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Heads of Service
ANNEX 4

Example of Establishment Review report template

Directorate




Service Area




Establishment figure (FTE) at 

30-6-05


See Establishment Report 30 September 2005

Authorised vacancies included in that number at 30-9-05


See Establishment Report 30 September 2005



FTE Employed at 31-12-05 


See Establishment Report 31 December 2005 

Reasons for movement i.e.

· New posts

· Resignations

· Temporary appointments


Details of why FTE employed has changed from last quarter  



Vacancies at 31-12-05 (FTE)




Number of posts removed from establishment in this quarter


Details required

Number of posts added to establishment this quarter


Details required



Signed: ………………………………HoS Date: ……………………….
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