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SECTION 717: TINSTRUCTIONS FOR. COMPLETING
NOTIFICATION OF TEMPORARY ASSIGNMENT, STATE DPS FORM 10
1. Purpose.
(a) To report temporary assignments. It is used in lieu of the NOTIFICATION
OF PERSONNEL ACTION, STATE DPS FORM 5.
(b) To report temporary assignment. time worked. It is used in lieu of

time sheets, SAFORM D-56.

2. Prepared By. The employing department prepares the STATE DPS FORM 10.

3. Agency Responsibility.

(a)

(b)

Department of Personnel Services Circular No. 73-11, dated

March 20, 1973, 'Various Matters Pertaining to Personnel
Management" states that, "...the Director of Personnel Services
hereby delegates his authority to review and approve Forms SF-10,
Notification of Temporary Assignment, to the head of each

department and to the responsible subordinates he designates.
Consequently, Forms SF-10 are to be sent directly to DAGS by each
department." The individual departments are, therefore, responsible
for the contents of Part I of STATE DPS FORM 10, which pertains

to the personnel action reported.

The Department of Accounting and General Services is responsible for
the audit of Part II of STATE DPS FORM 10 which pertains to the
computations for payment due the employee.

4. Frequency. As required.

5. Distribution. The STATE DPS FORM 10 is a four-part, carbon-interleaved

form.

(a)
(b)
(c)
(d)

Each copy of the form is to be distributed as follows:

Copy {1

State Comptroller (Central Payroll)
Copy #2 - Optional Use (Chromological File)

Copy #3

Employing Agency (Employee's Copy)

Copy #4 - Employing Agency (Personnel Jacket File Copy)
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SECTION 717: INSTRUCTIONS FOR COMPLETING
NOTIFICATION OF TEMPORARY ASSIGNMENT, STATE DPS FORM 10

DATA AND DATA INSTRUCTIONS

Note: 1Instructions for some data fields have been purposely omitted
because they are considered_self-explanatory. These data fields
are keyed with the letter

DATE - Enter the date that the notification of temporary assignment was
prepared by the employing department.

PART I. TFOR REPORTING OF THE PERSONNEL ACTION - This part is used to
report the personnel action.

DATE(s) OF TEMPORARY ASSIGNMENT -~ Enter the month and day(s) actually
worked by the employee. If the substitute employee was on temporary
assignment for a full month, indicate as, '"full month of 19 ",

REASON FOR TEMPORARY ASSIGNMENT - Enter the reason(s) for temporary
assignment. ~

NAME OF INCUMBENT - Enter the name of incumbent on leave (last name first,
first name, and middle initial).

POSITION NUMBER - Enter the position number of the incumbent on leave.
POSITION TITLE AND WAGE BOARD OR SALARY RANGE - Enter the position title

and the pay scale identification, wage board or salary range of the
incumbent on leave.

O © 6 © 600 G

Example: Accountant II SR-18

TEMPORARY ASSIGNMENT PAY ADJUSTMENT -. If the temporary assignment involved
a salary position and it lasted less than a monthly period, the pay
must be determined on an hourly basis, using the hourly rate. If the
assignment is for a particular month, the pay must be determined on a
monthly basis, using the monthly salary. Type in bold letters MONTHLY
RATES (underlined) in this column before recording the data required.
(Exception: The hourly rate may be used in cases where an employee's
bargaining unit contract authorizes pay adjustments to be computed on
the basis of an hourly rate of pay. Example: BU#1ll for firefighters
of the Airports Division, Department of Transportation.)

(=)
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SECTION 717: INSTRUCTIONS FOR COMPLETING
NOTIFICATION OF TEMPORARY ASSIGNMENT, STATE DPS FORM 10

ITEM
NO.

DATA AND DATA INSTRUCTIONS

11

®E ©

® ®

®©® ® 6

FROM - Enter the pay scale identification, wage board or salary range,
step, and hourly rate or monthly salary of the temporary position.

TO - Enter the pay scale identification, wage board or salary range,-
step, and hourly rate or monthly salary of the temporary position.

PART ITI. FOR COMPUTINC PAYMENT DUE - This part is used to compute the
additional pay due the employee.

RATE OF PAY - Enter the hourly (or monthly) difference in pay.

REGULAR HOURS - Show the total number of compensable regular hours that
the employee is entitled to higher pay for performing the temporary
assignment, if on an hourly basis.

OVERTIME REGULAR - Show, on a separate line, the number of actual hours
worked on an overtime basis during the temporary assignment\ period.
When overtime is involved there must be two separate lines for the day
when the employee worked more than regular hours.

OVERTIME CONVERTED ~ Show on the same line as Item (::) the converted
actual hours worked on an overtime basis to overtime hours (at the
rate allowed by law).

Example: 3 (2 hours @ 0.T. rate of 1.5)

(EXTRA COLUMN) - Enter the total number of extra regular hours the
employee had to work each day over the hours he normally works each day.
These extra hours are not entitled to overtime pay because the employee’s
normal hours are less than 8 hours a day.

AMOUNT - Enter the product of the amounts in RATE OF PAY colummn (Item )
and the appropriate column(s) in ACTUAL HOURS WORKED area.

TOTAL AMOUNT DUE — Enter sum of AMOUNT column, Item @ i

UNIFORM ACCOUNTING CODE - LEAVE BLANK if temporary assignment payment is
chargeahle to the regular uniform accounting code reported on STATE DPS
FORM 5. Enter in this space only when the cost of the temporary
assignment is charged to another account (s). (OVERRIDE)
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SECTION 717: INSTRUCTIONS FOR COMPLETING
NOTIFICATION OF TEMPORARY ASSIGNMENT, STATE DPS FORM 10

ITEM
NO. DATA AND DATA INSTRUCTIONS

COST CHARGED ~ Allocate total amount due in Item to the appropriate
uniform accounting code charged. The sump of this column must be
identical with TOTAL AMOUNT DUE, Item 6

EMPLOYING DEPARTMENT - The fiscal officer or personnel officer of an
employing department must verify and approve the reason(s) given as
indicated in Item @

Examples: 1. Sick Leave - Verify to FORM G-1, APPLICATION FOR
LEAVE OF ABSENCE.

2. LUWOP - Verify to STATE DPS FORM 5, NOTIFICATION OF
PERSONNEL ACTION.

DEPARTMENT OF PERSONNEL SERVICES -~ Leave blank.

June 1, 1981
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STATE OF HAWAII

NOTIFICATION OF TEMPORARY ASSIGNMENT
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in the best interest of the public.

EMPLOYING DEPARTMENT

I certify that the above named employes was assigned and assumed all or o
major portion of the significant duties and responsibilities of the poxi'idn(j
shown above and that the need for the services is immediate, essontial an.

RECOMMENDED BY:

APpPROVED:

- Qo DEPARTMENT OF PERSONNEL SERVICES
is certified that the temporary assignment reported
above has been made in accordance with the Hawaii
Revised Stalutes and with the personnel rulos and

regulations of the State of Hawaii.
—
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STATE OF HAWAIL

NOTIFICATION OF TEMPORARY ASSIGNMENT

ey e ume] v aweio TR wavE fiasr. s imer. wionLe nevial] o romiTioN TITLE smponen [ v eeranrian eim no. | 7. Diviniom am scwooL | ¢ carn
~
Jh-/c'} &680 Bldg. Hnint Helper WB5-1C| Health - C/S Hosp. HS50 Mahelona 10-17-79
= PARTY I. FOR W[FORY‘NG- OF THE FE“SONN_E_L“‘—C—Y_I(-)N T PART IV, -:(.;N':ZO;;:);;NG P>;;MEN; ODUE
. - e avn o " POSITION TO WHICH TEMFORARY ASAIGNMENT IS MADE T cmpomany assioNMENT PaY apsusTantl' oLy ' acrTuaL HOuws workge b
Tmeer reuronany arsremvant | o o e ravriian | ruerian frvie av e Wh OR SR BrAr B HOUNLY MATE OF FAY ol TrOTee IR TTRRICTS amounr
| _mymMews ]| woams on saLamy & 2T 7o woume [Troon e
9/17/79 ) Incumbent on T.A. GANO, T. 20827 Bldg. Maint.
Wkr. I W-9 WB5-1C  4.55 | WB9A 5.01 .46 7.5 3.45
9/18, 19,
s 26/79 " " " " " " 46 |24 11.04
9/7,8,14,
21,27 &
30/79 Incumbent on D.O.
&for C.T.O, YAMASAKI, K. 20812 " " " 46 48 22.08
9/15/79 Incumbent on D.O. " " " " " 46 3.5 1.61
9/16/179 " " " " " " .46 ) 2.76
9/25 & .
29/79 " on C,T.0 " " " " " 46 8 3.68
(4 hrs. daily)
B o EMPLOYING DEPARTMENT DEPARTMENT OF PERSONNEL SERVICES  fOTAL AMOUNT DUE
44,62
1 (ul-l, that the sbove named employee was suigaed and sssumed all or @ It 3y certified 1hat the temporary assignment reporied . SR
major portion of the significant duties and retponllb lities of the position[s above has been made in accordance with the Hawaii o 142 008 AV
shown above and that The nend for the srevices is immediate, esiential an Revised Slatutes and with the personnel rules and arreor [Rvserv Jeeiner [ runc [ v Jover
in the besl inlerest of ﬂ\e public. regulations of the State of Hawaii,
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STATE CF HAWAI

NOTIFICATION OF TEMPORARY ASSIGNMENT

T Vi aa s eeoL

major portion of the significant duties

in the best interest of the public.

Fonl
(s
shown above and that the nced for the services is immediate, essential anJ

Feeconudnoso avi

“iIGRATUNE OF SUFENVISOR

APFROVED:

WY OR FOR APPOINTING OFFICKN

Revised Statutes and with the personnel rules and
rogulations of the State of Hawaii,

WV O FOR DIRECTON GF PRRIONNEL SARVICES

v Tossey [Fon ] < [rror]

v geirr] S e ren name [Lavy, riner, Mol 8 mTIALY woenssnion | o rasiime e vowwnwen [ o oeeanruunr R « nare
Tumee ronesn " Administratioy
575-38-809 ALEXANDER, CAROLE K. Supervising Clerk SR-12 Personnel Services Steno Serviced 10-17-79
feiore UEL TS L immmm P = . SR B S = S Bubhibes il SIS
PART I. FOR REPORTING OF THE PERSONNE ART 11, FOR COMPUTING PAYMENT DUE
. h‘]': _. - :q._...,..- T " ennon e wICH TEMPORARY ATSIGNML TiumrORARY A1TIONMENT PAY ABIUSTMENT|' o acruas noums wonnen | ™
Jearonany u TemrORanY ASSIGRMT 0T e o oo Tovmon | ronrion it awe et O ON SM STNF & HOURLY WATE OF PAY. seoias]_SvERILE suounr
T MONTHLY RATE
Full Month iIPerfonned duties of)| BELL, MOMI S. 2015 |Secretary to thel SR-12G 675.00 SR-16D 709.00| 34.00 34.00
of October the Secretary to the Deputy Director
iDeputy Director SR-16
while incumbent on
paid annual leave
during the period.
B
EMPLOYING DEPARTMENT DEPARTMENT OF PERSONNEL SERVICES  OTAL AMOUNT DUE 34.00
| certify that the above named employce was assigned and dallora It is certified that the temporary assignment reported .
and responsibilities of the p above has been made in accordance with the Hawaii mORM ACCOUNTING COOK R A

——
EMPLOYING AGENCY (PERSONNEL JACKET FILE COPY}
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STATE DPS FORM (9
»1-7 (meviseo)

STATE OF HAWAI

NOTIFICATION OF TEMPORARY ASSIGNMENT

R ST wAME (LAY, PimaY, wiDDLE IMTIAL) vravmine e ronimion nine rensasn | e GrramTRENT viu e, lv. orvision om acwooL | v gave
73-38-8044___JOENSON, JOMN. D) . {<L8960  Groundskeeper wp-10A ___FEducation | Radford Migh 1021122
SART 1. FOR REPORTING OF THE PERSONNEL ACTION PART Il. FOR COMPUTING PAYMENT DUEZ
[N e eeeem ron " PUBITION TO WHICH TEMFORARY ASSIGNMENT I3 MADE i mmrom ARy ABSIONMENT PAY ADIUSTMENT' mave [l AGTUAL NOUNS WO ED A
N . ek v me or mew ravian | revnion T oo =adt W OR IW STEY & NOURLY WATE QF ' ) SIGIT LY suouny
smenmEny L tied wumsae | soawe om saLamy mansH r Vo mwouns [veees
10/16 - LWOP due to emer- BROWN, LAWRENCE W. | 16086 | Groundskeeper WB-10A 3.42 | WB-10A 3.42%) 3.42 12 41.04
17/719
FEmployee John [Johnson [has the same rate of| pay as
Lawrence Brow]. Johngpn wotks 1¢as than & hours a
day. He 1s agsuming Lnwrende's dutles without
exceeding 8 hdurs a dgy. Thus, Be is onlyl increasing
the hours worked in ajday.
© EMPLOYING DEPARTMENT DEPARTMENT OF PERSONNEL SERVICES TOTAL AMOUNT DUE
. q d . . f 41,04
I certify thet the sbove named employee was assig and all or & It is cectificd that the temporary assignment reported . —
major portion of the significant duties and respomsibilities of the position(s| above hes been made in accordance with the Hawaii T “:‘v'::’_:“ :“f.":"‘l":‘::"l'-’: = e e
shown above and that the need for the services is immediate, essential an Revised Statutes ond with the personnel rules and 3| -1 - -
in the bast interest of the public. requlations of the State of Hawaii. 22G80001E6162000 2135 0 328 20.38
FECOMMENGED #Y7 AFFROVED! 22G80215E6162000 2125 0 410 20.66
SIGNATURE OF BUPE BY OR FOR APPOINTH OPFICK! BY OR FORN DI“E'O' OF PEWSONNEL SERVICKS

EMPLOYING AGENCY (EMPLOYEE'S COPY)
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