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As-Is Process H2 – Complete Hiring Process
Monday, March 30, 2009

California Department of Insurance Paperless Workflow Project

HRMD Support Staff

Triggers Systems OutputsInputs

Applications are received Human Resources Hiring Process HR 
P2) Tracking System – web application 
on Intranet

Applications Application Grid & Memorandum
Pre-hire package
Completed P2 package
Personnel Action Request Std. 680/680A 
(PAR)

HR Analyst

1. Receive 
applications

2. Screen 
applications

3. Prepare 
application grid 

and memorandum

Hiring Supervisor

Step 
14

4. Forward 
documents to 

Hiring Supervisor

6. Screen 
applications

7. Conduct 
interviews

8. Check 
employment 
references

9. Notify HR 
Analyst of hiring 

decision

10. Verify 
candidate’s 

eligibility

11. Is 
candidate 
eligible?

No 12. Notify Hiring 
Supervisor

13. Select another 
candidate

Yes

5. Enter 
recruitment 

information in HR 
P2 Tracking 

System

Step 
24
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California Department of Insurance Paperless Workflow Project

HR Analyst

14. Is 
candidate a 

State 
employee?

Step 
11

15. Is alternate 
salary range 
applicable?

Yes 16. Approve higher 
salaryYes

17. Authorize 
Hiring Supervisor 

to make contingent 
job offer

18. Instruct 
Personnel 

Transactions to 
prepare pre-hire 

package

No

No

HRMD Support Staff

19. Prepare pre-
hire package and 

send via Interoffice 
mail to Hiring 
Supervisor

Hiring Supervisor

21. Forward pre-
hire package to 

HR Analyst

20. Meet with 
candidate to 

complete pre-hire 
package

Non-State employee:
I9-Employment Eligibility 

Verification, Essential Functions 
Health Questionnaire, 

Verification of Hiring Relatives
State employee: 

Verification of Hiring Relatives  

Step 
22
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HR Analyst

Hiring Supervisor

Step 
21

22. Process pre-
hire package

25. Authorize 
Hiring Supervisor 

to confirm job offer

23. Pre-hire 
package 

approved?

Yes

24. Return to 
Hiring SupervisorNo

26. Enter job offer 
approval 

information in HR 
P2 Tracking 

System

Step 
13

27. Contact 
applicant to 

confirm job offer 
and negotiate start 

day

28. Notify HR 
Analyst of effective 

date

Step 
29
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HR Analyst

32. Is alternate 
salary range 
applicable?

Yes

No

33. Is 
candidate a 

State 
employee?

34. Complete 
Justification and 

attach to P2 
package

Yes

No

35. Forward P2 
package to 
Personnel 
Operations 
Manager

Step 
36

29. Complete P2

31. Enter P2 
completion 

information in HR 
P2 Tracking 

System

30. Complete 
Internal P-2 

Processing Form

Step 
28
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Personnel Operations 
Manager

41. Complete the 
PAR End of Process

The PAR is coded using the 
Personnel Action Manual (PAM), 

which explains the procedures for 
processing appointments or 
miscellaneous transactions

Personnel Transactions 
Specialist

HR Analyst

36. Review P2 
package

37. Is P2 
package 

approved?

38. Return to HR 
Analyst

No

39. Make 
necessary 
corrections

40. Return to 
Personnel 
Operations 
Manager

Yes

Step 
35
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