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DAVID Y. IGE HONOLULU

GOVERNOR

November 20, 2019

ADMINISTRATIVE DIRECTIVE NO. 19-02

TO: All Department Heads

SUBJECT: Policy and Procedures for Effecting Organizational and Functional
Statement Changes

PURPOSE

The purpose of this Administrative Directive is to extend the policy and procedures by
which changes in organization and function may be made in the State Executive Branch
previously issued under Administrative Directive No. 17-01, Policy and Procedures for
Effecting Organizational and Functional Statement Changes, issued on November 28,
2017.

REFERENCES

State Constitution. Section 6, Article V of the Hawai‘i State Constitution: “Each
principal department shall be under the supervision of the governor . . .”

Hawai‘i Revised Statutes. Chapter 26, Section 38, HRS, states: “With the approval of
the governor, the head of a department may establish or abolish within his department
any division or other administrative segment to achieve economy and efficiency and in
accord with sound administrative principles and practices and procedures . ..”

Taken together, the foregoing sections give the Governor final authority and
responsibility for effective organization and management of the Executive Branch.
However, when certain functions or programs are specifically assigned by law to a
department or division, departments may not reassign or redistribute those functions or
programs to other departments without corresponding changes in the law.

POLICY

It is essential that sound management principles be applied to achieve program
objectives. It is equally important that plans of organization be regularly appraised and
updated to meet the State’s changing needs and conditions.
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Certain basic concepts of good management need to be considered and applied to fulfill
our managerial responsibilities, including:

Change. Change is normal and to be expected. Therefore, organizational
structure and assignments should not be static and should be modified from time to
time as circumstances warrant.

Coordination. The Executive Branch is a unified organization with all departments
coordinated to provide mutual support of the Administration’s programs and goals.

Effectiveness. The organization should be designed to effectively and
economically execute department programs. It should also contribute to
employees’ high morale, personal/career development, job satisfaction, and
motivation.

Organizing. Organizing is a fundamental administrative responsibility. Every
manager, from department director to first line supervisors, is responsible for
providing adequate direction and leadership to their personnel by utilizing the most
effective organizational structure possible to accomplish the work.

Organizational Principles. Every effort should be made to incorporate sound
organizational principles in developing and implementing organizational plans.

The selected-form or structure is only one of many managerial tools which can be used
to support the achievement of program objectives.

DELEGATION OF AUTHORITY AND RESPONSIBILITY

Organizational and functional changes may be implemented subject to the approval of
the respective department director under the following conditions:

Any functional and/or organizational changes must comply with the applicable
statutes and policies and procedures set forth in this Administrative Directive.

Any changes in classification shall be consistent with statewide classification
policies and procedures established by the Department of Human Resources
Development (DHRD).

All costs associated with any organizational and/or functional changes shall be cost
neutral at the program ID level and shall be the responsibility of the department
from its existing budgeted funds. Cost neutral changes should be sustainable
through current and future biennium. Budget requests reflecting necessary
tradeoffs and transfers shall be included in the department’s subsequent budget
request.
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» For organizational and/or functional changes that are not cost neutral at the
program ID level or would create, abolish or change the organizational structure of a
division, the director shall first obtain approval to proceed from the Governor via the
Department of Budget and Finance (B&F).

e This delegation of authority shall be effective immediately until March 31, 2023, and
may be extended at the discretion of the Governor.

Position Variances. Position variances arising from an organizational or functional
change in a department may be approved by the director, provided that all additional
costs associated with the change shall be borne by the department from existing
budgeted funds within the respective program ID, provided such position variances do
not result in cost differences exceeding 20% of the authorized budgeted amounts or as
otherwise allowed by the current budget execution policies. Governor’'s approval
through B&F is required for all other position variances.

Consultations. Departments are encouraged to consult with their points-of-contact in
B&F and DHRD for advice and guidance relating to each department'’s expertise;

e.d., budgeting organization, classification, etc., in the course of developing
organizational and functional changes.

Documentation. Each Executive Branch department shall maintain detailed
organization charts and functional statements. Each department must assure that this
information accurately reflects its current organization and is evaluated and updated in a
systematic manner.

Standards. Organization charts and functional statements must be prepared and
maintained in a consistent manner throughout the Executive Branch. The Director of
Finance is delegated authority for establishing overall standards for how organizational
information will be maintained, and for developing and maintaining Executive Branch
organizational information.

DEFINITIONS

To accomplish its missions and program objectives, an organization must be logically
divided into segments with clear reporting relationships and impiicit levels of authority
and accountability. For purposes of this Administrative Directive:

A. Reorganization or change in organizational structure is defined as:

1. Creation of a new organizational segment or the abolishment of an existing one.

2. Rearrangement or regrouping of existing organizational segments involving the
reassignment or redistribution of functions and positions affected by these
changes.
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3.

Creation of a new supervisory level or the deletion of an existing one.

A reorganization or change in organizational structure requires preparing and
reviewing a reorganization proposal, obtaining the appropriate approvals, and
providing documentation of the approved reorganization.

B. Organizational segments are defined below, provided that a department may adapt

these guidelines to its circumstances:

1.

Department. Responsible and accountable for major program areas as
determined by statute and the Governor.

Division. Responsible and accountable for accomplishing a major component
of the department’s mission and/or a series of program objectives as
determined by the department director. A division is always the first
organizational level that reports directly to a departmental director.
Departmental staff offices, boards, commissions, authorities, councils, etc., are
considered to be at the same level as a division (e.g., Stadium Authority,
Employees' Retirement System, and Hawaii Employer-Union Health Benefits
Trust Fund).

‘Branch. Responsible and accountable for direct administration of one or more

programs as determined by the department director. Typically reports to a
division chief.

District. Responsible and accountable for direct administration of one or more
programs within a defined geographical area as determined by the department
director. Districts may be: 1) a subdivision of a division where they are
equivalent to a branch; 2) a subdivision of a branch where they are equivalent
to a section; or 3) organized as required by a department to manage programs.

Section. Responsible and accountable for direct operation of one or more
programs, or for providing supervision to a functionally related grouping of units
as determined by the department director. Typically reports to a branch chief.

Unit. Responsible and accountable for direct operation of a single program, or
other clearly defined area of work or for providing supervision to a functionally
related grouping of subunits as determined by the department director.
Typically reports to a section chief.

Subunit. Responsible and accountable for direct operation of one or more
components of a program as determined by the department director.

Team/Crew. Responsible and accountable for the direct provision of a specific
service or an operation that requires close coordination of individual members
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to achieve. For efficiency, teams/crews may be a subdivision of a section
where they are equivalent to a unit, or a subdivision of a unit where they are
equivalent to a subunit.

Offices. Segments providing administrative or other support (e.g., "staff"
support) to segments involved in direct program operations. Generally, offices
should not be involved in direct program operations (i.e., performing "line"
functions), although they can be used for this purpose if no other organizational
designation is appropriate. Offices may also consist of a single position
providing specialized support as determined by the department director.
Offices may be subdivided regardless of whether they exist on the department,
division or branch level. In order of organizational hierarchy, the subdivisions
are as follows:

a. Staff (e.g., Personnel or Fiscal Staff). Use when there are limited positions
performing support functions within an office, of which one has supervisory
~ function over the others.

b. Section (e.g., Accounts Receivable Section). Use when there are a
number of positions performing a specific function within an office, and
positions are divided among different supervisors.

c. Unit (e.g., Accounts Receivable Unit #1). Use to further delineate specific
support functions being performed by a number of positions within a
section.

C. Functional Statement consists of a brief overview statement of a segment’s

purpose, mission, program objectives, and operating relationship to the parent and
subordinate segments, along with a series of specific statements describing its
major functions.

EPARTMENTAL ORGANIZATIONAL INFORMATION

Each Executive Branch department shall maintain detailed documentation of its
organizational information, including:

Organizational charts depicting all segments, relationships between the segments,
and associated position information. ’

Functional statements for all segments.

A. Format requirements for organization and position charts and functional statements:

Organizational charts shall reflect the levels of authority,
supervisory-subordinate relationships, line-staff relationships, functional
relationships between segments, and chain of command. For example,
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departmental/division organizational charts should reflect the different ievels of
authority and chain of command starting from the director/division head to
subordinate units.

At the department level, there shall be an organization chart with unit titles that
identifies all divisions, staff offices, and attached agencies that report to the
director. For each division, a division organization chart that reflects all units by
unit title; e.g., branches, sections, staff offices, etc., reporting to the division
chief shall be included. At the division level and below, organization charts are
to be created that refiect each unit title, the reporting relationships between
subordinate and supervisor units, and identification of position titles, salary
ranges (SR) and position numbers for all positions assigned to the respective
units.

2. Organization charts may be created in Excel, Visid or any other organization
chart software that produces charts similar to the provided samples.

3. Organization charts shall be formatted using the Arial font with font size
adjusted to fit blocks and titles, with landscape orientation on 8.5 x 11 or
8.5 x 14-inch paper with 1-inch margins.

4. Use only solid lines for blocks and lines to connect blocks. All blocks
representing segments at the same hierarchical ievel should appear on the
same level if possible. Blocks at the next subordinate level can be drawn in a
vertical fashion to conserve space.

5. Minimize abbreviation of position titles; if necessary, tittes may extend to two or
more lines. If space is limited, abbreviate titles and reference the full title at the
bottom right of the chart.

6. Only authorized positions should be indicated on the position organizational
chart. No unbudgeted positions should be reflected on the position
organizational charts.

7. Show all temporary positions on the position organizational chart, footnoted with
the notation "Temporary position, NTE (date)" in the bottom right corner of the
chart. (NTE is an abbreviation for not to exceed.)

8. When changes in duties of a position are involved and the classification has not
vet been reviewed, footnote the position block and notate “Position to be
re-described” in the bottom right corner of the chart. Upon approval, the
position should be updated at the next annual update to indicate the new
position level and SR.
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10.

11.

12.

Position variances approved by the department director or the Governor are to
be footnoted "Variance approved; position to be re-described" in the bottom
right corner of the chart.

Organization and position charts should have the following information printed
in the top right corner of the paper, 1-inch from the top:

STATE OF HAWAII
DEPARTMENT OF <NAME>
<NAME> DIVISION
<NAME> BRANCH (or DISTRICT, if applicable)
<NAME> SECTION (if applicable)
<NAME> UNIT (if applicable)
<NAME> SUBUNIT (or TEAM/CREW, if applicable)
(POSITION, if applicable) ORGANIZATION CHART

Organization and position charts are to be sequenced as follows:

a. Director’s office; offices, boards, commissions and other attached units
reporting to the director; and departmental divisions.

b. Departmental staff office and position organization charts, in the order they
appear on the first organization chart moving from left to right. More than
one staff office may be depicted on a page.

c. Each division should have a separate organization chart depicting all major
relationships down to the branch/district level; i.e., offices, branches, etc.

d. Each branch/district should have a separate organization chart depicting ail
subordinate units.

e. Administratively attached agencies.
Functional Staterhents

a. Functional statements are required for each segment of an organization.
The overall statement will consist of a brief overview of the segment’s
purpose, mission, program objectives and operating relationship to the
parent and subordinate segments along with a series of specific statements
describing the segment’s major functions.

b. Functional statements should only describe the program or support
functions of the organizational segment and not list supervisory
relationships or responsibilities of any individual(s) within the segment. The
purpose of the functional statement is not intended to justify or document
positions within the organization but rather to describe the function of the
organizational segment within the overall departmental structure.
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c. To the extent possible, statements should be framed in terms of the results
of the work of the subunit (i.e., what are the outcomes of the work of the
organizational segment) as well as state the major processes necessary to
achieve these results, but not the specific procedures required.

d. Format and print in portrait mode on 8.5 x 11 or 8.5 x 14-inch paper, using
Arial 12-point font.

e. Statements for divisions should begin on a new page. Statements for all
other segments may follow each other on the same page. A standard
heading should be centered at the top of the first page for the department
and each division with the following information:

DEPARTMENT OF <NAME>
<NAME> DIVISION
FUNCTIONAL STATEMENT

f.  Print names of other segments in all capital letters and underline beginning
at the left margin. Use outline format to illustrate the organizational
relationship of segments within segments.

13. Organization Chart and Functional Statement Samples

Attachment A contains samples of organization charts and functional
statements.

PROCEDURES TO DOCUMENT CHANGES TO THE ORGANIZATION AND
POSITION CHARTS AND FUNCTIONAL STATEMENTS

A. Each department is to develop internal procedures for effecting these changes,

using the following general guidelines (page lengths are suggested; significant or
complex reorganization proposals may require additional information):

1.

Program Initiated Changes (no more than one page in length). From within
the department, a request to initiate may be submitted to the director for the
initiation of organizational or function statement changes. The request shall
identify the purpose and intent of the changes and include a brief description of
affected segments with supporting rationale and justification. Upon receiving
the director’s approval to initiate, the requestor may begin formal reorganization
efforts. :

Director Initiated Changes (no more than one page in length). The director
may issue a directive that authorizes the initiation of changes to the
organization and/or functional statements. The directive shall identify the
purpose and intent of the changes and include a brief description of affected
segments with supporting rationale. The program may begin formal
reorganization efforts upon receipt of the directive.
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3. Consultative Support. Provide B&F and DHRD with copies of the approved
request to initiate program initiated changes or the director’s directive regarding
amendments to the department’s organization charts and/or functional
statements. This will serve as an alert to B&F and DHRD that possible
consultative support may be sought.

4. Task Group. A task group with a designated leader may be formally identified
by the director or may be informally organized by the division, branch, office,
unit or section manager that is seeking authorization to make organizational
changes. The intended purpose of the task group is to facilitate the
reorganization process. Task group members may include, but are not limited
to: administrator(s)/leader(s) of the affected segment(s); the department’s
budget or management analyst; administrative services officer; human
resources officer; and/or others as deemed appropriate. A responsible
administrator may be designated to ensure the expedited completion of the
reorganization and/or functional statement changes in lieu of forming a task

group.

5. Required Cost Neutrality Assessment of Changes in Organizational
Structure. Once details of the proposed organizational changes have been
decided upon, departments are to conduct a formalized cost impact
assessment using the Excel file described in C.2. below. The assessment tool
will assist departments in calculating the cost impact of the proposed
organizational changes on positions and in identifying tradeoffs and offsets in
the department’s budget to fund the proposed reorganization.

If sufficient recurring budget tradeoffs and offsets are not identified, then the
department shall submit, for electronic signature, a request for Governor's
approval, via B&F, to proceed. If sufficient recurring budget tradeoffs and
offsets are identified {and the proposed organizational changes do not create,
abolish or change the organizational structure of a division), the department
may proceed with the reorganization.

6. Approval to Proceed to Create, Abolish or Change the Organizational
Structure of a Division or Organizational Changes that are not Cost
Neutral at the Program ID Level. If a director determines the need to create,
abolish or change the organizational structure of a division or to implement
changes that are not cost neutral at the program ID level, the department shall,
via electronic signature, submit to the Governor, via B&F, a request for approval
to proceed explaining the rationale of these actions and, as applicable, how the
additional costs will be funded.

7. Distribution of Changes. Upon approval of changes to organization charts
and/or functional statements, copies of the changes shall be electronically
disseminated to the Office of the Governor, Office of the Lieutenant Governor,
B&F and DHRD.
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B. Organizational and/or functional statement change document must be prepared for
any reorganization, in accordance with the following (page lengths are suggested;
significant or complex reorganization proposal may require additional information):

1. Introduction (no more than 250 words in length). Provide an overview
statement identifying the segments or functional statements being changed and
the proposed changes.

2. Description of the Proposed Changes (no more than 2 pages in length).
Describe the proposed changes to the organizational structure and reporting
relationships; e.g., changes in supervisory relationships, changes in segment
missions, impact of the change on other organizational segments, changes in
functional and/or workflow relationships, etc.

3. Rationale for Changes (no more than 3 pages in length). Provide the
rationale for the proposed reorganization, including:

a. Conditions or factors prompting the proposed reorganization; e.g., new
program requirements, changes in the environment, new legal or policy
considerations, span of control, excessive layers of approval, adequacy of
staffing or supervision, a statutory change.

b. How the proposed reorganization will address the conditions or factors
prompting the reorganization.

c. How the organization’s operational (e.g., communications); organizational
(e.g., chain of command); functional (e.g., workflow); and programmatic
relationships (e.g., clarification of responsibility, authority and
accountability) will be affected, including impact on services to the public,
other target groups and relationships with other segments of the State.

d. How the efficiencies, service improvements, or other benefits will be
achieved as a result of the reorganization.

4. Resource Requirements. Detail the resource requirements or savings
associated with the reorganization, including funding, positions, space,
equipment, and other resources. Indicate the source of the resources needed
to implement the reorganization; e.g., reallocation from within the program or
major unit or new revenue. Note: Reorganization proposals and all
organization charts shall show all budgeted permanent and temporary
positions.

5. Alternatives Considered. Detail the various alternative actions considered
(e.g., automation, procedural changes, work reassignment, etc.) and why the
proposed organizational change is the most appropriate alternative.
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6. Programmatic Impact. Detail the programmatic or service impacts of the
proposed reorganization on the department.

C. Attachments that document the changes in the organization shall include:

1. Current and Proposed Organization and Position Charts and Functional
Statements. Organization and position charts and functional statements shall

indicate if version is “CURRENT” or “PROPOSED” under the department name,
- as follows:

Organization and position charts (top right corner):

STATE OF HAWAII
DEPARTMENT OF <NAME>
<NAME> DIVISION
<NAME> BRANCH (or DISTRICT, if applicable)
<NAME> SECTION (if applicable)
<NAME> UNIT (if-applicable)
<NAME> SUBUNIT (or TEAM/CREW, if applicable)
(POSITION, if applicable) ORGANIZATION CHART

(CURRENT or PROPOSED, as applicable)
Functional statements (centered):
DEPARTMENT OF <NAME>
<NAME> DIVISION
FUNCTIONAL STATEMENT
(CURRENT or PROPOSED, as applicable)
An approval block, as shown below, shall be included on all proposed
organizational and position charts to accommodate the director’s signature and

date, located at the top left corner of the paper, 1-inch from the top:

APPROVED/DISAPPROVED:

DIRECTOR
DEPARTMENT OF <NAME>

DATE
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2. Cost Neutrality Assessment of Changes in Organizational Structure
Forms. The cost neutrality assessment tool (Excel file) is provided to assist
departments in reflecting the cost impact to positions that are affected by the
reorganization and in identifying the tradeoffs and offsets in the department’s
budget to fund the proposed reorganization.

Form CNA1. This worksheet is used to identify all positions that are
affected by the reorganization. Specified information (refer to instructions)
is to be entered by the department for each position under the current
organization and under the proposed organization. The worksheet will
calculate the salary difference and percent of salary change, and whether
Governor’s approval of the position variance is required. The department is
to provide explanatory comments as necessary. The worksheet will
automatically total all the salary changes to provide a net cost of the
reorganization with respect to affected position salaries. (See attached
Form CNA1, instructions and samples.)

Form CNA2. This worksheet is used to identify the budget tradeoffs/offsets
available to fund the reorganization. Departments are to provide specific
information (refer to instructions) of proposed budget tradeoffs

(e.g., personal services adjustments, such as positions being abolished or
overtime being reduced, and other current service adjustments, such as
reducing consultant contracts, etc.) to make up additional salary costs as
may be necessary. Offsets, such as additional funding appropriated for
new programs/functions, shall also be identified, if applicable. The
worksheet will automatically total all of the budget tradeoffs/offsets and
indicate whether the budget tradeoff savings and offsets are sufficient to
cover the additional salary costs of the reorganization. (See attached
Form CNAZ2, instructions and samples.)

Form CNA3. This worksheet, which focuses on the additional salary costs
of the reorganization, is automatically generated from Form CNA1 and is
intended as a summary for discussion purposes. (See attached

Form CNAZ, instructions and samples.)

The Excel files of these forms may be downloaded from the B&F website.

D. Attachments that document the changes in functional statements shall include the
current and proposed functional statements with accompanying organization charts.

E.

The department director shall establish an internal review and information

dissemination process. The process shall ensure that the proposed changes are

appropriately reviewed by the department’s human resources officer and budget
management or administrative services officer, if they are not part of the task group
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or if there is no task group. The process shall also ensure that information
regarding the change proposal is shared with employees in affected programs after
the proposal has been developed but before the proposal is approved in final.

After the affected employees have been informed, the director shall also have a
process in place to ensure that the department initiates consultation with the
appropriate exclusive collective bargaining (CB) representative regarding the
proposed organizational change. As appropriate, the department may consider
revisions based on the consultation and will apprise the CB representative of the
outcome of the consultation. Following the consultations, the proposed
organizational and/or functional changes shall be submitted to the director for
approval and dissemination.

The director shall review any change request in the context of the following, with the
understanding that approving a proposal certifies that:

1. A cost neutrality assessment of changes in organizational structure has been
completed and the assessment shows that the proposed organization is cost
neutral at the program ID level.

2. If adivision is being created, abolished or being changed organizationally or if
changes are not cost neutral at the program ID level, Governor's approval to
proceed was obtained via B&F.

3. Position variances have been approved by the department director or the
Governor, pursuant to this Administrative Directive or current budget execution
policies.

4. Changes in classification reflected in the proposed organization are consistent
with Statewide classification policies and procedures established by DHRD.

5. The proposed organizational structure is appropriate for the functions to be
performed.

6. All supervisory relationships are accurately reflected and appropriate for the
functions to be performed.

7. The impacts of the reorganization on all personnel are fully described and
supported.

8. Appropriate consultation has taken place and information on the proposed
reorganization has been disseminated and discussed within the affected
organizational units and with affected personnel.

9. Consultation has occurred with CB representatives and, as deemed
appropriate, union input has been taken into consideration in the final proposed
reorganization.
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10. Resources are available within the scope of the director’'s authority to execute

the reorganization.

F. Departmental organizational information shall be updated annually as of June 30th

of each fiscal year. Departments shall distribute electronic copies of the annual
update to the Office of the Governor, Office of the Lieutenant Governor, B&F,

DHRD, the Hawai‘i Government Employees Association and the United Public

Workers by August 1st of the following fiscal year. The Office of the Lieutenant

Governor, as Secretary of State, is responsible for maintaining the public file of the
Executive Branch’s organizational information.

Annual updates of organization and paosition charts and functional statements shall include:

1.

Current organization and position charts and functional statements, which have
been updated to reflect any of the following actions that were approved since
the last annual update:

a. Approved organizational and functional changes.
b. Establishment of new positions.

c. Reclassification of positions.

d. Abolishment of positions.

e. Approved changes in organizational titles.

f.  Minor corrections or adjustments to functional statements that do not
constitute an organizational change as defined in this policy.

g. Positions appropriated but not established at the time of submittal of the
annual update, listed by pseudo number and authorized position title, and
footnoted as “Pending Establishment.”

The organizational charts should include all budgeted permanent and
temporary positions. The total number of full-time equivalent positions reflected
on position organizational charts should not exceed the program’s authorized
position ceilings for permanent and temporary positions.

Position organizational charts should only reflect positions that belong to the
program shown on the charts. Positions belonging to other units that may work
with the program should be shown only on the position organizational chart of
the organization where they formally reside.

The annual update shall not be used as a substitute for making organizational
changes that are subject to the reorganization procedures described herein.
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5. The submitting director is responsible for the accuracy of these annual updates.

Your full cooperation in complying with the provisions of this Administrative Directive is
essential. ‘

With warmest regards,

i sty

David Y. Ige
Governor, State of Hawai'i

Attachments
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<POSITIONNO.>  <SR-XX> <POSITION NO.> <SR-XX> <POSITION NO.> <SR-XX>
CLERICAL SUPPORT (IF CLERICAL SUPPORT (IF CLERICAL SUPPORT (IF
APPLICABLE) APPLICABLE) APPLICABLE)
<POSITION TITLE> <POSITION TITLE> <POSITION TITLE>
<POSITION NO> <SR-XX> <POSITION NO.> <SR-XX> <POSITION NO.> <SR-XX>
<NAME> UNIT <NAME> UNIT <NAME> UNIT
- <POSITION TITLE> - <POSITION TITLE> <POSITION TITLE>
<POSITION NO.> <SR-XX> <POSITION NO.> <SR-XX> <POSITION NO.> <SR-XX>
<NAME> UNIT <NAME> UNIT <NAME> UNIT
— <POSITION TITLE> — <POSITION TITLE> <POSITION TITLE>
<POSITIONNO.> <SR-XX> <POSITIONNO> <SR-XX> <POSITION NO.> <SR-XX>
<NAME> UNIT <NAME> UNIT <NAME> UNIT
— <POSITION TITLE> — <POSITION TITLE> <POSITION TITLE>
<POSITION NO.> <SR-XX> <POSITION NO.> <SR-XX> <POSITION NO.> <SR-XX>




<CURRENT or PROPOSED>

APPROVED/DISAPPROVED:
DIRECTOR
DEPARTMENT OF <NAME>
DATE <NAME> SECTION
<POSITION TITLE>
<POSITION NO.> <SR-XX>
CLERICAL SUPPORT (IF APPLICABLE)
<POSITION TITLE> -
<POSITION NO.> <SR-XX>
| | I
<NAME> UNIT <NAME> UNIT <NAME> UNIT
<POSITION TITLE> <POSITION TITLE> <POSITION TITLE>
<POSITION NO.> <SR-XX> <POSITION NO.> <SR-XX> <POSITION NO.> <SR-XX>
<POSITION TITLE> <POSITION TITLE> <POSITION TITLE> <POSITION TITLE>
—| <POSITION NO., POSITION NO., <POSITION NO., POSITION <POSITION NO., POSITION NO., | <POSITION NO.> <SR-XX>
POSITIONNO.> <SR-XX> NO.> <SR-XX> POSITION NO.> <SR-XX> :
<POSITION TITLE> <NAME> SUBUNIT
| | <POSITION NO., POSITION NO., <POSITION TITLE> POSTIONTITLES <POSITION TITLE>
POSITION NO., POSITION NO.> <POSITION NO.>  <SR-XX> ] <POSITION NO.> <SR-XX>
! <POSITION NO.> <SR-XX>
<SR-XX>
<POSITION TITLE> <POSITION TITLE>
| | <POSITION NO., POSITION NO., <POSITION TITLE> | | <POSITION NO., POSITION NO.,
POSITION NO.> <SR-XX> <POSITION NO., POSITION POSITION NO., POSITION NO., .
NO.> <SR-XX> POSITION NO.>  <SR-XX>
oSN T <POSITION TITLE>
] — | <POSITION NO.> <SR-XX>

<POSITION NO.> <SR-XX>

<POSITION TITLE>

<POSITION NO., POSITION
NO.> <SR-XX>

STATE OF HAWAII
DEPARTMENT OF <NAME>

<NAME> DIVISION

<NAME> BRANCH

<NAME> SECTION
POSITION ORGANIZATION CHART




DEPARTMENT OF COMMERCE AND CONSUMER AFFAIRS
REGULATED INDUSTRIES COMPLAINTS OFFICE
FUNCTIONAL STATEMENT

CURRENT

Provides specialized staff support to the Director of Commerce and Consumer Affairs in
complaint resolution and public information. Provides investigation, complaint resolution, and
enforcement services for the department.

Directs and maintains a centralized complaint resolution program including complaints
against licensed and unlicensed entities subject to regulation by the Professional and
Vocational Licensing Division.

Coordinates resolution of complaints with other governmental agencies. Confers with
other enforcement agencies and establishes cooperative investigation procedures.

Analyzes and researches trends in consumer complaints and provides
recommendations to the director on possible changes to regulations, laws, or policy.

Receives complaints on those licensees under the Professional and Vocational
Licensing Division.

Conducts investigations for the Professional and Vocational Licensing Division, the
Business Registration Division and Division of Financial Institutions.

Provides enforcement or inspectional services to the department.

Interviews complainants, respondents, withesses and other agencies or parties to
ascertain data and facts necessary to the investigation.

Prepares detailed reports of findings and recommendation; follow up on corrective
action, participate in informal conferences or formal hearings.

Prosecutes licensed entities in administrative hearings and unlicensed entities in Circuit
Court.

Maintains investigation records and files.

Assists divisions by recommending rules and regulations concerning enforcement
problems.

Provides the public with information on professional and vocational licensees’ reliability
and performance records based on complaint files.

Prepares and serves departmental subpoenas.
Serves as departmental liaison on the neighbor islands including proctoring exams,

distributing forms, answering general departmental inquiries about rules, statutes, and
procedures, and filling out forms.



DEPARTMENT OF COMMERCE AND CONSUMER AFFAIRS
INFORMATION OFFICE
FUNCTIONAL STATEMENT

CURRENT

Serves as a source of information about the department and its activities to the public and the
media. Promotes the best interests of the public in providing pertinent information and
education.

o Conducts a department public information program by providing general information on
and the policies of the department through news releases, brochures and in answer to
queries.

e Conducts consumer information and education programs of the laws, services, activities,
and programs of the department through the Department of Education, the news media,
and publication of literature distributed to the public.

e Provides a consolidated intake and/or referral service on behalf of all divisions and
offices of the department.

e Provides consumer alerts on questionable products, recall notices, and business
advisories.

¢ Provides information on final disciplinary actions against entities operating
unprofessionally.



DEPARTMENT OF COMMERCE AND CONSUMER AFFAIRS
INFORMATION/COMMUNICATIONS OFFICE
FUNCTIONAL STATEMENT

PROPOSED

Establishes and maintains contacts with the media. Disseminates the latest information on
departmental matters to the public through news releases and updates. Provides consumer
education services and programs throughout the State. Facilitates the department’s internal
and external communications.

¢ Disseminates, through the media, news releases and updates to educate, inform, and
alert consumers in matters that relate to the department.

e Provides, through the media, consumer alerts on questionable products, recall notices,
and business advisories.

o Addresses current concerns raised by the consumer regarding the department, its
services, activities and licensed or unlicensed entities under the department’s jurisdiction
by preparing news releases and updates for media dissemination.

o Develops brochures providing general information on the policies of the department.

e Conducts consumer education and information programs of the laws, services, activities,
and programs of the department through the Department of Education, the news media,
and publication of literature distributed to the public.

¢ Provides an internal informational program to educate and inform employees and
members of the department’s boards, commissions and committees about the
department’s programs, policies and objectives.

o Prepares departmental newsletter for distribution to employees.



DEPARTMENT OF COMMERCE AND CONSUMER AFFAIRS
REGULATED INDUSTRIES COMPLAINTS OFFICE
FUNCTIONAL STATEMENT
PROPOSED

Provides specialized staff support to the Director of Commerce and Consumer Affairs in
complaint resolution and public information.

¢ Directs and maintains a centralized intake and/or referral service for the department.

e Coordinates resolution of complaints with other governmental agencies. Confers with
other enforcement agencies and establishes cooperative investigation procedures.

e Analyzes and researches trends in consumer complaints and provides
recommendations to the Director on possible changes to regulations, laws, or policy.

e Assists divisions by recommending rules and regulations concerning enforcement
problems.

LEGAL STAFF

¢ |Initiates administrative disciplinary proceedings against licensees and files civil lawsuits
against unlicensed entities.

¢ Resolves cases both formally and informally.

e Prosecutes licensed entities in administrative hearings and unlicensed entities in Circuit
Court.

e Prepares departmental subpoenas.

o Enforces departmental subpoenas before the Circuit Court.

INVESTIGATION STAFF

Provides intake, investigation, complaint resolution, and enforcement services.
Oahu Office

Receives, processes, mediates, and investigates complaints. Provides information to the
public, serves subpoenas, and conducts inspections.

Clerical Section
Provides clerical support to the Oahu Investigation Staff.
¢ Maintains the Regulated Industries Complaints Office’s investigation records and files.

e Provides the public with information on businesses and licensees’ reliability and
performance records based on complaint files.

¢ Provides information on final disciplinary actions against entities operating
unprofessionally.



Consumer Complaints Section

Provides a consolidated intake and/or referral service on behalf of all divisions and offices of the
department.

Receives, reviews, and processes all complaints and inquiries.

Conducts consumer complaints intake: determines jurisdiction, mediates disputes to
resolution or conducts preliminary investigations by ensuring receipt of supporting
evidence, opens a case for future investigation and prosecution.

Refers case to the appropriate division or office within the department or to other
agencies within the State.

Provides the public with information on the department and its policies in answer to
queries.

Refers the public to the proper governmental or private agency in the State if the
information requested is not under the department’s jurisdiction.

Investigation Section

Conducts investigations for the Professional and Vocational Licensing Division, the Business
Registration Division, and the Division of Financial Institutions.

Interviews complainants, respondents, witnesses, and other agencies or parties to
ascertain data and facts necessary to the investigation.

Facilitates settlements between parties.

Provides enforcement or inspectional services on behalf of the Professional and
Vocational Licensing Division.

Prepares detailed reports of findings and recommendation; follows-up on corrective
action, participates in informal conferences or formal hearings.

Serves departmental subpoenas.

Neighbor Island Offices (Hilo, Kona, Kauai and Maui)

Provides a consolidated intake and/or referral service on behalf of the department. Conducts
investigations for the Professional and Vocational Licensing Division, Business Registration
Division, and Division of Financial Institutions. Serves as departmental liaison.

Conducts consumer complaints intake; provides a referral and information service on
behalf of the department.

Conducts investigations; facilitates settlements between parties; prepares detailed
reports of findings and recommendation; follows-up on corrective action participates in
informal conferences or formal hearings.

Provides enforcement or inspectional services on behalf of the Professional and
Vocational Licensing Division.

Serves departmental subpoenas.



FORM CNA1
FORM CNA2
FORM CNA3

INSTRUCTIONS FOR COST NEUTRALITY ASSESSMENT FORMS CNA1, CNA2
AND CNA3

Form CNA1:

This worksheet is used to identify all positions that are impacted by the proposed
reorganization. Examples of the affected position being directly impacted by the
proposed reorganization include but are not limited to: the position having a change in
supervisor; the position being re-classified; and the position being moved into a different
organizational segment. Each row should include specific information as identified in
the current budget details (refer to the descriptions below) for each position under the
current organization and under the proposed organization. The worksheet will calculate
the salary surplus/shortfall and percentage of salary change, and whether the
Governor’s approval of the position variance is required. This worksheet will also total
up all the salary changes to provide a net cost of the reorganization with respect to the
affected position salaries.

When starting this worksheet input the department name in the third row; this will
subsequently input the department name in Forms CNA2 and CNAGS for the
department’s convenience. When data input is complete, unused rows are to be
hidden. Form CNA1 must be attached to the reorganization request.

Current Organization

Program ID/Org Code: Input the program ID and organization code for the affected
position(s).

Position No.: Input the position number for the affected position(s).

Permanent/Temporary: Indicate whether the affected position(s) are permanent or
temporary. A drop-box including both options will appear when the cell is left-clicked.

MOEF: Input the MOF for the affected position(s).

Position Title: Input the position title(s).
FTE: Input the FTE for the affected position(s).
Budgeted Salary: Input the budgeted salary for the affected position(s).

BU (Bargaining Unit): Input the bargaining unit for the affected position(s).

Organizational Segment: Input the current organizational segment for the affected
position(s) as indicated in the current organization chart. Organizational segments are
defined in Administrative Directive 17-01(Definitions)(B).




Supervisor Position No.: Input the position number for the supervisor of the affected
position(s).

Supervisor Position Title: Input the position title for the supervisor of the affected
position(s).

Current Organization Breakdown by MOF: These fields will be automatically generated
and will add the FTE and salaries by MOF for all positions inputted in this section.

Proposed Organization

Program ID/Org Code: Input the program ID and organization code for the affected
position(s).

Position No.: Input the position number for the affected position(s).

Permanent/Temporary: Indicate whether the affected position(s) are permanent or
temporary. A drop-box including both options will appear when the cell is left-clicked.

MOE: Input the MOF for the affected position(s).

Position Title: Input the proposed position title(s) for the affected position(s).
FTE: Input the FTE for the affected position(s).
Budgeted Salary: Input the budgeted salary for the affected position(s).

BU (Bargaining Unit): Input the bargaining unit for the affected position(s).

Organizational Segment: Input the current organizational segment for the affected
position(s). Organizational segments are defined in Administrative Directive 17-
01(Definitions)(B).

Supervisor Position No.: Input the position number for the supervisor of the affected
position(s).

Supervisor Position Title: Input the position title for the supervisor of the affected
position(s).

Proposed Organization Breakdown by MOF: These fields will be automatically
generated and will add the FTE and salaries by MOF for all positions inputted in this
section.

Note: Authorized budgeted positions not currently placed on the organization
charts that are being added to an organizational segment through a proposed
reorganization should have the position’s information inputted in the Proposed
Organization section of this worksheet while the information in Current
Organization should be left blank.

Change Summary

Salary Surplus/Shortfall: This field is automatically generated and will calculate the
salary surplus/shortfall between the current and proposed organization for the affected




position(s). A negative number indicates a salary deficit that will need to be offset with
information inputted in Form CNA2.

% Salary Change: This field is automatically generated and will calculate the salary
increase(s) (represented as a percentage) between the current and proposed
organization for the affected position(s).

Governor Approval of Variance Needed: This field is automatically generated and will
produce a “Yes” or a “No” to indicate if the Governor’s approval through B&F is needed
for a position variance. Note: Refer to the current budget execution policies for position
variances that require the Governor’s approval through B&F.

Comments: Provide explanatory comments describing the proposed change in
organization as necessary. (Ex. New position added through Act 49, SLH 2017),
Position to be re-described, etc.)

Change Summary Breakdown by MOF: These fields will be automatically generated and
will show the FTE difference, salary surplus/shortfall, and % salary change by MOF.

Note: See Sample Form CNA1 (1) and Sample Form CNA1 (2).



Form CNA2:

In this worksheet, departments are to provide specific information for each line item in
the budget details being used as a tradeoff/offset to fund the additional salary costs
produced by the reorganization. This worksheet will total up all the budget
tradeoffs/offsets and indicate whether the budget tradeoff/offset savings are sufficient to
cover the additional salary costs of the proposed reorganization. Form CNA2 must be
attached to the reorganization request.

Personal Services

Proqg ID/Org Code: Input the program ID and organization code for the affected line
item.

Position No./Line No.: Input the position number or line number for the affected line
item.

Table ID: Input the table ID for the affected line item. A drop-box will appear when the
cell is left-clicked on and will display J1, J1A, and T1.

MOEF: Input the MOF for the affected line item. Note: the line items listed should have
the same MOF for salary surplus/shortfall produced by the proposed reorganization in
Form CNA1.

Position Title/Other Personnel Services: Input the position title or other personnel
services description for the affected line item.

FTE: Input the FTE for the affected line item.

Trade Off/Offset Amount: Input the amount to be used as a tradeoff/offset from the
affected line item to balance the salary surplus/shortfall from the proposed
reorganization.

Comment: Input explanations for the affected line item tradeoffs/offsets as necessary.
Others

Prog ID/Org Code: Input the program ID and organization code for the affected line
item.

Line No.: Input the line number for the affected line item.
Table ID: Input the table ID for the affected line item.

MOEF: Input the MOF for the affected line item.

Description: Input the description for the affected line item.
Object Code: Input the object code for the affected line item.

Trade Off/Offset Amount: Input the amount to be used as a tradeoff/offset from the
affected line item to fund the additional salary costs from the proposed reorganization.




Comment: Input explanations for the affected line item tradeoffs/offsets as necessary.

Note: If more than nine line item tradeoff/offsets are necessary in either personal
services or other current expenses, right-click on the row that says “ADD NEW
LINE ABOVE”, and left-click “Insert” to create a new row.

Tradeoffs/Offsets Summary by MOF

MOF and Salary Surplus/Shortfall: These are automatically generated fields that will
display the MOFs and the salary surplus/shortfalls produced by the proposed
reorganization in Form CNA1.

Tradeoffs/Offsets Amount: This is an automatically generated field that will total up the
tradeoffs/offsets by MOF from both the personal services and other current expenses
line item tradeoffs/offsets.

Salary Surplus/Shortfall + Tradeoffs/Offsets: This is an automatically generated field
that will display if the reorganization is cost-neutral.

Comment: Input explanatory comments for the affected MOFs as necessary.

Note: See Sample Form CNA2 (1) and Sample Form CNA2 (2).



Form CNA3:

This worksheet is an automatically generated summary of the proposed organization
and is intended to be a simplified reference for discussion purposes. Before
submission, the unused rows should be manually hidden. Form CNA3 must be
attached to the reorganization request.

Note: See Sample Form CNA3 (1) and Sample Form CNA3 (2).



Current Organization

Position Title FTE  Budgeted BU

salary

Current Organization Breakdown by MOF
Summary FIE  Total
salary

[INPUT DEPARTMENT HERE]
COST NEUTRALITY ASSESSMENT FORM 1

Proposed Organization

Position Permanent/ MOF Position Title FTE  Budgeted BU
Temporary salary

Proposed Organization Breakdown by MOF
MOF Summary FTIE  Total
Salary

Form CNA1
11/18/2019

Governor's approval required when  20%
salary difference exceeds:
Change Summary

Salary  %Salary  Governor Approval of Comments
Surplus/  Change Variance Needed
Shartfall

Change Summary Breakdown by MOF
MOF FTE Salary % Salary
Difference ~ Surplus/  Change
all

Form Date: 11/1/17



Prog ID/Org
Code

ADD NEW LINE

Prog ID/Org
Code

ADD NEW LINE

MOF

Position No./Line
No.

Line No.

Salary Surplus/
Shortfall

Table ID

Table ID

Tradeoffs/ Offsets Salary Surplus/Shortfall +

Amount

MOF

MOF

Tradeoffs/Offsets

COST NEUTRALITY ASSESSMENT FORM 2

Personal Services
Position Title/Other Personal Services

Others
Description

Tradeoffs/Offsets Summary by MOF

FTE

Object
Code

Trade Off/Offsets
Amount

Trade Off/Offsets
Amount

Comments

Comment

Comment

Form CNA2
11/18/2019

Form Date: 11/1/17



Program
ID/Org Code

Position Permanent/ MOF

No.

Temporary

MOF

Current Organization
Position Title

Current Organization Breakdown by MOF
Summary

COST NEUTRALITY ASSESSMENT FORM 3

FTE Budgeted BU Program Position Permanent/ MOF
Salary ID/Org Code No. Temporary
FTE  Budgeted MOF

Salary

Proposed Organization
Position Title

Proposed Organization Breakdown by MOF
Summary

FTE Budgeted BU Salary

Salary Surplus/
Shortfall
FTE  Budgeted MOF
Salary

Form CNA3
11/18/2019

Change Summary
% Salary  Governor Approval of
Change Variance Needed

Change Summary
FTE Salary Surplus/
Shortfall

Tradeoffs/Offsets From CNA 2

MOF

Amount Cost Neutral

Form Date: 11/1/17



Program
1D/Org Code

AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA

AGR101GA

Position
No.

97299

12495

23701

13309

23702

5615

23703

31095

Permanent/ MOF

Temporary
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

Permanent

Current Organization

w

w

13

13

13

13

13

13

Position Title FTE Budgeted BU

Salary
B Office Assistant Il 1.00 25,359
B Office Assistant Il 1.00 24,249
B Business Loan Officer Il 1.00 81,372
B Business Loan Officer | 1.00 59,448
B Business Loan Officer | 1.00 78,231
B Business Loan Officer | 1.00 63,293
B Business Loan Officer | 1.00 58,382
B Business Loan Officer | 1.00 58,920

Current Organization Breakdown by MOF

MOF Summary FTE Total

salary
B Special Funds 8.00 449,254

Organizational Segment

Clerical Services
Clerical Services

Oahu District Branch
Oahu District Branch
Oahu District Branch
Hawaii District Branch
Hawaii District Branch

Hawaii District Branch

Supervisor
Position No.

19303
19303
19303
23701
23701
19303
19303

19303

Supervisor Position Title

Agricultural Loan Administrator
Agricultural Loan Administrator
Agricultural Loan Administrator
Business Loan Officer Il

Business Loan Officer Il

Agricultural Loan Administrator
Agricultural Loan Administrator

Agricultural Loan Administrator

Program
1D/Org Code

AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA

AGR101GA

Position
No.

97299

12495

23701

13309

23702

5615

23703

31095

DEPARTMENT OF AGRICULTURE
COST NEUTRALITY ASSESSMENT FORM 1

Proposed Organization

IS

w

13

13

13

13

13

13

Permanent/ MOF Position Title FTE Budgeted BU
Temporary Salary
Permanent B Clerical Supervisor Il 1.00 34,566
Permanent B Office Assistant Il 1.00 24,249
Permanent B Business Loan Officer Il 1.00 81,372
Permanent B Business Loan Officer | 1.00 59,448
Permanent B Business Loan Officer Il 1.00 85,448
Permanent B Business Loan Officer | 1.00 63,293
Permanent B Business Loan Officer | 1.00 58,382
Permanent B Business Loan Officer | 1.00 58,920

Proposed Organization Breakdown by MOF
MOF Summary FTE Total
salary
B Special Funds 8.00 465,678

Organizational Segment

Clerical Services
Clerical Services

Oahu District Branch
Oahu District Branch
Hawaii District Branch
Hawaii District Branch
Hawaii District Branch

Hawaii District Branch

Supervisor
Position No.

19303
97299
19303
23701
19303
23702
23702

23702

Supervisor Position Title

Agricultural Loan Administrator
Clerical Supervisor Il
Agricultural Loan Administrator

Business Loan Officer Il
Agricultural Loan Administrator

Business Loan Officer |

Business Loan Officer |

Business Loan Officer |

Governor's approval required when 20%

salary difference exceeds:

Sample Form CNA1 (1)
11/18/2019

Change Summary

salary %Salary  Governor Approval of
Surplus/ Change Variance Needed
Shortfall
(9,207)  36.31% Yes
- 0.00% No
- 0.00% No
- 0.00% No
(7,217)  9.23% No
- 0.00% No
- 0.00% No
- 0.00% No

Change Summary Breakdown by MOF
F

Salary % Salary
Difference  Surplus/  Change
Shartfall
B 0.00 (16.424)  3.66%

Comments

Position to be reclassified to Clerical Supervisor Il
to supervise Clerical Services.

Clerical Supervisor Il (Pos. 97299) become new
supervisor.

Position to be reclassified to Business Loan
Officer Il and transferred to Hawaii District
Rranch in a sunervisorv canacitv

Business Loan Officer Il (Pos. 23702) becomes
new supervisor.

Business Loan Officer Il (Pos. 23702) becomes
new supervisor.

Business Loan Officer Il (Pos. 23702) becomes
new supervisor.

Form Date: 11/1/17



Prog ID/Org
Code

ADD NEW LINE
Prog ID/Org
Code
AGR101GA

AGR101GA

ADD NEW LINE

MOF

Position No./Line Table ID MOF
No.
Line No. Table ID MOF
28 B
29 B

Salary Surplus/  Tradeoffs/ Offsets Salary Surplus/Shortfall +

Shortfall Amount Tradeoffs/Offsets
(16,424) 16,424 -

DEPARTMENT OF AGRICULTURE
COST NEUTRALITY ASSESSMENT FORM 2

Personal Services
Position Title/Other Personal Services

Others
Description

Travel, Intrastate

Subsistence, Intrastate

Tradeoffs/Offsets Summary by MOF

FTE

Object
Code

4200

4300

Sample Form CNA2 (1)
11/18/2019

Trade Off/Offsets Comment
Amount

Trade Off/Offsets Comment
Amount

8,500 AGR101 anticipates less intrastate travel with this reorganization.

7,924 AGR101 anticipates less intrastate travel with this reorganization.

Comments

Form Date: 11/1/17



Program
ID/Org Code

AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA

Position

No.

97299
12495
23701
13309
23702
5615
23703
31095

Permanent/ MOF

Temporary

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

WO W®®E®

MOF

Current Organization
Position Title

Office Assistant I

Office Assistant I

Business Loan Officer Il
Business Loan Officer |
Business Loan Officer |
Business Loan Officer |
Business Loan Officer |
Business Loan Officer |

Current Organization Breakdown by MOF
Summary

Special Funds

FTE

1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

FTE

8.00

Budgeted
Salary

25,359
24,249
81,372
59,448
78,231
63,293
58,382
58,920

Budgeted

Salary
449,254

BU

13
13
13
13
13
13

DEPARTMENT OF AGRICULTURE

COST NEUTRALITY ASSESSMENT FORM 3

Program
ID/Org Code

AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA
AGR101GA

Position Permanent/ MOF

No.

97299
12495
23701
13309
23702
5615
23703
31095

Temporary

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

OO W®®E®E

MOF

Proposed Organization
Position Title

Clerical Supervisor Il
Office Assistant Il
Business Loan Officer Il
Business Loan Officer |
Business Loan Officer Il
Business Loan Officer |
Business Loan Officer |
Business Loan Officer |

Proposed Organization Breakdown by MOF
Summary

Special Funds

FTE

1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

FTE

8.00

Budgeted
Salary

34,566
24,249
81,372
59,448
85,448
63,293
58,382
58,920

Budgeted

Salary
465,678

BU

13
13
13
13
13
13

Sample Form CNA3 (1)

11/18/2019
Change Summary
Salary % Salary  Governor Approval of
Surplus/ Change Variance Needed
Shortfall
(9,207) 36.31% Yes
- 0.00% No
- 0.00% No
- 0.00% No
(7,217) 9.23% No
- 0.00% No
- 0.00% No
- 0.00% No
Change Summary
MOF FTE Salary Surplus/
Shortfall
B 0.00 (16,424)

Tradeoffs/Offsets From CNA 2
MOF Amount Cost Neutral
B 16,424.00 Yes

Form Date: 11/1/17


https://16,424.00
https://16,424.00

Program
1D/Org Code

AGR171BE
AGR171BE
AGR171BE

AGR171BE

Position
No.

6433

11355

118864

10403

Permanent/ MOF

Temporary

Permanent

Permanent

Permanent

Permanent

Current Organization

Position Title FTE  Budgeted BU  Organizational Segment
Salary
A Office Assistant IV 1.00 29,763 3 Market Development Branch
A Economic Development Specialist VI 1.00 71,100 13 Market Development Branch
A Economic Development Specialist V 1.00 58,440 13 Market Development Branch
A Economic Development Specialist IV 1.00 63,843 13 Market Development Branch

Current Organization Breakdown by MOF

MOF Summary FTE Total
Salary
A General Funds 4.00 223,146

Supervisor
Position No.

11355

6173

11355

11355

Supervisor Position Title

Economic Development Specialist VI
Agricultural Marketing Administrator
Economic Development Specialist VI

Economic Development Specialist VI

Program
1D/Org Code

AGR171BE
AGR171BE
AGR171BE
AGR171BE

AGR171BE

Position
No.

122052

6433

11355

118864

10403

DEPARTMENT OF AGRICULTURE
COST NEUTRALITY ASSESSMENT FORM 1

Proposed Organization

Permanent/ MOF Position Title FTE Budgeted BU
Temporary Salary
Permanent A Market Development Branch Manager ~ 1.00 85,890
Permanent A Office Assistant IV 1.00 29,763 3
Permanent A Economic Development Specialist VI 1.00 71,100 13
Permanent A  Economic Development Specialist V 1.00 58,440 13
Permanent A Economic Development Specialist IV 1.00 63,843 13

Proposed Organization Breakdown by MOF
MOF Summary FTE Total
Salary
A General Funds 5.00 309,036

Organizational Segment

Market Development Branch
Market Development Branch
Market Development Branch
Market Development Branch

Market Development Branch

Supervisor
Position No.

6173
122052
122052
122052

122052

Supervisor Position Title

Agricultural Marketing Administrator

Market Development Branch Manager
Market Development Branch Manager
Market Development Branch Manager

Market Development Branch Manager

Sample Form CNA1 (2)
11/18/2019

Governor's approval required when
salary difference exceeds:

20%

Change Summary

salary %Salary  Governor Approval of Comments
Surplus/ Change Variance Needed
Shortfall
(85,890)  N/A N/A
- 0.00% No
- 0.00% No
- 0.00% No
- 0.00% No

Change Summary Breakdown by MOF

MOF FTE salary % Salary
Difference  Surplus/ Change

Shortfall
A -1.00 (85,890)  38.49%

Form Date: 11/1/17



Prog ID/Org
Code

AGR171BE

ADD NEW LINE

Prog ID/Org
Code

ADD NEW LINE

MOF

Position No./Line Table ID MOF
No.
14023A J1 A
Line No. Table ID MOF

Salary Surplus/  Tradeoffs/ Offsets Salary Surplus/Shortfall +

Shortfall Amount Tradeoffs/Offsets
(85,890) 85,890 -

DEPARTMENT OF AGRICULTURE
COST NEUTRALITY ASSESSMENT FORM 2

Personal Services

Position Title/Other Personal Services

Market Development Branch Manager

Others
Description

Tradeoffs/Offsets Summary by MOF

FTE

1.00

Object
Code

Sample Form CNA2 (2)
11/18/2019

Trade Off/Offsets Comment
Amount

85,890 New position added to MDB. Budgeted and authorized through Act 134,
SLH 2013.

Trade Off/Offsets Comment
Amount

Comments

Form Date: 11/1/17



Program
ID/Org Code

AGR171BE
AGR171BE
AGR171BE
AGR171BE

Position
No.

6433
11355
118864
10403

Permanent/ MOF

Temporary

Permanent
Permanent
Permanent
Permanent

> > > >

MOF

Current Organization
Position Title

Office Assistant IV

Economic Development Specialist VI
Economic Development Specialist V
Economic Development Specialist IV

Current Organization Breakdown by MOF
Summary

General Funds

FTE

1.00
1.00
1.00
1.00

FTE

4.00

Budgeted
Salary

29,763
71,100
58,440
63,843

Budgeted

Salarv
223,146

BU

13
13
13

DEPARTMENT OF AGRICULTURE
COST NEUTRALITY ASSESSMENT FORM 3

Program  Position Permanent/ MOF
ID/Org Code  No. Temporary

AGR171BE 122052 Permanent A
AGR171BE 6433 Permanent A
AGR171BE 11355  Permanent A
AGR171BE 118864 Permanent A
AGR171BE 10403  Permanent A

MOF
A

Proposed Organization
Position Title

Market Development Branch Manager
Office Assistant IV

Economic Development Specialist VI
Economic Development Specialist V
Economic Development Specialist IV

Proposed Organization Breakdown by MOF
Summary

General Funds

FTE

1.00
1.00
1.00
1.00
1.00

FTE

5.00

Budgeted
Salary

85,890
29,763
71,100
58,440
63,843

Budgeted

Salarv
309,036

BU

13
13
13

Sample Form CNA3 (2)
11/18/2019

Change Summary
Salary % Salary  Governor Approval of
Surplus/ Change Variance Needed
Shortfall
(85,890) N/A N/A
- 0.00% No
- 0.00% No
- 0.00% No
- 0.00% No
Change Summary
MOF FTE Salary Surplus/
Shortfall
A 1.00 (85,890)

Tradeoffs/Offsets From CNA 2
MOF Amount Cost Neutral
A 85,890.00 Yes

Form Date: 11/1/17


https://85,890.00
https://85,890.00
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