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ATZG-CP  (690-500)








MEMORANDUM FOR «Address1» 
                 «Address2»
SUBJECT:  Delegation of Position Classification Authority 

1.  Reference memorandum, Office of the Assistant Secretary of the Army (Manpower and Reserve Affairs), 17 Nov 97, subject as above.

2.  You have completed the required training and are delegated authority to classify civilian positions under your supervisory control to the appropriate pay plan, title, series, and grade.  This delegation carries with it the responsibility to assure all such classifications made by you are in accordance with Title 5 of the U.S. Code, governing Office of Personnel Management (OPM) position classification standards, Department of Defense (DOD) and Department of the Army (DA) classification guidance, MACOM instructions, and OPM, DOD, and DA decisions resulting from appeals and advisories.  This authority does not extend to your own position.  In addition, classification of subordinate positions that would result in an increase to your own grade must be approved at a level in your chain-of-command that is beyond the possible impact.

3.  This delegation of authority is effective immediately.  It will be terminated if you leave your position, if you fail to execute this authority properly, or if warranted by other extenuating circumstances.

4.  You may redelegate this authority to subordinate supervisors.

Encl
«SIGN1»
Administrative Instructions
«SIGN2»

«SIGN3» 

ADMINISTRATIVE INSTRUCTIONS

1.  MANDATORY TRAINING:  

· General Officers and equivalents receive an executive briefing on delegation of classification authority (DCA).

· Directors receive a briefing that covers basic philosophy and automation tools.

· In-depth classification training is provided to DCA Directors or designees who will be responsible for preparation and evaluation of civilian position descriptions.

2.  ASSISTANCE:  The CPAC generalist will provide general guidance and advice on position management, classification tools, organization design, and related procedures and practices.  With the delegation of this classification authority the CPAC will no longer be responsible for rendering classifica-tion decisions.  

3.  REVISED JOB DESCRIPTION:  Managers are responsible for assuring their subordinates job descriptions are accurate.  When possible managers should use already established job descrip-tions or automation tools which are available (see paragraph 5). New job descriptions should be prepared in electronic format.

4.  DOCUMENTING CLASSIFICATION RATIONALE:  Managers should list all references and grading standards used to determine title, series, and grade of the position.  At a minimum, managers should briefly describe how they applied the grading criteria to determine the grade of the position.  The Southeast Civilian Personnel Operations Center (SE CPOC), Fort Benning, GA, will review classification determinations and provide feedback on any action where there is disagreement.  Managers will elevate any disagreement to the HQ TRADOC Chief of Staff for decision. 

5.  AUTOMATION TOOLS:  Make full use of modernization tools such as the PD Library and COREDOC to streamline classification processes.  If these tools are not applied, managers can prepare supplementary position classification analysis to document their decision.

· PD Library may be accessed on the Internet by:
http://www.cpol.army.mil
a.  Opening the CPOL web page, 
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b.  Clicking on Position Description Library.  Please read information provided on the web page before downloading.

· COREDOC may be accessed on the Internet by:


a. Opening the CPMS web page, http://www.cpms.osd.mil
b.  Clicking on Regionalization and Modernization 

c.  Clicking on Personnel Process Improvements 

d.  Clicking on Software Distribution Center 

e.  Scrolling to COREDOC and following instructions.  Please 

read all the information provided on the web page before down-loading.  Help in downloading COREDOC is available by calling the Technical Assistance Center at (210) 652-2906 or DSN 487-2906.
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