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Career Program Coding Corrections
Letter of Instruction (LOI)

1.  BACKGROUND:   This correspondence outlines procedures for correcting positions that are documented with erroneous Career Program codes.   
2.  FACTS:
a. The Army Campaign Plan (ACP) Line of Effort (LOE) #2 Objective requires: “Improved Civilian Workforce Life-Cycle Strategy.”  One initiative in support of this objective is the alignment of 100% of the Army civilian workforce to a Career Program.  
b. The purpose of the alignment is to provide, through a phased approach, career development, training, and support strategic workforce planning capabilities for the entire workforce.  Occupational Series alignment to a Career Program designation includes Local National, Wage Grade and Non-Appropriated Fund (NAF) positions.  
c.  Phase I of this initiative, aligned all Occupational Series of encumbered positions to a Career Program designation.  Positions that were coded as “00” or “Blank” were also coded.  Positions that already contained Career Program codes were not changed. 

d. Phase II consists of correcting erroneous Career Program codes due to:

a. Existing coding inaccuracies (not initiated per the Career Program mapping effort)
b. Addition of encumbered Occupational Series that were not aligned to a Career Program in Phase I 
c. Local National and Wage Grade positions that have retained a Career Program “00” designation

3.  POSTION REVIEW AND CODING PROCESS:
a. Career Program coding changes to Occupational Series that are uniquely aligned to a single Career Program will be monitored on quarterly basis by the CHRA Automation Innovation Cell for immediate correction.    Additional position review is not required.  (Example:  Occupational Series 1910 is uniquely aligned to Career Program 20).  
b. Occupational Series that are “shared” by several Career Programs – 
i. Supervisors, (employee input encouraged, but not required), will: 

1. Assess the duties that are paramount in these positions
2. Identify duties that are a significant and substantial component of the overall position’s responsibilities (At least 25% )

3. Identify duties that are officially assigned to the position on a consistent basis

4. Note identified knowledge and skills that would be required in a recruitment action for the position
5. Categorize the duties into one of the 31 Career Program categories:
6. Reference Career Program Templates, for reference (Posted on Army CPOL website/ “Career Management” link: http://cpol.army.mil/library/career/index.html#
7. Proposed Career Program coding designations will be forwarded to the appropriate Career Program for concurrence, by the servicing CPAC.  Reference: (Memorandum, DAPE-CHP, subject: Processing Change Requests to Career-Program Civilian Human Resources Agency (CHRA) Guidance Memorandum (GM) No. 690-12-GM-01).  
8. Proposed alignments that are not concurred by Career Program POCs will be returned to the command POC.  Supervisors must then re-assess and propose alternate alignments for additional coordination and coding.

ii. When the position’s primary duties can be categorized into more than one Career Program, Supervisors should consider:
1. The most important type of subject matter knowledge or experience required to do the work

a. The primary purpose of the position

b. The organizational mission or function  (i.e., Resource Management, Supply)

2. Completed assessments will be submitted to each designated Career Program for concurrence by the servicing CPAC. Reference: (Memorandum, DAPE-CHP, subject: Processing Change Requests to Career –Program Civilian Human Resources Agency (CHRA) Guidance Memorandum (GM) No. 690-12-GM-01).   

3. Proposed alignments that are not concurred by Career Program POCs will be returned to the command POC.  Supervisors must then re-assess and propose alternate alignments for additional coordination and coding.
c. Supervisors, via support from the organizational servicing CPAC, are responsible for ensuring that requested coding actions have been completed.

POINT OF CONTACT (POC):  Ms. Barbara C. Guy, AG-1(CP), barbara.c.guy.civ@mail.mil, (703) 806-4723.                                                      






(UNCLASSIFIED)

(UNCLASSIFIED)


