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PART I – To Be Completed By the Requesting Office

Program Office:


Date:  



Nature of Request/Number:   

HATS Numbers



       
Internal Recruitment                                                

 



       
External Recruitment 


 



       
 
Detail 

 



       

Extension of Detail 

 



       

Reassignment*





       

Other   
 
Within Allocation?
       Yes

       No





If no, provide justification and verification with

Existing Position?
       Yes
       No
CFO of funds availability below.

Justification/Comments:   


*Intra-Departmental Non-Competitive Reassignment

 Must Have Losing Organization Concurrence (See Attached)
Certification of Funds Availability:   


CFO or Designee
Date

Signature of Assistant Secretary/Organization Head:   



 Assistant Secretary/Organization Head/Designee      Date

(NOTE:  The signature of the Assistant Secretary/Organization Head denotes that all necessary approvals have been met.)

PART II – To Be Completed By The Office of Human Resources (OHR)

Staffing FTE Analysis:
Preparer’s Initials 

 Date   
 
Approved FTE Ceiling




Current FTE Usage




Request



Other Comments:  
 
 



 
 


  OHR Director Certification
Date

Concurrence:
 

 
 

Deputy Assistant Secretary for Human Resource Management

Date


 

 
 

Assistant Secretary for Administration

Date
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