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Form and support document verified. 
MSS Ref# 19649 was submitted to delimit WT1280 effective 1/14/2017 and currently in HPD Director approval queue. 
 
Form and support document verified. 
Email C. Parris to combine Clothing Allowance memo as 2nd page to Personnel Changes Form and index as SAL Special Pay Request Form. 
 
Form and support document verified. 
Per SAP, Cost Center description for 1000010017 should be HPD-Cadets, not HPD-Southwest Patrol. 
HPD‐West PtrlCmd 
 
Form and support document verified. 
MSS Form does not reflect WT1187 Shift Pay amount (Current duty hours 1400 to 2200 on support document) see below record in SAP 
WT1187 Start 7/25/2009 End 9/23/2016 (SAP update completed on 11/5/2016) 
 
Form and support document verified. 
Per SAP, Cost Center description for 1000010061 should be HPD-Jail, not HPD-Southeast Patrol. 
Form and support document verified. 
Change Action Type to Intradepartmental Transfer due to ORG unit change from 1000901 PWE-PLAN REVIEW to 10000620 PWE-APPLICATION AND 
PLAN REVIEW. 
Per SAP, Cost Center description for 2000060014 should be PWE-Plan Review, not PWE-Permit Appl&CACD. 
Form and support document verified. 
Per SAP, Cost Center description for 1000010017should be HPD‐Cadets, not X. 
 
Form and support document verified. 
MYR-MUNICIPAL CABLE TV-208 is the Org Unit description for both 10000278 and 10001863. 
 
12/2 email HPD to verify clothing allowance. 
12/5 Form and revised support document verified. 
 
MSS Form and support document verified and forward to next queue for approval. 
 
Form and support document verified. 
Employee’s base pay was adjusted to the proposed assigned pay grade range minimum. 
 
Form and support document verified. 
WT1280 amount $69.23 is correct based on Academy date 08/13/2007 in SAP. 
Form and support document verified. 
WT1280 amount $46.15 is correct based on Academy date 08/18/2008 in SAP. 
Form and support document verified. 
WT1280 amount $23.08 is correct based on Academy date 06/25/2012 in SAP. 
 
Form and support document verified. 
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Proposed 17.98% PPZ-I was approved by Mayor's Office (see support document). 
 
 
Form and support document verified. 
Change Action Type from Intradepartmental Transfer to Position Change (Job) because there is no 
change in: 
(1) Description for Current Org Unit and Proposed Org Unit 
(2) Description for Current Cost Center and Proposed Cost Center 

 
Form and support document verified. 
Memo (dated November 28, 2016) from Mario Diaz to the Mayor should be reference to five classifications. Per Bob, the 
collective amount stated on the memo is for the total pay adjustment cost. 
The reclassification is result of MCO 2017-12 as approved by City Council.  
Proposed base pay change is reviewed and confirmed by Bob Johnson and approved by the Mayor Designee. 
 
Per Bob, % of increase is proposed and confirmed by him. 
 
Form and support document verified. 
Sworn Date and Pay Progression Date are completed on the MSS Form based on SAP. 
 
NEXT INCREASE DATE REFLECTS AN INCORRECT DATE OF 02/01/2015, DATE CORRECTED TO 02/01/2017 
Present Base Pay pulling incorrect amount.  Should reflect $3571.52 per SAP; Action will be forwarded to the next line of approval 
per email from LD Davis (see below*) 
*Good morning, 
The process here, on the completed form Orson Pate will make the updates to the Present pay amount.   Currently this issue is on 
the issue’s log, IT 0008 is pulling in the “IV” value.  This value is the same as the wage type amount for Municipal employees, 
however for classified employees it is the pay level when he/she first entered the step program.   We will change the MSS form to 
pull in the active IT 0008 wage type amount to correct this issue ongoing. 
Since the Present pay amount does not impact upload, it’s our recommendation to move these actions forward adding a note to the 
Comments section and HITS can update to completed PDF form. 
LeDretric “LD” Davis, MPA 
Administration Manager 
Human Resources Department 
TPS Team 
 
Form and support document verified. 
HPD will submit START RATE for the PSO job family approved by the Police Chief or his designee. 
 
Form and support document verified. 
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Per HPD, current work schedule on support document reflects Probationary Police Officer rotating work schedule before reclassified to Police Officer 
effective 7/6/2016. 
 
Form and support document verified. 
Per SAP, employee was reclassified to Police Officer effective 7/6/2016. Current Classification on support document should be Police Officer, not PPO. 
 
Proposed base pay on MSS Form was changed from $1787.00 to $1787.04 biweekly ($46,,463 annually) per EMP Personnel Requisition Form/Memo. 
 
Form and support document verified. 
Per SAP, Present Employee Subgroup should be 02 Non Exempt Postv, not 02 Exempt Excptn 
 
COUNCIL OFFICE’S SALARY CHANGE 
Form and support document verified. 
Per email dated 8/25/16, Mayor's Office authorizes City Council to process all personnel actions, including salary changes, interdepartmental, 
intradepartmental and/or position changes. 
 
Department does not need to submit bilingual pay request form to continue bilingual pay because the title change reflects is more 
appropriate to job duties/responsibilities and it is approved per MCO 2016-221. 
 
Form and support document verified. 
Personnel Area description for 1000 should be Police, not Class A PTO. 
Title and code for FULL TIME should be EMP Group 01, not EMP SubGroup 03. 
Per SAP, Cost Center description for 10000100 should be HPD-, not HPD-. 
WT1280 amount $69.23 is correct based on Academy date 12/10/2007 in SAP. 
 
EMP Reclassification Form 349/Memo with incorrect  should be removed 
 
Form and support document verified. 
Personnel Area description for 2000 should be Public Works & Engineering, not Municipal. 
Title and code for FULL TIME should be EMP Group 01, not EMP SubGroup 02. 
 
Form and support document verified. 
Personnel Area 1000 description should be Police, not Municipal 
Title and code for FULL TIME should be EMP Group 01, not EMP SubGroup 02. 
 
BARC Reclassification 
Reclassification from Senior Animal Control Officer (PG16) to Senior Animal Enforcement Officer (PG17) per MCO 2016-221. 
Form and support document verified. 
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Reclassification from Animal Control Officer (PG13) to Animal Enforcement Officer (PG14) per MCO 2016-221.and department 
agreement. 
Reclassification from Animal Control Manager (PG25) to Animal Enforcement Manager (PG27) per MCO 2016-221. 
Form and support document verified. 
 
Reclassification from Shelter Supervisor (PG22) to BARC Shelter Supervisor  (PG22) per MCO 2016-221. 
Form and support document verified. 
 
Reclassification per MCO 2016-221. 
 
Form and support document verified. 
Promotion w/o posting per SOP# AE-9 for ACO Trainee Promotion. 
Email R. Smith to revise SOP# AE-9 ACO Trainee Promotion for future processing. 
ARA will submit MSS Form to process this incumbent in the job title as approved by MCO 2015-1291. 
 
Form and support document verified. 
Current Pay Amount pulling incorrect amount.  Should reflect 2562.08 per SAP; Action will be forwarded to the next line of approval 
per email from Mr. Davis (see below*) 
*****I have found the coding error in the ORG CHANGE form causing the “PRESENT PAY” field to return the first pay amount when 
entering the STEP program for classified employees.   The ERP team has been informed of this error and given the exact error and 
correction process needed. In the interim because PRESENT BASE PAY does not impact the SAP load, I suggest moving these 
actions forward with the incorrect base pay amount reflected on the form. 
 
PHASE DOWN 
Form and support document verified. 
Personnel Area description for 1000 should be Police, not Class A PTO 
Title and code for Full time should be Employee Group: 1, not Employee SubGroup: 03 
 
Form and support document verified. 
Per SAP, Cost Center description for X should be X, not X. 
 
HPD-North Patrol is the description for Org Unit 10000489 and Org Unit 10003487 
 
Form and support document verified. 
Personnel Area description for 1000 should be Police, not Class A PTO 
Per SAP, Cost Center description for 1000010081 should be HPD-HPD-PHASE DOWN - C, not HPD-Deferred CashOut 
Employment % should be 0.00, not 50.00 and Bi-Weekly Salary/Hourly Rate New should be 0.00, not 2,463.54 
Per TPS's recommendation -   issue on Employment % and Bi-Weekly Salary/Hourly Rate New have been submitted to ERP. In the interim 
this will not impact the SAP load, go ahead to move the action as is not to create additional slowdowns.  
 
Capacity Utilization level 0% is not on the MSS Form 
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On this MSS Form, Employment Percent and Capacity Utilization Level still reflect 50.00, and Bi-Weekly Salary/Hourly Rate New should be 
0.00, not 3372.10  
Per TPS's recommendation - issue on Employment % and Capacity Utilization Level have been submitted to ERP. In the interim this will not 
impact the SAP load, go ahead to move the action as is not to create additional slowdowns. 
Correct Capacity Util. Level to reflect 0.00.  Employment Percentage should be 0.00.  MSS will not allow to make these modifications. Once 
action is uploaded, TPS will make all necessary updates. 
 
CADET 
Form and support document verified. 
Personnel Area description for 1000 should be Police, not Class A PTO 
Title and code for Full time should be Employee Group: 1, not Employee SubGroup: 07. 
Per SAP, Cost Center description for 1000010017 should be HPD-Cadets, not HPD-Southeast Patrol.   S. Central Patrl.  Northeast Patrol. 
 
This MSS Form is processed to CANCEL PAR 2015   which was initiated to STOP WT1153 HPD Clothing Allowance incorrectly.  Per HPD 
approved support document, employee is still with Special Victims Division and is qualified to continue receiving WT1153. 
 
Per SAP employee has not received PPZ-I within last 12 months. 
 
Form and support document verified. 
Personnel Area 3400 description should be Library, not Municipal 
Title and code for Full time should be Employee Group: 1, not Employee SubGroup: 02. 
 
 
 
Cost Center 3600160001 description should be PRD-MRR Facilities, not HAS-IAH-AMG Custod 
 
Form and support document verified. 
Personnel Area 2800 description should be Houston Airport System, not Municipal 
Per SAP, Cost Center description for 2800040016 should be HAS-IAH MANAGEMENT, not HAS-DO Director 
Reason for Change: 05 is not applicable to this Form, it should be BLANK 
Personnel Area 1500 description should be Houston Emergency Center, not Municipal 
Personnel Area 5500 description should be City Council, not Municipal 
Employee continues to receive Municipal Bilingual Pay 
Reason for Change: 04 is not applicable to this Form, it should be BLANK 
 
6000050001 CTR-Ops./Tech. Svcs  
Per SAP, Cost Center description for 1500030001 should be HEC-Police Call Take, not HEC- 9-1-1 Network 
 
Per SAP, Cost Center description for 2800040003 should be HAS-EFD Ellington, not HAS-IAH-AMG Custod 
Per SAP, Cost Center description for 2800020005 should be HAS-CD Admin , not HAS-DO Director 
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Per SAP, Cost Center description for 2800040027 should be HAS-IAH-OPS Airside, not  
Per SAP, Cost Center description for 2800010004 should be HAS-DO Activation, not HAS-HOU-Management 
Per SAP, Cost Center description for 2100010003 should be SWM-Admin. Support, not SWM-SE Admin 
Per SAP, Cost Center description for 9000010001 should be LGL-Staff Admin., not 
Per SAP, Cost Center description for 2800040009 should be HAS-HOU-OPS Landside, not  
Per SAP, Cost Center description for 8000020001 should be Employmnt Res&Serv, not  
Per SAP, Cost Center description for 2800060003 should be HAS-IAH-SEP Comm Ctr 
Per SAP, Org Unit description for   should be   , not 
1500040001 HEC- 9-1-1 Network 
5000010001 MYR-Mayor's Office 
2800050005 HAS-INF Plan & Prog 
3600130023 PRD-SimsBayouDistPrk 
8000240001 HR- Shared Svc Govtl 
 
SAL Salary Analysis Form should reflect after 1/2/2016 ACB-I with Current base pay @ $29,286 (annually) and $1126.38 (biweekly) to 
$14.08 (hourly) on this form 
 
Two (2) MSS Forms with same effective 1/30/2016 were submitted to process the following: 
(1) Stop WT1318 
(2) Stop WT1188 and Start WT1191 

Please submit one (1) MSS Form with support documents to process the above. 
 
Form and support document verified. 
The 1st EMP Application Attachments should be indexed as EMP Personnel Requisition Form/Memo 
The 2nd EMP Verification Check should be indexed as EMP Educational Transcripts/Equivalency 
The 3rd EMP Verification Check should be indexed as EMP Motor Vehicle Records 
The 4th EMP Verification Check should be indexed as EMP Certify and Submit 
Personnel Area 2800 description should be Houston Airport System, not Municipal 
Per SAP, Cost Center description for 2800040011 should be HAS-IAH-AMG Custod, not HAS-IAH-OPS Airside 
Reason for Change: 05 is not applicable to this Form, it should be BLANK 
 
The 1st EMP Application Attachments should be indexed as EMP Personnel Requisition Form/Memo 
The 2nd EMP Application Attachments should be indexed as EMP Certify and Submit 
The 2nd EMP Application Attachments should be indexed as EMP Educational Transcripts/Equivalency 
The 2nd EMP Verification Check should be indexed as EMP Educational Transcripts/Equivalency 
The 1st EMP Verification Check should be indexed as EMP Motor Vehicle Records 
The 1st EMP Reclassification Form 349/Memo should be indexed as EMP Personnel Requisition Form/Memo 
The 2nd EMP Application Attachments should be indexed as EMP Motor Vehicle Records 
EMP Professional Licenses/Certification should be indexed as EMP Educational Transcripts/Equivalency 
SAL Salary Increase Notifications should be indexed as SAL Salary Recommendation Form/Memo. 
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EMP Personnel Requisition Form/Memo 
EMP Certify and Submit 
EMP Motor Vehicle Records 
EMP Application Attachments 
EMP Employment Application 
EMP Reclassification Form 349/Memo 
EMP Verification Check 
EMP Education/Transcripts 
EMP Executive Level Acknowledgement Form 
EMP Voluntary Demotion 
 
PAY Military Orders 
SAL Salary Analysis Form 
SAL Special Pay Request Form 
SAL Salary Increase Notifications 
SAL Salary Recommendation Form/Memo 
SEP Supporting Separation Documents 
 
We are unable to forward MSS action/Support document to department personnel.  We are waiting on MSS to activate the FORWARD button 
in MSS for the Compensation Division.  The current base pay on the support document needs to be corrected to match the MSS Form (see 
print screen): 
 
Two (2) MSS Forms with same effective 1/30/2016 were submitted to process the following: 
(3) Stop WT1318 
(4) Stop WT1188 and Start WT1191 

Please submit one (1) MSS Form with support documents to process the above. 
Personnel Area 3600 description should be Parks & Recreation, not Municipal 
Cost Center 3600160001 description should be PRD-MRR Facilities, not HAS-IAH-AMG Custod 
 
Form and support document verified. 
5/2 email Julie if it's ok to process.  This is Haddock’s 2nd PPZ-Increase within 12 months Per SAP. 
5/3 Per Julie's email, good to go because this is an interim promotion PPZ-I. 
Form and support document verified.  
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(1) Refresh MSS action 
(2) Reason for change should be BLANK 
(3) Confirm that Pay Amount is 27.05 (see SAP print screen IT00008 effective 7/2/2016) 
(4) Re-submit MSS action for processing 

 
 
 


