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This is to advise you of the change the Office of Human Resources (OHR) will be making to the serial numbers for Administratively Established (AE) positions.





The Budget Office establishes AE positions for the Department of General Services and Contract Fiscal Services (CFS) establishes AE positions for our Client Agencies.  These positions are normally established for one to two years and expire on June 30th of a fiscal year.  At the end of the expiration date of the AE position, the position must be re-established as an AE position or established on a permanent basis. 





In order for the Office of Fiscal Services and OHR to be able to readily identify the AE positions, we will be converting existing AE positions to 600 through 699 serial numbers.  Any reclassifications of AE positions will also be established in 600 through 699 serial numbers.





If you currently have any AE positions, you will receive a listing reflecting the change in the AE position numbers after the conversion is completed.  The listing will include the old AE position number, the new AE position number, the current incumbent and the expiration date of the AE position number.  





After you have received this information, please make these changes to your organizational (org) charts.  You will still need to identify the expiration date of the positions on the org chart.  Example: 


* AE through June 30, 1999 or * AE through June 30, 2000.





If you have any questions regarding this memorandum, please contact your assigned Personnel Analyst or Personnel Service Specialist/Supervisor.














LYNN W. CATANIA, Manager


Personnel Operations Section





LWC:BJO 





cc:	Cec Wallin, Office of Fiscal Services


	Personnel Analysts


	Personnel Transactions
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