OQ Change of Area Process

Process Map

Use the below procedure/flowchart when OQ employees are transferring between areas.

Initiation Process

Sending Supervisor

Sending Coordinator

Receiving Supervisor

¢ Notifics arca coordinator of
transfer or receipt

e Notifics Iom transfer

or receipt

o If employee is transferring to any
other department other than Gas,
Coordinator to complete and
submit Change Form.

Reviews cmployee’s OQ records from OQ reports (1., Gap
Analysis, Employee Transcripts or DOT OQ Requirement

Rceport)

Determines if any additional qualifications are needed, or
If subsequent qualification year is in alignment with receiving

arca

Notify area coordinator of transfer.

Does
employee need
additional or
new OQ

Qualifications?

Yes

SAP will automatically
transfer employee to receiving

area when payroll change tag
is processed (allow 3 days).

Receiving Supervisor
verifies OQ Reports to
confirm transfer.

DOT Gas OQ Task/Change Form
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Recetving Coordinator completes
DOT Gas OQ Task/Change Form.

Coordinator/Evaluator

completes qualification.

Send completed original

Change Form to I
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OQ Change of Area Process, Continued

Receiving Coord./Supv.

Does
Subscquent
qualification
year change?

Receiving Coordinator will notify
B . criificd E-mail that I i cs hard copy of
employees” OQ records to new area.

\4

no change is needed in OQ data
base. Include name, PERNR# and
area coming from and going to.

Yes

Evaluator completes qualification
»| and notifies Coordinator.

Is Subsequent

ualification S : ; - . . .
%m_@: —— Yes Receiving Coordinator will notify I Changes qualification year in OQ
greater than 5 “1 l Rl certified E-mail with »| data basc and rc-files hard copy of

cars? ncew @CQ—HQ.ONQOS ycar. Include OBG_O%OGM4 oo records to new area.
y : name, PERNR# and area coming

from and going to.
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