
Instructions for Reorganizational Spread Sheets 

 

When there is a need for the Personnel Cabinet to process 

reorganizations for Agencies, the number of positions involved is 

greater than or equal to 25, the Personnel Cabinet, Department for 

Personnel Administration, Division of Employee Management, Processing 

& Records Branch, specifically: Mike Rice, will run jobs to create an 

Excel spread sheet.  

 

This spread sheet will contain employee and positional information 

obtained from current data and as much of the new positional 

information and narrowed down as close to the “New” serial number as 

possible.  

 

1. Agencies will need to fill in the spread sheet with the “New” 

positional information, starting at “New Div” and proceeding 

down to “New Ser”. 

 

                 
 

2. As some “New” positional information may also contain 

employees/positions that have already moved due to other actions 

taking place with the same effective date, those positions will 

need to be lined off by placing “xxx” in the “New Ser” column of 

the Spread sheet. 

 



       

 

By doing this and then returning to Mike Rice, those unnecessary 

positions may be deleted before processing the spread sheet. 

 

For any questions regarding these spreadsheets contact Mike Rice at 

564-6873 x.4130 or e-mail: mailto:MikeN.Rice@ky.gov 

 

 

 

xxx 


