Form A: Quarterly Vacancy Staffing Report

Department: Self-explanatory.
Quarterly Update for . Identifies actions taken during the identified quarter-ending.
Contact Person/Phone: Self-explanatory.

Program ID: Program ID that the position is budgeted in. Positions transferred in/out to
other programs should be noted here, and explained in comments.

Position Title as Budgeted: Self-explanatory. Note: authorized positions should be within
the same classification series and of the same means of financing as budgeted.

Legal Authority: All positions must be “authorized budgeted positions.” Authorizations
should be based on tie legal authority of a specific statute, the general appropriations act, or
other specific legislation in effect. Exempt positions must additionally cite the applicable
subsection in Section 76-16, HRS.

Permanent/Temporary: Self-explanatory.

Civil Service or Exempt:  Indicate if Civil Service or Exempt.

Budgeted Salary: Self-explanatory.

MOF: Position’s means of financing (must total 100% if multiple financing sources).

Date of Vacancy: Date position became vacant (applicable to positions previously established
or filled).

Date Establish/Fill: Anticipated dates (month, day, year) of: 1) establishment and/or
2) filling. “Date to be established” applicable only to positions not yet established.

Comments: Self-explanatory. Explanation of differences from previous plans, budgeted
positions, or othcr pertincnt comments.
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