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(Office Name)

	Position Title, Series and Grade
	New or Vacant
	Justification*
	Impact if not filled

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* In the justification section, include an explanation of why the responsibilities of this position cannot be absorbed within your existing complement of staff.  This may require explaining in greater detail all of the positions currently in your organization, including a description of major responsibilities.
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