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Position Changes Flow Chart

Change in Org Charts, Account Codes, 
Supervisor, FTE, Continuation of Temporary 

Assignment OR Redescription of Position 
(Attach Updated Position with SF-1 or HRD1)

Is this for APT/
Faculty or Civil 

Service?

APT/Faculty Civil Service Position

Complete SF-1 
(pink paper) Complete HRD1

Route for Signatures: 
1st: Dean/Director/Designee 
2nd: Fiscal Administrator 
3rd: VP/Senior VP/Chancellor

Submit 
to HR for 
Approval

For APT Only

Administrator/Supervisor 
enters approved Position 

Description in Position 
Description Generator (PDG)

Digitally routes within PDG: 
1st: HR 
2nd: Vice Chancellor of 
Administration Services 
3rd: Chancellor

https://www.pers.hawaii.edu/hrin/pdg/
https://www.pers.hawaii.edu/hrin/pdg/
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/sf-1-temp-with-digital-sig.pdf
http://dhrd.hawaii.gov/wp-content/uploads/2013/10/HRD-1-rev10-1-13.xls
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