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MEMO PERD #31/12 

 
July 27, 2012 

 
TO: Agency Personnel Representatives 

  Agency Personnel Liaisons 
  

FROM:   Lee-Ann Easton, Administrator  Lee-Ann Easton 

 Division of Human Resource Management 
 

SUBJECT:  Employee Signature on ESMT-A Forms 
 
 
The Division of Human Resource Management’s (DHRM) Central Records and Agency 
HR Services Sections recently reviewed the process for making changes to employees’ 
ESMT-A forms.  After this review, it was determined an employee signature will no 
longer be required on an ESMT-A form when the change only impacts the Agency, 
Home Org, Work Location, Work Phone Number, or Employee Roll Assignment fields.  
This policy change applies to those instances where there is only a change to these fields 
and no other action.  If these areas are being changed along with another action on the 
form, an employee signature will still be required.  To help clarify when a signature is 
required, attached is an ESMT-A form with fields highlighted in yellow indicating when 
a signature must be obtained. Please keep in mind, a Personnel Action and Reason code 
can also determine if the employee needs to sign the ESMT-A form depending on the 
scenario for the action.    
 
This procedure change will be effective starting with transactions effective August 6, 
2012 (Pay Period 05) and later.  DHRM hopes this change will alleviate some of the past 
frustrations agencies and employees experienced when performing ESMT-A changes that 
were only administrative in nature. 
 
If you have any questions or concerns, please feel free to contact Cynthia Willden, 
Central Records Manager at cwillden@admin.nv.gov or 775-687-9088. 
 
Thank you 

Jeff Mohlenkamp
Director

Lee-Ann Easton
Administrator

 

Brian Sandoval 
Governor 




