Prepared by the Personnel Managenent O ffice.
This replaces Adm nistrative Procedure No. A9.045

dat ed Cctober 1984

January 1985

GENERAL

This Administrative Procedure was abolished on April 14, 1997
per Administrative Procedures Memorandum No. 97-4 signed by
Senior Vice President for Administration Eugene S. Imal.

A9. 045 PROCESSI NG OF REQUEST FOR VARI ANCE

1

Pur pose.

To specify the procedure for obtaining approval by the Board
of Regents of requests for variances involving changes in
series and class for permanent positions authorized in the
current Appropriations Act in conpliance with the Governor's
exenption to June 30, 1985 (unl ess extended by the Governor)
fromthe prior-concurrence provisions of the Governor's

Adm ni strative directive 1981-82, Policy and Procedure on
Requesting Approval to Establish Pernmanent Positions Varying
from Series and C ass Authorized in the Current
Appropriations Act. (Governor's Menorandum of August 17,
1984 to Chai rman, Board of Regents of the University of
Hawai i )

2. hj ect i ves.

a. To place the responsibility on Chancellors and Vice
Presidents (hereafter referred to as Chancellors) for
the preparation and justification of variance requests.

b. To provide the Board or Regents with sufficient
information to act on variance requests requiring its
approval .

C. To provide the Governor with the information requested

on variances approved by the Board of Regents.

3. Pr ocedur e.

a. Systemwi de Budget O fice

The Systemm de Budget O fice wll prepare the
Legi sl ative Appropriation BJ-1 Table for personal
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services which is a listing of all permanent,

aut hori zed and budgeted positions for the biennial
budgetary period. This is the base docunent upon which
a determnation as to whether or not a variance
approval is required will be nmade. A copy of the BJ-1
Tabl e which reflects details of the Appropriations Act
is to be sent to each Chancellor at the end of each
Legi sl ati ve Sessi on.

Chancel | ors

(1) Chancellors should plan for changes in series and
class (variance) of permanent positions authorized
in the Appropriations Act by reflecting such
changes in the BJ-1 Table in accordance with the
appl i cabl e budget instructions during the
preparation of the biennial budget for
i ncorporation into the next Appropriations Act.

(2) Chancellors are responsible for preparing and
justifying variance request for the Board's
approval if urgent and unforeseen program and
personnel needs arise between regul ar budget
subm ssi ons which require a change in series and
class of a position listed in the BJ-1 Table. Any
gquestion concerning the BJ-1 Table should be
resolved with Budget O fice. Variance requests
are necessary in the foll ow ng instances:

(a) Changes between cl assification plans for:

Executi ve/ Manageri al positions
Faculty positions

Graduat e Assi stant positions
Adm ni strative, Professional and
Techni cal (APT) positions

Civil Service positions

(b) Changes between series within either the APT
or civil service classification plans
wher eby:

t he change invol ves the novenent to a
cl ass whi ch maxi nrum step of the pay
range exceeds that authorized in the
budget (e.g., UH Adm nistrative O ficer
|, P03, to UH Fiscal Accounting
Specialist Il, P05 (See Note 3 for
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exception.)

a change in bargaining unit is effected
(e.g., Janitor I, WB02, to O erk-Typi st
1, SR-8)

the establishnment and cl assification of
a new position is contrary to that

aut hori zed (e.g., BJ-1 Table shows
budgetary aut horization for a UH G aphic
Artist, POL, but the positionis to be
established and classified as a UH
Publ i cati ons Specialist I, P03)

Not es: 1. The O assification and
Conpensati on Section of the
Per sonnel Managenent O fice
shoul d be consulted on the
proposed cl assification of a
position.

2. No variance is required for
changes within the
classification plans for
executive/ Managerial, faculty
and G aduate Assi stant
positions, respectively.

3. The cl asses UH Admi ni strative
and Fi scal Support Specialist,
P01, and UH Educational and
Academ ¢ Support Speci ali st,
P01, are generic entry |evel
classes for the Adm nistration
and Fiscal and the Research
Teachi ng, Academ c Support and
Curatorial occupational
groups. Changes in
classification fromeither of
these entry level classes to
another class in the
respecti ve occupational group
shal |l not be considered to
require a variance (e.g., UH
Fiscal and Adm nistrative
Support Specialist, P01, to UH
Fi scal Accounting Special i st
|, PO3).
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(3) A Request for variance is to include the
fol | ow ng:

(a)

A nmenor andum from the Chancellor to the

Pr esi dent

requesting the Board of

Regents' approval. At a mnimumthis
menorandum i s to include:

The |

ustification for the vari ance

by stipulating the

The i
outli

probl emto be addressed;

reason this was not able to be
addressed in the preparation
of the current budget;

viability of alternatives to
the variance (i.e. reallocate
exi sting properly classified
posi tions, reorganizations,
etc.);

reason the variance is the
best sol ution; and

reason the variance nust be
i npl emented prior to the next
budget fornmul ati on peri od.

npact of the variance by
ni ng

benefits that will be achi eved
with the vari ance;

potential direct and indirect
cost increases and savi ngs
resulting fromthe variance;
and

identifying the budgeted
source savings that wll be
used to neet any additional
cost resulting fromthe

vari ance, discussing why the
savi ngs are avail abl e now and
in the future.
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(b) A conpleted Variance |Infornmation Form
(Attachnment A).

(c) A conpleted Request for Position Action,
SF- 1.

(d) A revised position description
reflecting the new duties and
responsibilities assigned to the
position for which a variance is being
request ed.

(e) An organization chart show ng the
| ocation of the position for which the
variance is being requested. If a
position is being transferred from one
organi zation to another, the chart of
the | osing organization is to be
i ncluded al so. Additionally, the
positions reflected in the organization
charts are to be reconciled with the
| atest Position Verification List,
Report NO. 1290, to ensure that al
aut hori zed positions are accurately
reported.

(f) If a variance is necessary due to a
reorgani zation, the reorganization
proposal is to be submtted together
with the variance request.

Ofice of the President

(1)

(2)

(3)

The request will be reviewed for conpleteness with
respect to the information requested.

| f the variance involves a change in bargaining
unit, the affected union will be notified of the
proposed bargai ning unit change.

If a variance is due to a proposed reorgani zation
whi ch requires BOR approval, the variance request
and the proposed reorgani zation are to be
transmtted to the Board for approval. If a
variance is due to a proposed reorgani zati on which
does not require the Board' s approval, the

vari ance request will be transmtted for approval
and the approved reorganization is to be attached
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to the variance request for information.

Board of Regents

The Board of Regents will act on the variance request
as appropri ate.

(1)

(2)

(3)

(4)

The governor and the Director of Budget and
Finance will be notified of the approved vari ance.

Chancellors will be notified of the Board's
actions.

The Hawaii Public Enploynent Rel ations Board
(HPERB) wi Il be petitioned to a approve bargaining
uni t changes.

The President will informthe appropriate state
agencies and University adm nistrators of approved
reorgani zati ons.
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Attachment A

VARI ANCE | NFORMATI ON FORM

(To be submitted together with Request for Position Action, SF-1, Position
Description and Organi zation Chart)

Requested by: Department/Ofice

Col | ege

Campus

Program Titl e: Program |.D. No.

From (As authorized in Appropriation Act):

Posi ti on No:

Classification Title:

Sal ary Range:

FTE:

Amount budgeted for position: $ for
current fiscal year

Vacant Filled (check one)

To (requested change):

Classification Title:

Sal ary Range:

FTE:

New Sal ary: $ annual | y.

Note: Justification for and inmpact of variance are provided in the menorandum
to the Board of Regents.



