
DOA Division of Human Resources

DOA Central Management

DOA Budget Office

DOA Manager 
decides to fill a position 

and requests PARF 
from HR Service 
Center (HRSC).

HRSC staff receives 
request and enters 

appropriate information 
onto the PARF (funding, 
justification, FTE count, 

etc.)

DOA Manager

DOA Manager 
receives completed 

PARF, reviews, 
signs and returns to 

HRSC.

HRSC staff provide 
completed and signed 
PARF to an Executive 

Director for their 
review and signature.

DOA Executive 
Director reviews and 

approves/signs PARF 
or denies and returns 

to HRSC.

HRSC staff receive 
PARF from DOA 

Executive Director 
and, if approved/
signed, provide to 

DOA CFO.

DOA CFO 
reviews PARF for 
FTE availability/

funding.

DOA 
Director reviews 
and approves/ 
denies PARF.

Director’s Office/CFO’s 
Office provide PARF to 

Corporate HR Office 
staff who log in/time 

stamp PARF and 
assign to HR Analyst. 

HR Analyst 
reviews PARF for validity 
of account/position and 

appropriateness 
of classification/grade.

Budget Office Aide 
logs in/time 

stamps approved 
PARF.

HR Analyst provides 
PARF to Corporate 
HR Office staff who 

updates  PARF 
status in log.

Budget Analyst 
verifies FTE/

funding data and 
recommends 

approval/denial.

Budget Office Aide 
logs date and 

recommendation.

Budget Officer 
reviews and 

approves/denies/
holds PARF.

Budget Office Aide 
receives decisions, 

logs and emails 
updates to 

distribution list.

HRSC staff receive 
PARF approval from 
Budget Office, notify 
DOA Manager and 

begin posting 
process.
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