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2 MCAR § 2.004

W

Chapter One §§ 2.001—2.006 Purpose, Adoption and Amendment of Rules

AR § 2.001 Purpose of the rules. It is the purpose of these rules to provide an
comprehensive and effective system of personnel administration for the State of

P~ Al e/
ML 55 2. 20 -
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B. Fair and equal oppOstunity shall be accorded to all qualified individuals to enter state
employment on the basis O merit and fitness.

C. Positions essentially alikd\ghall be treated in a uniform manner in all personnel
processes, and positions not so alikg¢ shall be treated with appropriate recognition of the
nature and extent of the differencesNgetween them.

D. Agencies of the state shall be invol¥gd in the selection of competent employees and
the development of employees to assure the\paximum effectiveness in state government.

[Filed July 3, 1975]

2 MCAR § 2.002 Adoption and amendmew. These rules, prepared by the
commissioner, after public hearing, shallsb€ known as the ‘‘Personnel Rules’’.

Amendments shal] be prepared,.approved and made effective as provided by faw (Minn.
” Stat. § 15.0412,./ '
0\ Personnel actionstaken prior to the effective date of the new, abolished, or amended rules,
ed by the rules that were in effect on'the date that such actions were taken.
uly 3, 1975] ' ' '

& /92627‘&J Z

R § 2.003 Scope of ruies_._ Certain negotiable matters covered by the personnel

tatives of state employees. If a subject matter is clearly covered by a
eement, the collective bargaining agreement controls in any
. conflict with the personneMles. :

N (Filed July 3, 19757

&) 2 MCAR § 2.004 Employées ;covered by pérso ules. Unléss otherwise specified,
; the personnel rules apply only to empl n the executive branch of government. All
personnel rules apply to all classif€d employees.

ver unclassified employees which include, unless otherwise

k- the exclusive rep
) collective bargaining

Certain personnel rul
specified, all exgenfive branch unclassified employees except those in the offices of the

Q-
Nconstitutiopal®officers, and those employees in the state university system, Higher
3 Educatien Coordinating Board, and the state community college system whose salaries
s#Established under the provisions of Minn. Stat. § 43.064.
2 MCAR §§ 2.005—2.006 Reserved for future use.
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2 MCAR § 2.010

Chapter Two: §§ 2.007—2.015 State Service and Its Divisions

2MCAR § 2.010 Temporary designation of positions in the unclassified service. The
commissioner may authorize the designation of a position in the unclassified service for a
limited period of time. The appointing authority shall report to the commissioner the
description of the position and the conditions under which it is to be established, which
serve to limit the duration of employment, the expected termination date and the nature of
the function to which it is to be assigned. Any position which has been designated in the
unclassified service by the commissioner, in accordance with this rule, and which will
continue for longer than two years, shall be reviewed at the end of the second year by the
commissioner to determine whether it shall continue in the unclassified service. No
position assigned to the unclassified service in accordance with this rule shall continue
longer than three years in the unclassified service and, except as provided by Minn. Stat. §
15.61, no employee shall continue in a position or positions established in the unclassified
service under the provisions of this rule to perform the same function in the same agency
for a total of more than three years. (Minn. Stat. § 43.05). ‘

[Amended December 17, 1979]

seprs 2
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2 MCAR § 2.011 Contractual services. Notwithstanding 2 MCAR § 2.004, this ruleﬂ‘

also apphes to all unclassified employees in the executive branch. Speualized personal
services rendered by an individual to the state under contract as an independent contractor
as a part of, or incidental to, the individual’s regular professional occupition, and not as a
state employee, or by individuals employed by a firm contracting with the state, shall be
designated as a contractual service and shall not be subject to the.provisions of these rules.

- A. Indetermining whether the services to be rendered coristitute contractual service or
an employer-employee relationship, the following guidelmes will be used:

f -
. Consultants generally contract to produce-certain results or conclusions within
given specifications.

2. Consultants are generally respon 'be/for approaches, techniques, and results.

3. Consultant’s services shall be”offered and-available to the public, and-to the
state incidentally as a prospective usér of such consulting services.

4. Consultant services offered to the state as a part of or incidental to the

consultant’s regular occupati

! racts shall extend for a limited period, with clearly specified

5. Consultant’s ¢
time limits indicated ip/the contract, to attain specific results.

6. Except whre provided in the contract specifying special circumstances related
to the nature and g¢quirements of the work to be performed, consultants shall not perform
services on stal¢ premises, use state equipment or supplies, or utilize state employees.

=~ Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.



7 2 MCAR § 2.022

B. In addition to the financial information, the contr
accomplished, delivery dates, and the manner in w,
to be conducted.

C. Retired state employees m
services are necessary for
employee was engage

specify results to be
e contractual arrangements are

e used for contract employment providing their
“completion of a specific project in which the former
the time of retirement.

D. No Jagency

the state shall contract for the services of persons who were they
members’

e classified service, would occupy positions assigned to schedule *‘C*’
accordance with law (Minn. Stat § 43.20, subd. 6).

Chapter Three: §§ 2.016—2.027 Classification Plan

2 MCAR § 2.022 Class specifications. The commissioner shall prgMde, and may
amend, written class specifications for any class in the classificatio
class specifications shall include the class title, a general descripti
work, as well as a statement of the qualifications an incumbent
that individual to perform the duties of the particular position
success. Where a classification consists of only one pg
description may, at the discretion of the commissioner, ¢
classification.

of the scope of the
ould possess to enable
reasonable prospects of
ion, the approved position
stitute the specification for that

Specification of the classes of positions in the cl
have the following force and effect:

‘A. Definitions are descriptive and not
positions allocated to classes, and shal
modifying the power of the appointing
of employees. The use of a particul
to exclude others not mentioned

B. In determining the class

ification plan are hereby delcared to

trictive, tending to indicate the kinds of
ot be construed as limiting in any way or
thority, to appoint, direct, and control the work
xpression or illustration of duties shall not be held
t are of a similar kind or quality.

which any position shall be allocated, the definition of
each class shall be considereg/as a whole, and consideration shall be given to the general
duties, areas of accountabjMty, specific tasks, responsibilities, qualifications, as well as
relationships to other clagdes, to the extent that they clearly indicate a picture of the kind of
employment the class A5 intended to embrace.

C. Qualificationg/commonly required of an incumbent for positions of any class, such
as honesty. integfity, initiative, and willingness to cooperate, shall be deemed to be
i ication requirements for entrance into, and continued employment in

gvelopment or modification of screening devices or techniques to be used in
ining for the class.

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.



2MCAR § 2.023

2 MCAR § 2.023 Use of class titles,/The title of the class shall be the official title of
every position allocated to that clas€’for all purposes having to do with the position and
shall be used on all payroll, bugfet estimates, official records and reports related to the
ip€d by the appointing authority may be used to designate any
particular position for the gflirposes of internal administration and in any other connection

Chapter Four: §§ 2.028—2.037 Compensation Plan

2 MCAR § 2.029 Administration of the wage and salary plan. Except for subdivisions
F. and G., this rule also applies to those unclassified positions which have been diregely
compared to the classified service. The following provisions assume that fun
available and expenditures have been authorized by the Commissioner of Finasice.

A. Beginning salary. The minimum rate of pay shail normally be paid upon appoint-
ment to a class. In schedules A and C, the appointing authority may, ho ver, make an
original appointment within the salary range but not to exceed the t salary step.

e documented in the

All original appointments beyond the minimum rate for a class shal
form prescribed by the commissioner and shall be based upon the€ exceptional qualifica-
tions of the candidate or the unavailability of candidates g¢the minimum rate, and
consideration shall be given to the salaries of current emp o;ees in the same or related
classifications.

ay be made up to and including
nsation provisions relating to that

In the Special Teachers salary schedule, appointment
the sixth step under conditions outlined in the co
schedule.

B. Salary on promotion. Promotional incregées shall normally be of one or two salary

steps, depending on the actual increase i
unless greater adjustment is necessary t
the new pay range. Any promononal )

ressponsibilities assumed upon promotion,
ring the employee's salary to the minimum of
crease beyond that provided for above must be
approved in advance by the commiSsioner based on documentation to support such
additional increase. No salary incrgdse may be granted which would place the employce’s
rate of pay above the authorize¢/salary range. '

t or reinstatement. If a former employee is reemployed or
reinstated into a class in whjch that employee was previously employed. the appointing
authority may make an appointment at the same rate of pay the employee had been
receiving at the time of géparation from the state civil service and/or the class, plus any
automatic adjustments that may have becn made since the employee left the state civil
service and/or the clags. Appointments above such rate of pay must be approved by the
commissioner beforg they can take effect.

D. Salary incredses. Salary increases may be granted in accordance with law. (Minn.
Stat. §§ 43.12, 43.121—43.122, 43.126—43.127 and other applicable provisions.)

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.



9 2MCAR §2.029

awards based on demonstrated outstanding performance. Increases in this scht
be submitted and awarded within the context of a results-oriented mdnagement or
standards of performance system which has been approved by the cgfmissioncr. An

unclassified employees whose salary ranges are set by direct copflparison to the classified
service authorized for the agency at the beginning of the fiscal y€ar. Unclassified positions
where the salaries are set by statute are not to be included in the calculations of the number
of allowable increases for unclassified employees. '

F. Salary decreases. Salary decreases for just cause mdy be made to reduce the salary of
the employee within the salary range. In the case of a pfrmanent employee, written notice
of intent to effect such reduction in pay, and the reagféns for such action, shall be given to
the employees at least 5 workmg days prior to the effective date of the reduction and a copy
submitted to the commissioner prior to the effectife date of the reduction. The permanent

employee so affected may request a hearing [Cfore the board as provided in the law.

G. Salary on transfer. An employee who igftransferred to a different agency in the same
class or to a similar class shall receive the falary being paid before such transfer. In any
case of transfer, no employee shall receiyf a rate of pay below the minimum of the range
for the class to which such employee }fas been transferred.

H. Salary on demotion. An employ€e who has been demoted to a class in a lower salary
range shall be paid a salary rate withfn the range of the class to which such employee has
been demoted except as providedgdy law. (Minn. Stat. § 43.12, subd. 26).

I. Total remuneration. ThisAubdivision applies to all classified and unclassified
employees in the executive bfanch. Except as otherwise provided in these rules, no
employee shall receive pay infiddition to the salary authorized for services rendered either

An employee may recfive a separate salary from more than one state agency for hours
worked during the sgine pay period under the following conditions:

advance; or

2. The employee is appointed under provisions of these rules to less than full-time
positions if more than one state agency, and the combmed estabhshed work schedules do
not excegd a normal 40 hour work week.

Employees in payroll status in two or more agencies for a total of 75% or more of the time,
becayée of concurrent appointments, shall be eligible for state paid insurance in the same
manpier as other employees. The state paid premium for such eligible employees shall be
borne by the agency in which the majority of the time is worked.

/ J. Hourly rates. Hourly rates for pay shall be paid in accordance with law. (Minn. Stat.
4§ 16.027 and 43.01, subd. 9).

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.



2MCAR § 2.029 10

K. Project employment. The commissioner may authgsi#€ a rate of pay which may
exceed the maximum of the range provided by not pefe than 70% where skilled craft

employment is on a strictly project basis. In cas project employment, the employee
shall not be entitled to any other benefits.

Prqject employmel}t for purposes of thisfile shall be restricted to a planned work program
~ which normally will be completedff'a specified time period and is not of a seasonal or
regularly recurring nature.

[Amended December 17, 1979]

2 MCAR § 2.030 £6mputation of payments for less than a full payroll period.
Computations of plyments to all classified and unclassified employees in the executive
branch, if madgpAor less than a full payroll period, shall be determined by multiplying the
hourly equiydlent computed for the monthly salary by the number of working hours for
which the/€mployee is to be paid. (Minn. Stat. § 16A.17).

[Amepded and filed March 15. 1976]

Chapter Five: 2 MCAR §§ 2.038—2.055 Selectioq Processes

P MCAR § 2.038 Announcements. Announcements shall specify theti
hature of the class for which the selection process is announced, as wel#as the time, place
nd manner of making application. Further, the announcement shffll also provide any
ther pertinent information that the commissioner considers, fecessary to effectively
cruit and is consistent with the law and these rules.

e announcement of promotional selection processge’shall, in addition, specify the
rganizational unit or units for which the resulting gfigible lists will be used.and, when
ppropriate, the class or classes of employeesgtvhich shall be considered eligible to

otice shall be given Ey means of publi€announcement posted on the office bulletin
oards of the Department of Personng#sufficiently in advance of the last date for filing

f promotional selection procg€ses, announcements shall be supplied to each appointing
¢ employees eligible to compete therein, and it shall be the

through other establigh€d communication systems. The appointing authority shall notify
‘method and location of all job postings and it shall be the responsibil-

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.



11 2 MCAR § 2.039

2 MCAR § 2.039 Eligibility to compete.

A. Open competitive selection processes. Competitive selection processes shall, after
public notice, be open to all applicants who meet the reasonable standards or requirements
fixed by the commissioner with regard to factors that relate to the ability of the candidatgs

sioner, could not be selected in the normal manner, shall be selected in such a
will fairly test their ability to perform the duties of the position.

either a braille selection process, or the services of a reader chosen by
the approval of the department, or subject to the approval of the gpplicant, whichever
means of screening is available to the department.

No applicant shall be rejected because the applicant lacks gducational qualifications,

unless such qualifications relate directly to the duties of theglass for which the announce-
ment is made, or where such educational requirementgfare established by the federal
agencies making grants-in-aid or otherwise contribugélg to state programs.

B. Promotional selection processes. Promotiong¥selection processes shall be open to
all employces of the state, the agency or other orgénizational unit for which the selection
process is being held who meet the requiremeng€ described in the annoucements and who
hold classified positions in the executive brangh of the state civil service, or the Minnesota
State Retirement System, or the TeachergfRetirement Association, or the Legislative
Audit Commission; or who hold unclagfified positions in the executive or legislative
branches of the state civil service. Emgffgency employees and interns are not eligible to
compete in promotional selection pgécesses.

C. Selection processes for incupbents of reallocated positions. The commissioner may
authorize any appointing authorj#fy to promote the incumbent of a reallocated position to a
higher class without examinatj#n in accordance with law. In the absence of such authori-
zation the incumbent of a pogfton which has been reallocated in accordance with 2. MCAR
§2.019 and 2 MCAR § 2.240 shall be permitted to compete in the selection process for the
class to which the positjn has been reallocated. (Minn. Stat. § 43.19, subd. 1(2)).

If the incumbent of a rghillocated position passes the examination process, notwithstanding
the provisions of 2 YICAR § 2.084, the commissioner may certify only the name of the
eligible incumbe

Where the incupfibent of a position which has been reallocated has failed to qualify in the
selection progfss and/or otherwise is ineligible to continue in the position in the new class,
the employg€ must be removed from the position within 30 calendar days from the date of
notificatiof to the appointing authority of the incumbent’s failure to qualify.

Where /he incumbent is ineligible to continue in the position and is not transferred,

[Aphended December 17, 1979]

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.




2MCAR § 2.040 ' 12

2 MCAR § 2.040 Applications and admissions.

A. The form of application. The application shall be madgsn forms prescribed by the
commissioner. The forms shall require information requgefited by the commissioner and
requested on the announcement. The application f shall contain a statement that
wrongful statements on the application may subjecysfie applicant to the penalty provisions
of Minn. Stat. § 43.35 and 2 MCAR §§2.108. 24110, or 2.111 and a statement regarding
the responsibility of the appointing authority/bursuant to Minn. Stat. § 43.162 to verify
information provided on the application

B. Selection processes. Persons yfose applications are received within the Depart-
ment of Personnel on or before the st date for filing, and whose applications clearly show
that the applicants meet the pfquirements for admission to the selection process as
specified in the official anpduncement, shall be admitted to compete in the selection
process for which they arg/Applying. Where doubt exists as to whether an applicant meets
the admission requirenmyhts, the commissioner may conditionally authorize the applicant
to participate in the spfection process, but such action shall not be construed as entitling the
applicant to becopfe eligible for certification or appointment until the circumstances
leading to the g#nditional acceptance are clarified to the commissioner’s satisfaction.
Each individugf whose application has been accepted shall be notified of the date. time and
place for thdse parts of the selection process which require the candidate to appear in
person. person shall be admitted to any part of the selection process without proper
authorigation, or satisfactory evidence of acceptance or conditional acceptance of the
appligation by the commissioner.

2 MCAR § 2.041 Disqualification offipplicant. Whenever the commissioner refuses to
accept an application or certifies agipplicant ineligible under provisions of Minn. Stat. §
43.14, the commissioner, uponthe request of the person so rejected, shall furnish that
person a statement of the reagdns for the refusal.

[Filed June 28, 1974]

2 MCAR § 2.042 Postponement or cgsicellation of the selection process. The commis-
sioner may postpone the last filing dae and the date of any part of the selection process or
cancel the examination, and in g#€h cases shall give the applicants suitable notice.

[Filed June 28, 1974]

2 MCAR § 2.044 Conduct of selection processes. Xy or all parts of the selection
processes shall be held at such times and places as iprthe judgment of the commissioner
most nearly meet the needs of the service, pragficability of administration, and the
convenience of applicants. The selection procesgfhall be conducted either by the commis-
sioner or persons designated by the commissigfier. No person whose application has been
accepted shall be entitled to take any part g#the selection process on a date, time or place
other than those determined by the copfmissioner. In order to protect the security of
examinations by providing a reasonabjt period between test administrations, applicants
shall be prohibited from participatigg in the same written or oral tests more than once
within any six month period. Hoy/ever, if the same written or oral test is used for more
than one classification or if a clp€sification is opened for competition on both a competi-
tive and promotional basis wigfin a six month period, an applicant who would otherwise
be prohibited from particigdting in an examination because of the six month retest
fprohibition shall, upon subghission of another application, have the scores obtained on the
written or oral portion offthe initial examination apply to the subsequent examination.

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.
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" [Filed June 28,1974]

13 2 MCAR § 2.049

2 MCAR § 2.046 Rating results of selection processes.

A. Appropriate scientific techniques and procedures shall¥e used in scoring the results
of selection processes and in determining the relative gnking of competitors. Such
techniques may include electronic data processing offftest answer or experience and
training rating forms filled out by the applicant. The rpfhimum rating for which eligibility

gt, taking into account the number of
vacancies anticipated during the term of the eligfble list. Final rank may be based on all
factors of the selection process and other quajftying elements as shown on the competi-
tor’s application or other verified informatigh. Final ratings of each competitor shall be
determined by averaging the eamned scgfe of each part of the selection process in
accordance with the weights establishegdfor each part prior to the date of any part of the
selection process. All competitors mayfbe required to obtain at least a minimum rating in
each part of the selection process in gfder to receive a final passing rating or to be rated on
the remaining parts of the procegd. Where rating procedures involve assignment of a
numerical score, a score of 70 is g€cessary to pass and a score of 100 is the maximum score
awarded to any competitor.

B. The commissioner mgy announce, in advance of the establishment of an eligible
list, the maximum numbeg®6f competitors who shall have their names placed on the list, or
who shall be permitted §6 compete in any of the separate parts of the selection process.
Under such procedure/those considered as having passed and who are permitted to take
the remainder of thgfscreening process shall be the set number of candidates scoring
highest in the proc#ss or part thereof. The commissioner also may establish a procedure
for admitting caplidates to a subsequent stage of the selection ‘process in rank-order of
score on the prdvious stage and candidates may be invited to complete the examination
process as th¢’ need to create or enlarge an eligible list is determined.

C. Comgpetitors failing to qualify as eligible for the class for which the screening
process yas conducted may, with the approval of the commissioner, be rated with
referenge to their eligibility for a lower class for which a selection process is being
ted and in cases where competitors signify their willingness to accept appointment
to syCh lower class. If found eligible, names of these competitors shall be added to the
eligible list for such lower class.

[Amended December 17, 1979)

’

2 MCAR § 2.049 Notification of resuje” All persons competing in any selection process
shall be given written notice of the péSults. Papers and records of ratings of competitors
shall be held as official records#f the department. Upon request, the department shall
provide to the competitor or afthorized representative an explanation of the methods by
which the rating was detepafined. Such request shall be made w!thlq thirty days of the date
ige” Reports of character and other investigations in the department

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.



2 MCAR § 2.056 14

“Chapter Six: 2 MCAR §§ 2.056-2.080 Eligipt€ Lists

2 MCAR § 2.056 Eligible lists. The co
lists necessary to carry out the purpos
be by class of employment and sha
actions of the commissioner sp
geographical areas, agency,

[Amended and filed Margt

LRI

issioner shall establish and maintain eligible
of the personnel law and rules. Eligible lists shall
e statewide in application, except where the rules or
ifically make provisions for establishment of lists by
rgaining units, or organizational units.

15, 1976]

2 MCAR § 2.061 Reemployment list. The reemployment list shalf’contain the names of
all permanent or probationary employees laid off in the classgft employment, and the
names of former permanent or probationary employees j the class whose written
applications made within three years of separation in goog’standing are approved by the
commissioner based on considerations of quality of gérvice. The commissioner shall
consider the recommendation of the appointing authgfity before approving or disapprov-
ing applications for reemployment. A person may g#main on a reemployment list for up to
three years and must return to employment in the#ass within four years of separation from
the class. i

{The name of a laid-off employee shall be pJdced on the reemployment list for all classes in
which the employee possessed permangfit or probationary status prior to layoff and for
locations and employment conditions §#r which the employee is eligible and has expressed
a willingness to accept employment /AVhen notice of layoff is given to the department, the
appointing authority shall also notjfy the department of the classes, locations and employ-
ment conditions which the emp}byee is willing to consider. The laid off employee may
make changes in availability f#r classes, locations or employment conditions at any time
within three years from thefMate of layoff.

| [Amended December 17,A4979]

2 MCAR § 2.064 Duration of eligible lists. The commissiop€r shall determine the
period during which promotional or open competitive eligiblgsfsts shall remain in effect.
However, this period shall not be less than six months fogOpen competitive lists or one
year for layoff, reemployment or promotional lists, nopAmore than three years for any list
except for layoff lists, where the eligibility of a cangiflate shall be extended to a period of
time equal to the employee’s length of continuougAervice to a maximum of eight years. If
an eligible list exists for any class and the copafnissioner deems it necessary to establish
another such list for the same class, the exispifig list shall either be cancelled, or combined
with the new list by placing names of eligifles in order of final ratings as provided in these
rules. In making this decision the comuissioner shall consider the following factors: the
number of anticipated vacancies, thefrequency of previous examination administrations,
continued candidate availability,-Or changes in the selection process. The eligibility of
individuals placed on such copabined lists shall expire at the end of the period established
by the commissioner, but apthe discretion of the commissioner, such eligibility may be
extended for an additionalperiod or periods not to exceed three years. With eligible lists
g for classes for which cofitinuous or frequent testing is conducted, the term of individual
'g candidate eligibi}ity sHall begin on the date of placement of the candidate’s name on the
y - eligible list and gon fhue for a period established by the commissioner, based on consider-
2 ation of the fol/lo ng factors: the number of anticipated vacancies, continued candidate
i t/ availability, or ghanges in the selection process.
1)

‘N
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fuses stated
lists perma-

2 MCAR § 2.065 Removal of names from eligible lists. In addition to the
in Minn. Stat. § 43.14, the commissioner may remove names from eligib
nently or temporarily for any of the following reasons:

TR ey

A. Appointment through certification from such list to fill a pepfhanent position.

Lop s

B. Appointment to fill a permanent position through certificatigh from a list for another
class at the same or higher salary. If an employee is on more Yfan one eligible list at the
same or higher salary, the employee may be kept on other eligble lists by a written request
to the commissioner.

C. Failure to respond within seven days from the datg/of mailing to a written inquiry of
the commissioner relative to availability for appoig#ment or failure to respond within
seven days from the date of mailing to a written ingyfiry of an appointing authority sent by
certified mail relative to availability for employfient.

D. Failure to respond within two days to aflelegraph inquiry from the commissioner

relative to availability for appointment.

E. Declination of appointment under glich conditions as the eligible previously indi-

cated would be acceptable.

F. Failure to report for duty or fgf scheduled employment interview within the time
¥ prescribed by the appointing authghity. '

G. Expiration of term of elighbility on the eligible list.

H. Failure to maintain afecord of current address with the department. For this

purpose, the return of a leyfer by the postal authority, if properly addressed to the last

g address on the records, spall be deemed sufficient grounds for such removal of the name
from the eligible list. :

I. In the case of ag

; ency promotional lists, appointment or transfer of an employee to a
é new agency or angf

er duly established organizational unit.
: J. In the casg

K. In the ¢Ase"of promotional lists upon certification to three separate positions except
that the namg€ of an individual so removed shall continue to be referred to positions in the
class in thffagency which gave the individual a satisfactory or better rating in the selection

of promotional lists, upon termination in the state service.

fpon certification at least seven times to the same or different appointing authorities
)£ no appointment is made.

. Subsequent documentation that the candidate on the eligible list does not meet the
quirements of the position(s) to which such,eandidate may be certified.

[Amended December 17, 1979]

2 MCAR § 2.066 Restoration of names to eligible lists. Any eligible whose name is
removed from an eligible lj
commissioner for the re

A s PSR

t, and shall further specify the reasons advanced for restoration of the
he commissioner, after full consideration of the request, may restore the
name to theAligible list, or may refuse such request.
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Former employees reinstated in the state service shall have gh€ir names restored to an
existing statewide promotional list from which they were geffioved because of separation
from the state service, provided the commissioner appedves a written application by the
employee for such action and the eligible list is sgif in existence.

Former employees reinstated in the state seryife shall have their names restored to any
existing agency promotional lists from whiCh they were removed because of separation
from the state service, provided writjerf application by the employee for such action is
approved by the appointing authosify and the commissioner.

Probationary or permanent emfloyees whose names have been removed from an agency
promotional list because gffransfer or original appointment with probationary or perma-
nent status under a newdppointing authority may have their names placed on the agency
promotional list for $h€ same class in the new agency, provided written application is made
by the employee gdring the duration of the list from which the name was removed, and this
application is approved by the new appointing authority and the commissioner.

An appom ig authority may make any of the above cited ggquests on behalf of an eligible

[Flled June 28, 1974]

2 MCAR § 2.067 Statement of availability. Whenever an eligible submits a statement
restricting the conditions under which tpft mdwndual will be available for employment the
eligible’s name shall be withheld frpfh all certifications which do not meet the conditions
specified. An eligible may file a g€w statcment any time during the duration of an eligible
list, modifying any prior statgfient regarding conditions under which the eligible will be
available for employment €xcept that if such statement results in the withdrawal of the
eligible’s name from the certification outstanding at the time of receipt of statement, it
may be deemed a dg€lination of appointment. If such statement would result in the
addition of the eligile’s name to a certification outstanding at the time of receipt of the
statement, it 1'7’a e added at the request of an appointing authority.

[Amended Dgeember 17, 1979]

2 MCAR § 2.068 Cooperative use of eligible lists by,fovernmental merit system
jurisdictions. Upon the request of an appointing authopty, and after due consideration of
the needs and interests of the state service, the missioner, in the absence of an
appropriate state eligible list or when there are nojéifficient names on the state eligible list
to make a complete certification, may authorjz€ the use of an eligible list established by
another governmental merit system jurisdigfion employing U.S. Civil Service Commis-
sion-approved standards to make an apgointment to a classified position in the state
service, providing the job classificatigf for which the eligible list was established in the
cooperating jurisdiction is determined to be similar in job duties to the position for which it
is to be used in the state service angithat the selection process measures knowledges, skills
and abilities essential for satisfaetory performance in the position in the state service for
which the list will be used. Any eligible list adopted under this rule shall be considered to
constitute an open competitiye list and the ranking and referral of candidates’ names shall
in accord with the proyisions of 2 MCAR §§ 2.082 and 2.084.
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Chapter Seven: 2 MCAR §§ 2.081—2.095 Certification and Apgéintment

2 MCAR § 2.084 Certification of eligibles.
A. Order of certification.

1. In the case of a layoff list, the one name highest g
certified for one vacancy.

the layoff list shall be

2. Inthe case of competitive eligible lists, the com#hissioner shall certify the first
ten names, when available, on such lists; together with jfle names of any persons having
the same score as the tenth name so certified; and as fiany additional names as may be
necessary to comply with Minn. Stat. § 43.15, subd.

3. Inthe case of promotional eligible lists #he commissioner shall certify the first
three names on such lists, together with the naffies of any persons having examination
ratings within three points of the person on the J#5t with the highest examination rating; the
names of any persons having the same score s the last name certified in accordance with
the above; and as many additional names agfinay be necessary to comply with Minn. Stat.
§ 43.15, subd. 5.

4. Eligibles shall be certified jff strict order of standing without regard to sex or
special qualifications, except when thf commissioner is satisfied that the facts and reasons
specified by the appointing authori§f warrant such action, certification may be limited to
the eligibles possessing the specjfll qualifications.

B. Concurrent certification gLiroups of eligibles shall be certified to the vacancies in
order of receipt of requisitiogf for employees, with due regard for the right of eligibles
standing highest on the list. Fhis section shall not require simultaneous certification of the
same pames on differenfcertifications made concurrently, but certification in such
instances shall be consigfent with guidelines established by the commissioner.

C. Fewer than the fequired number of eligibles. Whenever there are not sufficient
names on an eligible fst to make a complete certification, the commissioner may augment
those names by a Jufficient number of names from other appropriate lists to make a
complete certificglion.

D. Incomplefe certification. Where the number of names available to fill a vacancy are
fewer than aut}fforized by the law, except in the case of certification from the layoff list, the
commissiongf may proceed to fill the vacancy in any other manner provided by the law or
these rules fif there are fewer candidates on the eligible list for a class than the number of
names thagt can be certified to a vacancy as provided by the law and these rules, the

commisgloner may determine that the existing eligible list is a complete certification for
considgration by the appointing authority.

ertification from related lists. The commissioner may certify from eligible lists for
Er classes to vacancies occurring in lower classes or from eligible lists for one class for
vaghancies in another class where the commissioner determines the examination reasona-
bly measures the ability of the eligible to perform the duties in the class to which -
Crtification is made.
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F. Nonappointment of a veteran w certified. In the event of rejection by the
appointing authority of an eligible enjifled to veterans’ preference under Minn. Stat. §
43.30, when certified fora promotiogfor to fill a vacancy or a new position, the appointing
authority shall forthwith file in wriing the reasons for such rejection and shall furnish to
the rejected veteran a copy thepéof.

G. Withdrawal of certificgfion. In the event the appointment is not reported within ten
days of the date of certificfion, the commissioner may withdraw such certification and
luded in such certification on the next requisition
employment.

2 MCAR § 2.085 Permaneny/ appointments from eligible lists. All vacancies in

positions in the classified servjfe having a duration in excess of six months shall be filled
_ by appointment through cergffication from eligible lists except as otherwise provided by
Minn. Stat. ch. 43 and thefe rules. In making an appointment from an ehglble list, the
appointing authority shal)fgive consideration to the quality and length of service of any
eligible state employee j addition to the primary consideration of the knowledges, skills -
and abilities of the cgfididate in relation to the specific vacancy and the needs of the
agency. An appointnjent shall be effective on the date stated on the report of appointment.

2MCAR § 2.088 Provisional appointmentn the absence of an appropriate eligible list
and when authorized by the commissiongr, the appointing authority may appoint a
qualified person to fill a vacant positiondn a provisional basis. The appointment shall
terminate 90 days after establishmentf an eligible list from which a selection-and
appointment could be made as a respflt of examination, or upon the expiration of six
months, whichever comes first. In igdividual cases, the commissioner may grant excep-
tions based on written documentg#{on of continued shortage of qualified eligibles.

The appointing authority in n
transmit to the commissiongr
the commissioner shall pres

inating a person for provisional employment, shall
tatement of qualifications of the nominee in such form as
ibe. :

2 MCAR § 2.090 Trainee appointments. Jfainee appointments are subject to the
approval of the commissioner. Such appointpfents may be noncompetitive and shall not
exceed two years in duration except for pgfchiatric residencies where, periods shall not
exceed five years. Trainees shall acquirgfio permanent classified status by virture of such
appomtments Each appointment undefprovisions of these rules shall be approved by the
commissioner.

A permanent or probationary emiployee may be appointed as a trainee in a pre-service
training program approved by ftie commissioner. Durinig the course of such program, the
employee’s status and senigfity will accrue in the class from which the employee is
detached for training and tjfe appropriate salary rates for the class and other benefits for

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.



19 2MCAR § 2.091

2 MCAR § 2.091 Transfers.

A. An employee may be transferred to a position in the same class in g different
agency, or organization unit, with the approval of the commissioner and tj€ appointing
authorities concerned. Transfers of an employee may be made from a posjfon in one class
to a position in another class only if it is determined by the comyfissioner that the
employee to be transferred possesses satisfactory qualifications and jthe commissioner is
satisfied that such transfer is in the best interests of the service. Jlhe commissioner may
require written examinations or other evidence for the purposedf determining qualifica-
tions for transfer. N

B. No transfer or change in work assignment imposed
prejudices any employee. and without the employee’
proved unless the commissioner is satisfied that such ag
of the state service.

a penalty or which otherwise
oluntary consent, shall be ap-
ion is necessary in the best interest

ftransfer within the same agency, or in
istration, but shall not be transferred in

C. Seniority shall be transferred in all cases g
cases of transfer by the Commissioner of Adm
other cases of inter-departmental transfer.

D. A transferred probationary or permgfient employee may be required to serve a full
probationary period beginning on the gate of transfer at the request of the receiving
appointing authority. The agency shaljftile notice of this requirement in writing with the
commissioner and shall provide a cop# of the notice to the employee prior to completion of
the transfer. In the absence of suclfnotice. transfer of a probationary employee will not
affect the running of the probatiogfary period, and transfer of a permanent employee shall
be with such status and not subjeft to a probationary period. When a probationary period is
required in the case of a trangfer of a permanent employee, such employee shall have a
thirty calendar day trial perig in the new position before the employee may be dismissed
(except for just cause) depioted, or transferred without the employee’s consent. Upon
dismissal during the probfitionary period for cause other than misconduct or delinquency
on the part of the employee during the probationary period and after the thirty calendar day
trial period, the emplbyee shall be restored to the position held prior to transfer.

E. The commisgfoner may enter into arrangements with public personnel agencies in
other jurisdictionyfor the purpose of effecting transfer of employees. The commissioner
any transfer of an employee from a jurisdication without a federally
system to a grant-in-aid agency. Transferred employees shall accrue

€ in accordance with these rules and may be credited with accumulated
e agency from which transfer is made for purposes of determining vacation

€. Transferred employees may be required to serve a new probationary period
be credited with accumulated sick leave as provided in 2 MCAR § 2.136.

y state employee who is transferred on a temporary basis to a non-state agency
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Chapter Eight: 2 MCAR §§ 2.096—2.105#Probationary Period

2MCAR §2.096 Objective. The probgptfonary period shall be regarded as an integral part
of the selection process and shall beAtilized for closely observing the employee’s work,
for securing the most effective pgdjustment of new employees to the position, and for
rejecting any employee whosgsberformance does not meet the required work standards.

[Filed June 28, 1974]

Chapter Ten: 2 MCAR §§ 2.116—2.124 Reinstatement

1

2MCAR § 2.118 Reinstatement after resignation,
or expiration of a leave of absence. Upon writ
appointing authority may reinstate a former pgabationary or permanent employee to a
position in a former class within one year of thédate or resignation, retirement, voluntary
demotion, or expiration of leave of abspfice. Seniority upon reinstatement shall be
calculated as provided in 2 MCAR § 2/119. No former employee shall be reinstated
directly as provided in this rule if aayoff list exists for the class for the agency or
organizational unit but may make application to have his/her name placed on the reem-
ployment list.

[Amended December 17, 197

tirement, voluntary demotion,
approval of the commissioner, an

Chapter Thirteen: §§ 2.160-2.169 Empfoyee Development

2MCAR § 2.165 Trainee progr#ins. Pre-service training programs may be established
by the operating departments with the approval of the commissioner. Trainee appoint-
ments under these programg/shall be consistent with 2 MCAR § 2.090.

[Filed June 28, 1974}

Chapter Fifteen: 2 MCAR §§ 2.175-2.179 Grievance P,

2 MCAR § 2.179 Appeals.

A. Appeals from selection process scores. Any cgfnpetitor may appeal directly to the
commissioner for reconsideration of a score receiy€d in any selection process within 30
calendar days after the date of mailing notice/Of the score by written request to the
commissioner. The commissioner shall grant £review in the event that reasons satisfac-
tory to the commissioner are presented. Thg/commissioner may change the score of 'the
competitor if it is determined that an error/vas made in the original score. If such review
discloses crrors affecting the scores of ogfier competitors, the review may be extended to
the scores of such other competitory/ No change made in the scores of such other
competitors shall invalidate or in any way affect an appointment already made in good
faith as a result of the original scopd which may have been changed subject to this rule.
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B. Appeals from reallocation of position y classified or unclassified employee
whose position is reallocated. upon writt quest within 30 calendar days of the date of
notice of reallocation of the positign? shall be entitled to appeal the action of the
commissioner for reconsideratiops®uch request shall be writing and shall include materi-
als and exhibits to support request for reconsideration.

investigations. The commissioner may consider any matters
ministration of the personnel law and rules, cither on his own

2 MCAR § 2.182 Relocation expenses.
A. Authorization. An employee shall be reimbursgg#or relocation expenses under the
provisions of this rule if the conditions of 2 MCHK § 2.182 B.6. are met and if:

1. The appointing authority determing#that an employee is required to be trans-
ferred or reassigned to a different work statigl, when the transfer or reassignment is not for
the employee’s sole benefit, or: ,

2. The employee must chapge residence as a condition of employment, or:

3. The employee accep€ an appointment at a higher salary range, or:

4. The employee isp€assigned, transferred or demoted to a vacant position in the
employee’s agency due tgfthe abolishment, transfer of the function to another governmen-
tal jurisdiction or privafe enterprise, removal to a new location or to another state agency
of all or a major pgftion of the operations of the employee’s appointing authority.

An employee tpnsferred under these conditions shall receive prior authorization before
incurring any’expenses authorized by this rule.

An emplghee who is demoted during the probationary period after the trial period, shall

effiployment in the state service with the advance approval of the commissioner. Payment
hall be made only after the person becomes a state employee.
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B. Relocation expenses covered.

1. Travel status. An employee transferred or reassigned at the convenighce of the
state service as defined in A. above shall be considered in a travel status for
to ninety calendar days and shall be authorized to be reimbursed for g#turn to such
employee’s original work station once a week. During the first ninety

of seven calendar days. In addition. the state may relmburse the #mployee’s famlly for
reasonable transportation costs to the new work station at the poj#t that the move is made,
including mileage, meals, and lodging. Such expenses shall befeimbursed consistent with
these rules.

2. Realtor’s fees. The state may pay the cost of, alior’s fees on the home being
sold by the employee but in no case shall such paymént exceed $3,000.00.

3. Moving expenses. The state shall payAhe cost of moving and packing of
household goods. The employee shall obtain two #r more bids for packing and moving of
household goods. Approval shall be given by thefappointing authority before authorizing a
mover to pack and ship household goods. Thgfstate shall also pay for the cost of moving
house trailers where that is the domicile of thfemployee, including the cost of transporting
blocks, skirts, or other attached fixtures./The employee shall obtain two or more bids.

4. Miscellaneous expenses. The employee shall be reimbursed up to a maximum
of $350.00 for miscellaneous expensg§ directly related to a move. Such expenses shall be
reimbursed when supported by docdentation. These expenses may include such things
as disconnecting and connecting gppliances and/or utilities, or other costs associated with
the purchasing or rental of a ngw residence not covered elsewhere in this rule.

5. Liability. Neither/the State of Minnesota nor any of its agencies shall be
responsible for loss or damgge to any employee’s household goods or personal effects as a
result of such transfer.

6. Eligibility. Jf order to be eligible for any payment of moving expenses or to be
eligible for reimbursgment of any expenses under this section, the new permanent work
station shall be at I¢ast 35 miles from the current work station or the change in residence

' must be required By the appointing authority as a condition of employment and the change
& in residence mugt be completed within 6 months of the effective date of the appomtment to
i the new positign, unless an extension of time is approved by the appointing authority. -

é {Amended ly 1, 1979 and December 17, 1979]

A
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Chapter Seventeen: General Provisions

2 MCAR S 2.198 Social Security Administration for th
sector.

public

A. Authorization. Pursuant to Minnesota Staplites, section
355, the following rules are promulgated to be gpplicable to the
state, any political subdivision thereof, or gfverage group to
be included under the Federal Old Age and Sup¥ivors Insurance
System.

B. Definition of terms. The terms d

efined in this section
shall have the meaning ascribed to them

flerein.
1. The terms "state agency," '
"employee," "Social Security Act,"
"Federal Insurance Contributions Ag
Statutes, section 355.

fages," "employment, "
folitical subdivision," and

," mean as defined Minnesota

2. The term "coverage grfup" means the grouping of
positions in any political sufflivision or political subdivisions
of the state as they are broyfht under the provisions of the
Federal Social Security Act# pursuant to Minnesota Statutes,
section 355, and for whichgContributions for each grouping are
required by law to be trafsmitted to the state agency.

C. Employee accountfnumbers. At the time a political
subdivision makes its #£irst quarterly report for Federal 0ld Age
and Survivors Insurapfe, it shall be necessary for each covered
employee of such political subdivision to have a social security
account number. :

1. Each e
the payroll recgh
has been assigpge

Ployee shall make available for the records of
d unit the social security account number which
d by the Social Security Administration. 1If an
employee doesghot have a number, the employee shall make
application ffherefor with any field office of the Social ]
Security Adginistration within seven days after the employee
begins worlff for the reporting unit, except that the application
shall be pade on or before the employee leaves the employ of the
reportingfunit, if such date of leaving precedes the seventh

day. Application is made on Form SS-5.

Only one account number shall be assigned to any
Any employee whose name is changed by marriage or
or has stated incorrect information on Form SS-5,

dial Security Administration. The old name should be used for
fyroll and for wage report purposes, however, until the change
s been processed by the Social Security Administration.

3. The political subdivision shall enter the employee's
name and account number exactly as shown on the individual's
account number card on all records, returns, reports and

claims. Upon failure of an individual to show the card when the
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individual first performs services under an agreemes
political subdivision by which the individual is ployed shall
request to see the individual's card.

D. Identification number for coverage groffps. The Social
Security Administration will assign an emplgfer identification
number to the state, each political subdivjfsion thereof, and
coverage group to be included under the Egderal 0Old Age and
Survivors Insurance System. If any polifical subdivision
maintains more than one payroll record finit, a unit number will
be assigned to each separate payroll pfcord within the coverage
group. The identification number, ipfluding the unit numbers
assigned to payroll record units, iffany will be entered on all
reports, returns, forms, claims angf correspondence.

E. Employee's contribution. /fLhe employee's contribution is
measured by the amount of wages gctually received on or after
the effective date of the agreefient or modification entered into
between the state and the Secrgtary of Health, Education and
Welfare (hereinafter referredgfto as "state agreement") with
respect to services performed in employment by the employee in a
coverage group included in glich agreement or modification.

After the maximum reportablf wages as provided in Title II of
the Federal Social Security Act have been paid an employee
during a calendar year, aglditional wages paid that employee
during the remainder of fhe calendar year are not subject to
deductions for social sgCurity taxes and no further wage

ed.

gJecurity tax rates to be applied against
within the coverage group and which are
equal amount by the payroll record unit of
the state or politigal subdivision (hereinafter referred to as
the "reporting unitf') are the contribution rates established by
Title II of the Fefleral Social Security Act.

1. The social
the wages of employesg
to be matched with

2. Taxes ghall be computed on the basis of the rate
effective at thef time the wages are actually or constructively
received or paid

fages received by an employee subsequent to the

of coverage for services rendered in a period
ffective date of coverage cannot be regarded as
"wages receiyed for employment" and such amounts are not subject
to tax. Thegrefore, where the state agreement makes social
security coferage effective January 1 of a calendar year, wages
received by an employee in such calendar year for services
rendered ih the previous calendar year cannot be regarded as
"wages regeived for employment" and such amounts are not subject
to tax.’

However,
effective datg
prior to the

3./ Where an employee performs services during a calendar %
year fof the state and one or more political subdivisions or for
two or jmore political subdivisions, the wages paid in any

calendar year to such employee by the state and each such

political subdivision not in excess of the maximum reportable
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with the following exception: Where the state of Mj
the matching employer social security contribution
for teachers in Minnesota public schools, then on
reportable wages as provided in Title II of the
Security Act paid to such individual in the agg
subject to the social security tax and reporte

tax, such as
the maximum
Federal Social
egate are

as wages.

Gible for and shall
determined to be

4. The reporting unit shall be respo
collect from each employee the amount of tg
due by deducting said amount from employeef s wages when actually
or constructively paid. The reporting ugit shall collect the
tax notwithstanding the fact that the wglges are paid in any
medium other than cash. After the matghing amount has been
provided by the reporting unit, the tgftal social security
contribution shall be remitted to th¢f state agency for credit to
the Social Security Contributions EF¥nd in accordance with the
following schedule:

a. For each month, thefsocial security contributions
due on the wages paid shall be forwarded to the state agency
within the fifteen days periodffollowing the end of each month
beginning with the month of Jflly 1980. Where the last day of
the 15-day period is a legalgholiday or a nonwork day, the
social security contributiofi payment is due on the next
preceding work day. '

b. Where the ate assumes the responsibility for the
matching employer sociaf security contribution pursuant to
Minnesota Statutes, seftion 355.46, subdivision 3 (b), the
payments under a. abofe shall be equal to the required employee
contribution withheld only.

c. In ligu of remitting at times indicated above, the
reporting unit may remit the required social security
contribution paypgfent at the end of each payroll period or after
each salary paygent made to the employees, but in no event shall
the coatributigh payment be made later than the time periods
specified in of this section.

d. JWith each contribution payment, the reporting unit
must submitfa completed approved remittance form prescribed by
gency.

If any monthly contribution payment is not received
ate agency within . the deadlines specified in a. above,
will be charged to the reporting unit at the rate of
six pefcent per annum on the contributions due for each month or
part ¢#f a month f£rom the due date, but in no case shall such

est charge or penalty be less than five dollars ($5).

S. The reporting unit is liable to the state agency for
¢ employee's share of the tax whether or not such share has
éen withheld from the employee's wages. Notwithstanding the
foregoing, the employee remains liable for the employee's share
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of the tax on all wages received by the employee not infexcess
of the maximum reportable wages as provided in Title
Federal Social Security Act per calendar year.

6. If any reporting unit fails to make the gbcial
security contribution payments required by law angl these rules,
the delinquent payments due with interest thereolf at the rate of
SixXx percent per annum or the minimum penalty agfestablished by
these rules, whichever is greater, may be recg¥ered in an action
by the state agency in a court of competent jlirisdiction against
each and every political subdivision liable f£herefor or may, at
the request of the state agency, be deductgd from any other
moneys payable to such political subdivisj®n by any department
or agency of the state.

7. The state or a political subdfvision is not authorized
to begin making deductions for social fecurity taxes from the
earnings of employees until after thefstate agreement has been
approved on behalf of the federal goyernment by the Secretary of
Health, Education and Welfare. Howgver, as soon as the state
agreement has been fully executed ghd has been approved, the
political subdivision shall make tfie necessary deductions from
earnings, retroactive to effectivg date of said agreement or
modification thereof, so that thf total contribution payments
required from the effective datd of the state agreement are
transmitted to the state agency along with initial reports
before the initial deadline agf determined by the state agency.
The exact method and time of fleducting retroactive contributions
from employees are matters tg be determined by each political
subdivision individually.

8. The responsibilify of each reporting unit to make the
required deductions from garnings of all covered employees shall
not be affected by the fjfct that some employees may, while
employed, be receiving gbcial security benefits.

F. Wage reports. Every political subdivision, and coverage
group therein, includ¢d in the state agreement shall make a wage
report to the state ggency for each reporting period beginning
with the first repoygkting period with respect to which the
agreement or modififation is effective, until it files a final
report as requiredj/by law.

1. Quartergly reporting of covered wages paid is required
for periods priof to January 1, 1981.

consolidated duarterly payroll report shall be submitted on Form
SSA~3963 for Aach reporting unit in conformity with the
requirements/of the Secretary of Health, Education and Welfare.
Each quarteyly report must be a consolidated report, which shall
ifclude allf covered wages paid to personnel employed by any
epartment/ boards, and commissions reportable under the
identificAtion number assigned to the political subdivision or
coverage /group. The summary information shall be shown at the
bottom ¢of page 1 of the Form SSA-3963.
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b. Each gquarterly report, properly completedf must be
received by the state agency not later than the follgwing dates:

April 20 (for the gquarter ending March 31)

July 20 (for the guarter ending June 30)

October 20 (for the quarter ending Septgmber 30)
January 20 (for the quarter ending Defember 31)

c. Each quarterly report must Qe accompanied by a
check or checks made payable to Minnesgfta State Treasurer,
Contribution Fund, or by a copy of th&f remittance form
prescribed in 2 MCAR S 2.198 E.4. abghre, which amount shall
equal the sum of both the required gontribution of the political
subdivision and the required deducjfions from the earnings of all
personnel in the coverage group. n payment of contributions to
the state agency, the reporting y¥nit may disregard a fractional
part of a cent unless it amountg to one-half cent or more, in
which case it shall be increasgd to the nearest cent.

d. The initial quajyterly reports and required
remittances for the period §rom the effective date of coverage
to the end of the quarter jh which any political subdivision
becomes covered under thegstate agreement must be transmitted so
as to be received by thegstate agency on or before the date
fixed by the state agendgly for the filing of such initial reports.

e. Even thoyBbh no wages are paid in a quarter, the
reporting unit must ffle a report on Form SSA-3963 indicating
"no covered wages pgdd." This notation shall be made on the

body of the form.

£f. If afly quarterly report is not received by the
state agency wit}lfin the respective established deadlines,
interest will be¢f charged to the reporting unit at the rate of
six percent pey annum on reportable contributions for each month
or part of a mpnth from the date due, but in no case shall such
interest charfle or penalty be less than five dollars ($5).

b. Each report must be received by the state agency
not f/later than January 31 of the following year. Reports and
confribution payments which have not been prepared in accordance
wifh state agency rules and instructions will not be accepted
agd will be subject to the penalties imposed by these rules.
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¢. The contribution payments remitted for ea
calendar year pursuant to E.4. shall equal the socialgfsecurity
contributions due on the covered wages included on
submitted pursuant to this section. Any difference
fully explained and the additional contributions, #f any, shall
be remitted with the completed report.

blished due

d. Wage reports received after the es
date will be considered delingquent. To cover e additional
administrative costs, a penalty of five dollar8 ($5) for the
first day of the delinguency and one dollar ($1) for each
additional day that the report is delinquentfwill be assessed
against the reporting unit.

s required by the
y summary data as
lations shall be

Yy instructions.

.e. In addition to the wage repo
above paragraphs of this section, quarte
prescribed by Federal Social Security r
submitted in accordance with state age

3. The original and one copy of any adjustment report
called "sState's Report of Adjustment$," Form SSA-3964 shall be
immediately completed and forwarded/to the state agency upon
determination by the reporting unif that one or more of the
following errors were made on'onefor more quarterly wage reports
or on a previously submitted adjystment report.

report.
b. Nof enough wagesf reported.
c. Excessive waé;f reported.

d. Wages report in excess of the maximum reportable
wages as provided in Ti;} II of the Federal Social Security Act.

e. Wages shown on report for wrong period.
f. Wages reported for wrong individual.
The reporting ywnit shall be liable for the payment of

interest on any Fo SSA-3964 adjustment report which is
determined by the /federal government to be delinquent.

4. The adjustments listed in 2 MCAR S 2.198 F.3. above
must be submittg¢d before the expiration of the time limitations
established by /the federal statute of limitations which are as
follows:

a. /Adjustments covering reporting of additional wages
resulting iy the assessment of additional taxes must be received
by Social Security Administration before the latest of the
following;

year in/which the wages, upon which the additional tax became )
due under the state agreement, were paid; or \

(1) Three years, three months, and 15 days after th% jﬁ
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{2) Three years after the date on which such
became due.

b. Adjustments covering reduction or cancel
wages previously reported and resulting in a claim fo

Ation of
refund or

paid or alleged to have been paid with respect fo which the
overpayment occurred; or

(2) Three years after the due daf
which iqcluded the overpayment; or 4

G. Records. Every political subdiyjision shall keep accurate
records of all wages, whether in cashfor in a medium other than
cash, paid or available for payment o employees of the
political subdivision.

1. Each political subdivisi6n shall use such forms and
systems of accounting as will engble the state agency, the state
agency's duly authorized repres

ghtatives, or the agents of the
Secretary of Health, Education fAnd Welfare, to ascertain whether
the social security taxes for #

hich the political subdivision or
coverage group is liable are gorrectly computed and paid. Such
records shall show with respg

0

employee and such additiogfal information with respect to the
employee as is required J
does not show the employ
as issued to the employ

b. The tot amount (including any sum withheld
therefrom as contribfition or any other reason) and date of each
wage payment and th¢ period of services covered by such payment.

c. The

mount of such wage payment which constitutes
wages subject to

ax.

d. Thg amount of employee's contributions withheld or
collected with/respect to each total wage payment, and if
collected at & time other than the time such payment was made,

If th
which is
reason t

total wages, item b. above, and the amount thereof
bject to tax, item c. above, are not equal, the
erefor shall be made as a matter of record.

Accurate records of the details of each adjustment or
settlement, made pursuant to any state agency instructions or
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political subdivision. : /

2. Each such political subdivision shgll Kkeep a copy of’
any return, report, schedule, statement or g#hy other documents
as a part of its records. ’

3. Any such political subdivisiongor any employee
claiming refund, credit or abatement of gany tax or interest
collected shall present a detailed recgtd to establish the
validity of such claim.

4. All records required by thfse rules and federal
regulations shall be kept at a convgnient and safe location
accessible to representatives of tlle Secretary of Health,
Education and Welfare and of the gtate agency. Such records
shall at all times be open for ifspection by such officials.

5. Each political subdivdsion shall establish a system of
controls whereby no employee sfiall be taxed on wages in excess
of the maximum reportable wagg€s as provided in Title II of the
Federal Social Security Act for each calendar year. These
controls shall be set up sogthat the tax will be withheld on the
exact amount of the reportagble wages as provided in Title II of
the Federal Social Securify Act received by an employee in a
calendar year. There shafl be no pro-rating of the year's total
tax liability of such emfloyees over the 12 months' period.

6. All records rgquired by these rules and federal
regulations shall be mdintained for a period of at least four
years after the date Hhe contributions, to which the records
relate, became due, of after the date the contributions were
paid, whichever is ldter. Records required in 2 MCAR S 2.198
G.3. above shall be fmaintained for a period of at least four
years after date infwhich the claim is filed. No records shall
be destroyed or otierwise disposed of, even after the lapse of
the four years, wifthout the written consent required pursuant to
Minnesota Statutef, section 138.17.

7. Any pglitical subdivision whose existence is
terminated by rforganization, consolidation or annexation or
which is abolighed by statute or other legal action shall report
such fact to e state agency at the time the final report is
submitted andfalso indicate at that time where all records and
documents wifl be stored or maintained and the name of the
individual gr officer responsible for the safekeeping of such
records andf documents.

8. ach such political subdivision shall furnish to each
individu performing service in employment as an employee in a
coverage Jgroup included in the state agreement a written
stateme shqying with respect to wages paid or available for
paymentfto the employee for such service on or after the
effectijve date of the agreement or modification:

a. The name and identification number of the political
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subdivision or coverage group in which services were perform
b. The name and account number of the employee;
c. The period covered by the statement;

d. The total amount of wages subject to co
paid during this period; and

ributions

e. The amount of employee's contributiof withheld in

respect to wages.

The statements must be given to employee
January 31 of the year following the calenda
the statement unless the employee leaves emfloyment in a
coverage group, in which case, the final atement must be given
to the employee on the date the last paypfnt of wages is made.
Since all employers, including the staty and political
subdivisions, are required to furnish ployees with statements
of income tax withheld and statementsfof social security
contributions withheld, Form W=2, Wifhholding Statement, shall
be used for the above purposes.

not later than
year covered by

H. Administrative costs. Ea
state and each political subdivj
coverage agreement or modifica
state and the Secretary of He

department or agency of the
ion which is included in the
on entered into between the

th, Education and Welfare will be
liable for a pro-rata share the costs of administration of
Minnesota Statutes, section/355, as certified by the state
agency. The amounts certified will be based upon the social
security contribution tax/paid or payable on wages paid to
employees of said politigal subdivisions or coverage group
coming within the provigfion of said law, provided that in
addition to the above grdinary reimbursable expenses, the state
agency may charge a pglitical subdivision for any ‘extraordinary
costs of administratfon relating to matters affecting
exclusively that pafticular political subdivision.
Notwithstanding th¢ above provisions for determination of the
pro~rata charges,/there shall be a minimum pro-rata charge of
five dollars ($5) for each reporting unit which reports wages
for any individyal during the period involved. The amounts
certified shal) be due and payable upon notice from the state
agency fand al) checks shall be payable to Minnesota State
Treasurer, S¥ate Agency Revolving Fund. Further, the amounts
approp#iate , i1f any, by the state legislature to cover the
pro-rata c¢sts of state departments and agencies operating on
state/app opriations shall be considered to fully cover the
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Chapter Eighteen: Jefinitions
The following words and tepfls wherever used in these rules
shall have the meaning indica}éd below:

/

ve action" means a management posture

1 barriers to employemnt opportunity
that are not based o specific job reguirements should be

O identified and remg®ed; further, that initial employment and-

advancement oppopfunities for persons in protected groups shown

2 MCAR S 2.201 "Affirmatd
or point of view that A

fbuting to imbalance in an agency's work force and to
f§?\;fos--r the correction of any imbalances which are found to exist.

2 MCAR S 2.205 "Age
action, means a st

\ university, commu
0\:\ or district offj
A% which is geggr
GP' authority. {

Yy subdivision" for purposes of affirmative
e hospital/nursing home, state school, state
ty college, correctional facility or regional
e under the jurisdiction of a state agency,
hically separate and which has an appointing

\QA 2 MCAR S 22208 "Board" Mleans the State Personnel Board.

/ 2 MCAR S 2.2121 "Craft-supbrvisory" means those positions which
AN meet the definitions of HAth 2 MCAR SS 2.212 and 2.259.
OGL\;\

, /
«gﬁ 2 MCAR S 2.215 "Department"/means the State Personnel

¢1&xpepartment, including the Lommissioner and the employees thereof.
[4 3

Oﬁ
, 2 MCAR § 2.222 "Exist or exj
%, list means that a list has
6\\. commissioner or has not
éb eligible list as prescrj

N

ting" for purposes of an eligible
ot been abolished by the

ceeded the maximum duration for an
ed by the law.

8/

$¥, 2 MCAR S 2.224 "Goal" meansfa numerical objective designed to
“»Acorrect an identified defifiency in the utilization of protected
4

2
Voene
é¥'group members.
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5 "Handicapped" means any person who:

2 MCAR S 2.

A. has a physical for mental impairment which substantially
limits one or myre mgjor life activities,

B. has a reco of such an impairment, or

C. 1is regarde having such an impairment.

For purposgs of ese rules, the term "handicapped" does
not include an al who is an alcohol or drug abuser
whose current se of alckhol or drugs prevents such individual

MCAR S 2.227 "Intern" means persons employed in programs which
associated with an academic institution where the intern
'ves credit from the academic institution for the work

These programs are generally one year in length
with eMployment being effected by contract through the
ccordinafor of internships.

2 MCAR S 2.2 "Labor force statistics" means figures as
determined by he most recent federal census published by the
U.S. DepartmentN\of Commerce, Bureau of the Census on the
estimated number Qf persons sixteen (16) years of age or over
who are working or\are seeking work or who are unemployed at the
time.

2 MCAR S 2.229 "Labor maxgket area" means a geographic area in
which an employer is seekWZag a particular occupational category
of worker and there is an ailable supply of workers seeking
jobs in that occupational ca\egory.

2 MCAR S 2.230 "Laborer" means t
unskilled manual work requiring n
done with clearly-defined procedure
with specific directions, such as digdging, loading or wrapping

materlals 5 (\j‘ﬂ /47 /‘Z _/7_85

2 MEAR S 2.2301 "Lab r-supervisory" means those positions
which meet the definifjons of both 2 MCAR SS 2.230 and 2.259.

se positions performing
special training and usually
under class supervision or

2 MCAR § 2.231 "L means the state personnel act and
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2 MCAR S 2.233 "Leadworker" means e
provide work direction to a limit
also participating in the work
work performed has to do wit
performed by subordinates o

loyees whose function is to
number of co-workers, while
the unit. The majority of

he same kinds of tasks as that

” where not the same, has to do with
ordinary production or prpfessional work which is a regular part
of the employee's dutieg? Leadworkers typically do not exercise
the supervisory authopf#ty described in the definition of the
term "supervisor." ere leadworkers are required to exercise
judgment in dealing/with other employees, decisions are of a
routine or cleric nature.

2 MCAR S 2.236 "Occupatiopfll category" means one of the groups
of classes defined in 2 MCAR SS 2.212, 2.2121, 2.230, 2.301A,
2.234, 2.237, 2.2371, .239, 2.2391, 2.249, 2.2491, 2.256,
2.2561, 2.260, and 242601.

2 MCAR S 2.237 "Office/clerical"
a wide variety of office skill
processes and procedures, sug
paperwork, operating office

eans those positions involving
needed to carry out office

as keeping records, processing
achines and handling communicationst

2 MCAR S 2.2371 "Office/cleric
positions which meet the defi
2.259.

-supervisory" means those
tions of both 2 MCAR SS 2.237 and

2 MCAR S 2.239 "Cperative" mean
semi~skilled manual work invol
judgment. Work is generally
and may include the operati
other machines and equipmept’

those positions performing

ng limited training and
erformed under close supervision
of light trucks and vehicles or

2 MCAR S 2.2391 "Operative-superydsory" means those positions
which meet the definitions of bgfh 2 MCAR SS 2.239 and 2.259.

2 MCAR S 2.245 "Pre-service trainee"
programs which are associated with
and lead directly to employment i
These programs vary in length fr 30 days to two years.

Training plans for specific prgfirams are received and approved
by personnel's training divis#bn.

eans persons employed in
specific class or position
the classified service.

2 MCAR S 2.249 "Professional"” means a
predominantly intellectual and vari
to routine mental, manual, mechani
involving the consistent exercis
the theoretical principles and chniques of a field of science
or learning, however acquired, /out customarily acquired by a

prolonged course of specializgd instruction and study in an

employee engaged in work
in character, as opposed
1, or physical work;

of discretion and judgment in
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institution of higher lea
secondary education, o
as an apprenticeshi
mental, manual, .o

ng, as distinguished from a general
echnical post-secondary education such
T training in the performance of routine

1y Physical processes.

2 MCAR § 2.2491
which meet the

"ppfiessional-supervisory" means those position%

initions of both 2 MCAR SS 2.249 and 2.259.

2 MCAR S 2.251 "Protecg
"protected group" by
subdivision 1.
2.225.

group" means all groups defined as
innesota Statutes, section 43.15,
also definition of "handicapped," 2 MCAR S

2 MCAR S 2.252 "Provisional em
been appointed to a positio
an eligible list on a con
Minnesota Statutes, se
examination and prob
Minnesota Statute

oyee" means an employee who has
ithout having been appointed from
ional basis in accordance with

on 43.20, subdivision 2, pending

onary appointment in accordance with.
hapter 43 and these rules.

2 MCAR S 2.255 "Seasona®' means employment for a period not to
exceed ten months qBring 12 consecutive months.
[

2 MCAR S 2.256 "Service" m

s those positions which attend to
the personal rather than

oduction needs of a particular client
group or the general p ic. Positions in this category may
provide personal an ealth care to residents of state
institutions, or pgfform work in areas such as building
maintenance, se ity, food service, or inspection. Usually
requires litt or no prior training and experience. Service
positions argfdistinguished from laborer positions since such
positions ySually do not involve as much heavy work and most
commonlydwbrk inside.

2 MCAR S 2.2561 "Ser

e-supervisory" means those positions
which meet the defj

tions of both 2 MCAR SS 2.256 and 2.259.

‘means persons employed in

o an academic program and/or
personnel needs. No academic credit
ng experience does not lead directly or
ent in the classified service. These
ally seasonal or temporary in nature with

in the unclassified service.

2 MCAR S 2.258 "Student wor
programs which are relate
department speciality a

programs are gen
persons employ

primarily involved with e human resource, accountable fof,
getting things done t
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includes providing work direction, and utiliZing allotted
resources in order to accomplish assignmen#s. The significance
of positions included in this category ig that they have
authority to perform the following actjifns, or to effectively
recommend them: hire, transfer, suspgnd, layoff, recall,
promote, discharge, assign, reward,or discipline other

i jfecting them or adjusting
their grievances. To be defined/fas a supervisor, positions need
not perform all or a majority #f these responsibilities.
However, a substantial amounyp/of time must be consumed by the
activities described above.

2 MCAR S 2.260 "Technical/paraprofgfsional” means those
positions requiring a basic know)lfdge of the practice and
procedures of a scientific or ofessional field. Work
performed is normally suppor e of a professional discipline,
but does -not require knowlegge of the theoretical principles of
the field. Some independgfice in judgment is normally required.
Some positions in this tegory may require licensing or
registration.

2 MCAR S 2.2601 "Technical/parapfofessional-supervisory" means
those positions which meet th defznltlons of both 2 MCAR SS
2.260 and 2 259.

eans an employee who has
has a definite ending date.
0, subdivision 5)

2 MCAR S 2.261 "Temporary employee’
been appointed to a position whi
(Minnesota Statutes, section 43

2 MCAR S 2.262 "Timetable" means a prescribed reasonable time
period in which affirmative action goals are expec to be
achieved.

2 MCAR S 2.263 "Transfer" means the moveme
one department or organizational unit to
organizational unit, or from one class
the same department or organizational
salary range and usually involving t
duties and requiring essentially t same basic qualifications.

Job rotation assignments made in njunction with an established
job rotation program designed to/acquaint employees with various
operations of an agency are no

of an employee from
other department or
another class within
nit in a comparable
performance of similar

2 MCAR S 2.264 "Under utilizati
occupational category, of few
members than would reasonabl
in the labor market area.

means the employment, in an
qualified protected group
be expected by their ava1lab111ty
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Chapter Twenty: Statewide Affirmative Action Program

ogram designed to eliminate underutilization of gqualified
protected group members within the state civil service through
sery

es of specific result oriented procedures combined with god
effort.

2.291 Scope. The provisions of this chapter shall
all agencies in the executive branch and to both
and unclassified positions of those agencies,

In the event of a conflict or
between requirements of these rules and federal
nd at the request of the agency head, the
hall permit an agency to substitute a federally

ure for a similar preocedure otherwise required b

regulations
commissioner
required proc
these rules.

2 MCAR S 2.292 Redponsibility and accountability of the agency
head.

A. The agency hea

shall be responsible for administering
the agency's affirmatiye action program in compliance with
existing laws, federal \tegulations and state rules.

B. The agency head slgll be accountable to the governor and
to the commissioner for af\firmative action compliance.

2 MCAR S 2.293 Requireménts

A. The head of each agency
employees shall submit to the ¢
action plan that shall contain a
discretion of the agency head may
in conflict with these rules:

r agency affirmative action plans

ith twenty-five (25) or more

issioner an agency affirmativp
least the following but at the
ontain other provisions not

1. Identification of the protedted group or groups
underrepresented in the agency's work \orce and, therefore,

i
2. Designations of those persons groups responsible b
for directing and implementing the agency \affirmative action W
program and the specific responsibility, adcountability, and
duties of each person or group. )

3. Statement of the agency head's commitment to

affirmative action program and to the implemeRtation of the
agency affirmative action plan.

4. Specify a readily accessible location
of the agency's affirmative action plan.

or the posting
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5. Description of methods by which the agency affirmative
acfion program is communicated internally and externally to
employees and other interested persons.

6. Description of internal procedure for processing
complaints of alleged discrimination from employees.

a. The initial step shall provide for a determination
as to ether the complaint is properly a discrimination
complaiXt and, therefore, appropriate to be addressed by the
internal\procedure. Time limits on such determinations shall be
establishpd to permit the employee to pursue a complaint
to be other than a discrimination complaint through
riate grievance procedures in accordance with the
time limitadjons of those procedures. '

b. omplaint procedures shall provide for a final
written answer\within sixty (60) days of the filing of a formal
complaint.

c. Dispysition of complaints shall be filed with the
commissioner withiyg thirty (30) days of final determination.

7. Goals and \timetables that shall be established using
the following standands.

a. Numerical\goals shall be established for the agenc&
and for each agency's bdivision with 25 or more employees that
is in a geographic locafiion with a labor market area separate
from that of the centrall\office.

b. Agency heads \shall use labor force statistics from
census data when available\to examine work force participation,
or when an agency requests the authority to substitute more
specific data, the commissidner shall consider alternative data
sources and determine their jpplicability based on the following]
criteria: ) N

(1) the objectivity of the supplying organization,
(2) the reliability\of statistical procedures used
to generate the data, and

(3) comparability of
geographic, handicapping condition,

ta categories (occupational,
for example) used.

c. Underutilization of protected groups shall be
determined using statistical formulae\which shall be based on
the following criteria:

(1) Types of jobs within &

h agency and agency
subdiv;sion;

(2) Number of employees in thos
class title and by protected group;

jobs, by state
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composition of the agency or the agency's subdivision work force
to the composition of the relevant civilian bor force in an
identified labor market area.

e. Goals shall bé established fgr each occupational
category by protected group for which thd comparison shows an
underutilization of one or more protectfd groups.

f. Timetables shall be estaPlished to meet goals based
upon turnover and hire rates within geach occupational category
in the agency or within each agency subdivision.

8. Identification and desgription of methods for
developing programs and programgobjectives designed to meet
affirmative action goals.

9. Methods of auditindg, evaluating, and reporting program
‘success to include a procedfire that requires pre-employment
review of all hiring decisfons for occupational categories with
unmet affirmative action gjhoals.

10. The officialf affirmative action transmittal form
which provides for segtion by section verification of the plan's
components. i

B. The head of jeach agency with fewer than twenty-five (25)
employees shall suyPmit to the commissioner an agency affirmative
action plan that ghall contain the following:

1. Stategffent of the agency head's commitment to the

2. Stgtement of the agency head's objective to hire
members of grotected groups when vacancies occur if an apparent
underutiliz@tion of protected group members exists in the agency
work forcef

a. The initial step shall provide for a determination
as tof whether the complaint is properly a discrimination
complaint and, therefore, appropriate to be addressed by the
intgdrnal procedure. Time limits on such determinations shall be
so established to permit the employee to pursue a complaint
defermined to be other than a discrimination complaint through
other appropriate grievance procedures in accordance with the
tyme limitations of those procedures.
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b. Complaints procedures shall provide for final
answer within sixty (60) days of filing of a formal

Disposition of complaints shall be filed with the
commission within thirty (30) days of the final determination.

2 MCAR S 2.299 Affirmative action plan review.

A. Agency heaads shall submit an affirmative action plan _
annually to the Jjtate director of equal employment opportunity,
within thlrty (30Y, days following the end of the prior fiscal
year.

B. Within thirty\(30) days of receipt of the agency plan,
the state director ofjequal employment opportunity shall review
the agency affirmativejaction plan and shall notify the agency
head of the approval omof the need to modify the plan.

C. The state directopy of equal employment opportunity shall
approve -an agency plan wﬁﬁch meets the requirements of the
foregoing rules and shall findicate the basis on which an agency
affirmative action plan wasg not approved.

D. An agency affirmativelaction plan that is not approved by
the .state director of equal employment opportunity shall be
modified as necessary by the ggency head and resubmitted to .the
state director of equal employment opportunlty w1th1n thlrty

cation. : L

E. The state director of equaly employment oppeortunity shall
respond within ten (10) days of re&eipt of the resubmitted
affirmative action plan. . .

2 MCAR S 2.295 Reporting require

A. Agency heads with thnEy-five (25) or more employees
shall submlt quarterly to thé commissioner a report of the
agency's efforts to meet ffirmative action goals and the

progress resulting fr::’p ose efforts.

B. Agency heads y'th fewer than twenty-five (25) employees
shall submit semi-apfiually to the commissioner a report of the
agency's efforts gdpmeet affirmative action objectives and the
progress resultin§ from those efforts.

C. Reports/shall be due thirty (30) daysAfollowing the close
of the reporting period. )

with the Piennial agency budget request, a report on the results
of the ency's affirmative action plan. The commissioner shall
submit fthese reports to the governor and the legislature.

D. A;;pcy heads shall submit to the commissioner, concurrent
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AFFIRMATIVE ACTION PLAN
Fiscal Year

For

(Agency or Agency Subdivision)

1. This annual revies revealed underutilization of the following protected
group(s) in the following occupational categories: (Check each category
appropriate) .

. PROTECTED GROUPS
OCCYPATIONAL
;&RIES - WOMEN MINORITIES HANDICAPPED VETERANS
Unclas\ified
Managemint
Professidpal -S
Professional i
Technical-S\
Tectnical \
Crafts-S \
Crafts \
Office-§ _\
Office N\
Operative-$S \
Operative
Laborer-S \
Laborer \
Service-S
Service \

2. This annual plan is an} will be posted at the following central location

so that every employee aware of the agency's commitments in affirmative
action for the year.

3. This annual plan contains an \nternal procedure for processing complaints
of alleged discrimination from\employees, and each employee has been
apprised of this procedure as w&ll as our agency's affirmative action
goals for this fiscal year.

Affirmative Action Officer Date

4, This annual plan contains clear designa\ions of those persons and groups
responsible for implementing the attachej affirmative action plan as well
as my personal statement of commitment to\achieving the goals and
timetables described herein.

Agency Head Date

5. This annual plan meets the rules governing affimMgmative action, Chapter 20:
2 MCAR 2.290-2.299, and contains goals and timetdbles as well as methods
for achieving them which are reasonable and suffidiently aggressive to
deal with the identified disparities. :

Equal Opportunity Division

PE-00102-01 (12/80)
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