who are changing 
titles/positions will be required to submit the non-merit packet for approval. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


