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This document provides Army supplemental guidance to the DoD Implementing Issuances at reference (c) through (i).  The guidance contained herein applies to all Department of Army organizations converting to NSPS.   

I.  KEY PERSONNEL ACTIONS

A.  Freezing Personnel Actions

Personnel actions to be effective under the legacy system must be received at the CPOC prior to conversion to NSPS.  Appendix F specifies the action and timeframes for RPA submission to the CPOC prior to the conversion effective date.  No RPAs will be accepted for processing at the CPOC during a two-week period prior to conversion to NSPS.  If a recruit/fill/placement action cannot be processed and effective prior to conversion to NSPS, the RPA will be processed following NSPS conversion and in accordance with NSPS regulatory requirements.  For any emergency action (i.e., death), notify the servicing CPAC as soon as possible.  

B.  Concurrent Pay/Geographic Move Actions

All pay actions and geographic moves effective on the date of conversion to NSPS will be processed prior to conversion to NSPS and in accordance with the existing rules of that system.  Pay entitlements for geographic moves will be based on the new geographic area.  

C.  Career/Career-Conditional Appointments

Employees on a career or career-conditional appointment, in the competitive or excepted service, will be converted to career status under NSPS.  Under NSPS, there is no longer a provision for a career-conditional appointment.

D.  Temporary/Term Appointments 

Employees on temporary appointments who cannot perform under an approved NSPS performance plan for 90 days are ineligible for conversion to NSPS.  All other temporary employees will be converted without change to their NTE date.  The regulatory rules in effect at the time of their original appointment will continue to apply for the duration of their appointment.      

E.  Details

Employees serving on details will continue, but will be converted to NSPS on their permanent position of record.  Only details that cross Component or agency lines or to a different pay system (ex. NSPS to GS) will be processed under NSPS.      

F.  Probationary/Trial Period 


1. Competitive service employees who have not completed their initial one year probationary period or in-service probationary period (i.e., supervisory probation) will complete the remaining time following conversion to NSPS.  

2.  Employees appointed to an excepted service position through the Veterans' Recruitment Authority (VRA), Federal Career Intern Program (FCIP), Presidential Management Fellows Program (PMF), appointment of mentally retarded persons, appointment of persons with psychiatric disabilities, or appointment of severely physically handicapped are expected to convert to competitive status upon completion of their two-year probationary period.  Time served in the non-NSPS position will count toward the two-year requirement.  See BOA Report AR-NSPS-EXC-SERV-CONV-OVERDUE.  

G.  Converting Special Category Employees to NSPS

Commands will review the following categories of employees to ensure accurate conversion into NSPS.  The data on these employees will be obtained via BOA standard reports and downloaded into spreadsheets and distributed to subordinate commands.    


1.  Deployed Civilians.  Deployed civilians with a temporary personnel action (i.e., temp promotion, temp reassignment) will be converted to NSPS on their permanent position.  Employees will be returned to his or her permanent position of record before conversion.  After conversion the CPOC will create a RPA to reassign/deploy the employee as necessary.

2.  Temporary Promotion.  Review employees on competitive temporary promotions to determine if employee is eligible to be converted to a permanent promotion.  If the eligibility is met, contact management to determine if they are in agreement to convert employee's temporary promotion to permanent.  To effect the permanent promotion, management must submit an RPA to the CPOC no later than three weeks prior to conversion to NSPS.  Employees who are on a non-competitive temporary promotion, or whose managers do not desire to permanently promote the employee will be returned to his or her permanent position of record before conversion.  The employee's pay will be computed based on the employee's permanent position of record, with adjustments for any pay actions otherwise due during the temporary promotion.  The employee will be converted to NSPS with a rate of pay that includes any such adjustments and the prorated WGI buy-in, if applicable.  After conversion, the CPOC will create a RPA to re-promote the employee to the former position with a temporary increase in pay up to the rate the employee was receiving during the temporary promotion.  This is a one-time exception to the limitations on salary increases imposed by SC1930.10 when employees are reassigned/promoted.  This one-time exception ensures that an employee’s pay on a temporary promotion is not decreased due to conversion to NSPS.  It may be used when the permanent or temporary position has not yet converted to NSPS.   Upon re-promotion, the time limits in effect at the time of the initial temporary promotion will apply.  Upon expiration of the temporary reassignment or promotion, pay will be set as specified in SC1930.10.  See BOA Report AR-NSPS-TEMP-PROM.

3.  Temporary Reassignment.  Contact management to determine if the employee's temporary reassignment should be made permanent.  To effect the permanent reassignment action, management must submit an RPA to the CPOC no later than two weeks prior to conversion to NSPS.  If management does not desire to make the reassignment permanent, the employee will automatically be reassigned to the former temporary position after conversion.  The time limits in effect at the time of the initial temporary reassignment will apply.  See BOA Report AR-NSPS-TEMP-REASSIGN.

H.  Grade and Pay Retention
Employees on grade and pay retention will convert to NSPS based on their permanent position of record.  If an employee's salary after conversion exceeds the rate range for the assigned pay band, the employee will be granted pay retention under NSPS rules.  Review employee’s PRD to ensure it is accurate and that the employee will convert to the correct pay band.  Employees will be notified in writing, see example letter in Appendix A.  See BOA Report AR-NSPS-GRADE-PAY-RETENTION.

II.  CLASSIFICATION

A.  Position Classification Reviews

Army Commands will review the following occupations and/or categories of positions to ensure accurate position conversion into NSPS.  The data will be obtained via BOA standard reports and downloaded into spreadsheets and distributed to subordinate commands.  Army Commands must return annotated spreadsheets to their servicing CPOC as soon as possible, but no later than three weeks prior to the date of conversion to NSPS.  CPOCs will update changes in DCPDS to ensure conversion is processed accurately.  Army Commands are responsible to notify their employees of all changes to their position (title, pay, supervisory code, etc) prior to conversion.  Sample notification letter is attached in Appendix B.
Note: Except where noted, review and manual conversion of positions identified in reference (c) do not require personnel and/or classification actions to be processed.  Application of NSPS classification standards to these positions is prospective.  Position classification changes which occur as a result of conversion are treated as a “conversion” procedure under the authority of SC1911.   


1.  General Schedule Supervisor/Manager Position 
Review encumbered supervisor and manager positions in supervisory status code 2 and determine if the non-supervisory work performed meets the criteria for a higher pay band.  If the non-supervisory work meets the criteria in SC1920.4.2. and SC1920.4.4. for conversion to a higher pay band, submit the following information to the CPOC:  employee’s name, SSN, position title, series, grade, organizational location, and the appropriate pay band to which the employee will be converted.  See BOA report AR-NSPS-GS-GM-SUPV-MGR-POSN (includes supervisory codes 2, 4, and 5).


a.  The "4" supervisory status code is defined as, Supervisory (CSRA).  The position meets the definition of Supervisory in 5 USC 7103(1) (10), but does not meet the minimum requirements for application of the General Schedule Supervisory Guide (GSSG).  Positions with this supervisory status perform the supervisory duties as defined in the GSSG and the NSPS supervisory criteria (if more than one subordinate) but under title 5 they perform the duties less than 25% of the time.  Review these positions to ensure that they are accurately coded under title 5 and submit the changes as stated in paragraph A above.

b.  The "5" supervisory status code is defined as, Management Official (CSRA).  Position meets the definition of management Official in 5 USC 7103(a)(1), but does not meet the GSSG Definition of Supervisor/ Manager or the definition of Supervisor in 5USC 7103(a)(10).  Review these positions to ensure that they are accurately coded under title 5 and submit the changes as stated in paragraph A above.


c.  Supervisory code “4” and “5” positions will convert to appropriate non-supervisory pay band.  Conversion of these positions to supervisory bands cannot be effected as part of the conversion process under SC1911.  Personnel actions (classification, reassignment of supervisory code “4” or “5” to supervisory positions, etc.) must be effected pre- or post-conversion by an authorized management official.    



(1) Pre-conversion RPA.  Management may reclassify/reassign the position to supervisory using title 5 classification criteria (GS classification standards).  Submit the RPA for reclassification under current legacy process.  The reclassification RPA must be in the CPOC NLT 4 weeks prior to conversion to NSPS (see Appendix F).



(2) Post-conversion RPA.  Management may reclassify/reassign the position to supervisory after conversion using the NSPS classification standards.  Submit the RPA for reclassification/reassignment after conversion.  


2.  GS-5 Supervisory Positions.  Supervisory code "2" positions below the GS-6 shall convert into Band 1 of the appropriate supervisory pay schedule (YC, YF, YJ or YN).  Upon conversion, employee base salary shall be adjusted, as necessary, to reach the minimum of supervisory pay band 1 range.  See BOA Report AR-NSPS-GS-4-5-SUPV-POSN.


3.  GS-9 and GS-10 Supervisory Positions.  Review and notify the employee’s organization that the employee with an occupational code in YA, YD, or YH schedule converts to pay band 2 of the non-supervisory pay schedule for the appropriate occupation (YA, YD, or YH) and is titled and coded supervisory under the mixed position criteria in SC1920.4.4. (e.g., a Supervisory Budget Analyst, GS-0560-9, converts to Supervisory Budget Analyst, YA-0560-2).  See BOA Report AR-NSPS-GS-9-10-SUPV-POSN.


4.  GS-11 Supervisory Positions.  Review and notify the employee’s organization that GS-11 supervisors with subordinate employees in pay schedule YA, YD, YH or YK will be placed in YC-2, YF-2, YJ-2 or YN-2.  GS-11 supervisory positions with subordinate employees in pay schedule YB, YE, YI, YL or YM will be placed in YC-1, YF-1, YJ-1 or YN-1.  In coordination with the employing organization, review encumbered GS-11 supervisory positions with subordinate employees in pay schedule YB, YE,  YI, YL or YM to determine if the position also performs GS-11 work in YA, YD, YH or YK.  If management determines the position performs work in YA, YD, YH or YK pay schedule, the employee will be converted to pay band 2 of pay schedule YA, YD,  YH or YK.  In cases where the subordinate base level is mixed, conversion should be based on the most appropriate placement, taking into consideration the mission and function of the position and its subordinate staff, level of work performed and other position management considerations.

For example: If the subordinate staff consists of 6 YB (technician/support) employees and 2 YA (professional/analytical) employees, the supervisor could meet the criteria for placement in either supervisory band YC1 (based on YB subordinate level) or YC2 (based on YA subordinates).  

--However, if the primary function of the staff is to deliver technical or clerical support, conversion of the supervisor into YC1 may, in this case, be more appropriate.  

--Keep in mind that other factors may also influence conversion, such as the level of work performed by the subordinates.  Following the above example further, YA work performed at the top of the pay band (e.g., GS-13 level equivalent work) could substantiate placement of the supervisor into YC 2, even though the majority of the subordinate staff is in the YB pay schedule.
For such employees to convert to pay band 2, the employing organization must submit the following information to the servicing CPOC:  employee’s name, SSN, position title, series, grade, organizational location.  Upon conversion, employee base salary shall be adjusted, as necessary, to reach the minimum of supervisory pay band 2 range.  See BOA Report AR-NSPS-GS-11-SUPV-POSN.


5.  GS/GM-14 Supervisory Positions.  Review encumbered positions to determine if the position meets the criteria for conversion to pay band 3 (see Appendix E).  If the criterion is met for conversion to pay band 3, the employing organization must submit the following information to the servicing CPOC:  employee’s name, SSN, position title, series, grade, and organizational location.  See BOA report AR-NSPS-GS-GM-14-SUPV-POSN.


6.  GS/GM-602 and 680 Positions.  Review non-supervisory physician (GS-602) and dentist (GS-680) positions to determine if such positions meet the criteria for YG, Pay Band 3 (see SC1920, Appendix 5, Part III).  Where it is determined that the position meets the criteria, the employee shall be converted to YG, pay band 3.  See BOA Report AR-NSPS-GS-GM-602-680-POSN.

7.  GS-340 Positions.  


a.  There will be a technical change to the 0340 occupational definition in Appendix 4 to Subchapter 1920.  The change will remove the DAWIA requirement provision, "special certification such as the Defense Acquisition Workforce Improvement Act".  However, the requirement that acquisition positions with qualification requirements including specialized subject-matter or functional competency must be classified to specialized occupations will continue to be included.  Additionally, the AT&L community will work with the NSPS PEO to develop a new occupational code for “Acquisition Program Managers”.   


b.  Until the new occupational code is developed and because the authorized NSPS titles for the 0340 positions are "Program Manager" and "Supervisory Program Manager", the AT&L community will provide standard parenthetical titling guidance/policy to their converting organizations.  The parenthetical titling guidance/policy will adhere to the NSPS classification criteria for parenthetical titling and DCPDS character limitations.  Note:  parenthetical titling should communicate an immediate understanding and identification of the job, further identify the duties and responsibilities involved, and that such duties & responsibilities reflect special knowledge and skills needed to perform the work.

8.  Conversion from the Acquisition Demo Project.  Review supervisory positions, converted from NH-IV, and whose incumbents’ salary has a salary of less than GS-14/10 +5% to determine if such positions meet the criteria for pay band 3.  When it is determined that the position meets the criteria, the employee will be converted to pay band 3. See BOA Report AR-NSPS-ACQ-POSN.

9.  GS-1001, GS-1101, GS-1173, GS-1702 Positions.  Employees in these series will be converted to either the YA or YB Career Group depending on their PATCO code and grade level and, in some cases, may change occupational series based on these factors.  In coordination with the employing organization, review PATCO codes of encumbered positions to determine that the correct PATCO code is assigned.  See BOA Report AR-NSPS-GS-1001-1101-1173-POSN.


10.  Leader Positions.  There is no separate classification category for leader positions.  Upon conversion to NSPS, position titles identified as “lead” or “leader” are automatically changed to the authorized (non-supervisory) title for their assigned occupation.  Certain lead employees may warrant reassignment to NSPS supervisory positions, keeping in mind resource management and fiscal considerations such as supervisory ratios, span of control, efficiency of operations, and cost effectiveness in accordance with AR 570-4, Manpower Management.  See BOA Report AR-NSPS-LEADER-POSN.

a.  Lead positions should be reviewed against the NSPS supervisory classification criteria as soon as possible to enable: 



(1) employees identified for reassignment to supervisory positions can complete NSPS supervisory training requirements prior to conversion.  



(2) pay pool hierarchies can be adjusted to reflect any additional layers of supervision.      


b.  Personnel actions (classification, reassignment of leads into supervisory positions, etc.) must be effected after conversion.  These changes cannot be made as part of the conversion process under SC1911.   

11.  Target Grade Positions.  It is important to have the correct target grade so that upon conversion the employee will be placed in the correct pay band or will be eligible for a one-time pay increase.  For example, certain positions (e.g., interns) with target grades above the GS-11 level shall convert into pay band 1 vice pay band 2 and be eligible for ACDP.  If an employee is not eligible for conversion to the developmental/entry level pay band and has a noncompetitive promotion remaining, he/she is eligible for a one-time pay increase equivalent to the noncompetitive promotion he/she would have received within the first 12 months after conversion (see SC1911.4.8.).  See BOA Report AR-NSPS-TARGET-GRADE.
B..  Occupational Code (Series) Changes Upon Conversion  

Employees in the occupations listed below shall be placed in a new occupational code upon conversion into NSPS.  In many cases, these occupational code changes occur because DoD NSPS system does not cover the “specialization” of the occupation (e.g. very few, if any, exist in DoD).  In such cases, the specialized work is appropriately classified in the general/01 occupation codes (e.g. 436 to 401 or 1894 to 1801).  Certain NSPS occupational codes may also require changes to the position title (i.e., the NSPS occupational code has a standard position title under SC1920).  These occupations are indicated with an asterisk (*).  Other occupation codes may retain the “GS” position title and/or a new title may be constructed.  Application of constructed position titles should be annotated by the ARMY COMMANDS on the subject BOA report (see paragraph C for more details on constructing and abbreviating position titles).  Affected employees should be notified of the occupational code and/or position title change prior to conversion.  Army Commands are responsible to notify their employees of all changes to their position (title, pay, supervisory code, etc).  A sample notification letter is at Appendix B.  The servicing CPOC shall effect these position classification changes.  Impacted position descriptions will be automatically updated in FASCLASS via DCPDS to reflect the new classification.  See BOA Report AR-NSPS-OCC-SERIES-CHG.

GS-332, GS-335, GS-351, GS-436, GS-440, GS-455, GS-470, GS-493, GS-818, GS-828, GS-1702 and GS-1894 Positions

-Employees in GS-332 positions convert to occupational code 2203*
-Employees in GS-335 positions convert to occupational code 2204* 

-Employees in GS-351 positions convert to occupational code 303

-Employees in GS-436 positions convert to occupational code 401

-Employees in GS-440 positions convert to occupational code 401

-Employees in GS-455 positions convert to occupational code 403*
-Employees in GS-470 positions convert to occupational code 401

-Employees in GS-493 positions convert to occupational code 601

-Employees in GS-592 positions convert to occupational code 501

-Employees in GS-818 positions convert to occupational code 802*
-Employees in GS-828 positions convert to occupational code 301
-Employees in GS-1702 positions with PATCO “A” convert to YA-1703

-Employees in GS-1894 positions convert to occupational code 1801

In addition, occupational codes 1002, Arts and Info Support and 1108, Business Support, have been added for future use.  

C..  Abbreviation of Non-Standard (User-Constructed) Position Titles.  Similar to current title 5 position titling practices, NSPS allows classifying officials to apply user-constructed position titles to certain positions where DoD SC1920 does not specify a title.  Current occupations, particularly those of a generalized nature (e.g., 0301 General Analysis, 0303 General Support and 0801, General Engineer) are identified with non-standard titles.  In preparation for conversion into NSPS, these position titles must be appropriately abbreviated to fit within the character space limitations in DCPDS.  See BOA Report AR-NSPS-POS-TITLES.


a.  The recommended character length for the primary position title (excluding title prefix/suffix) is no more than 21 characters long, including blank spaces (e.g. PROJ MGT OFFICER).  This limitation provides for up to two additional parenthetical titles, each of which should be limited to 12 characters.  Positions with only one parenthetical title will, of course, allow for an additional 12 characters of space in the main position title. 


b.  The recommended character length for title prefix (i.e. SUPV) and suffix (i.e. SPEC, TECH) is no more than 4 characters


c.  The standard, abbreviated position title prefix for all supervisory positions is SUPV (see SC1920.8.1.1).    


d.  To facilitate standardization of certain common titles, the following abbreviations are recommended (ampersand “&” can be used to combine titles, e.g. POL & PROG SPEC):

	ADMINISTRATIVE = ADMIN

	EXECUTIVE = EXEC

	DIRECTOR = DIR

	MANAGER = MGR

	MANAGEMENT = MGT

	OPERATIONS = OPS

	POLICY = POL

	PROGRAM = PROG    

	PROJECT = PROJ

	SENIOR = SR

	SPECIAL OR SPECIALIST = SPEC

	SUPPORT = SUPT

	TECHNICIAN = TECH


D.  Current Position Descriptions and Conversion.  Employees will be converted into NSPS on their current position descriptions.  Upon conversion, sequence level position descriptions in FASCLASS will be automatically updated by DCPDS to reflect the equivalent NSPS Career Group, Pay Schedule and Pay Band.  

III.  PAY 

A.  Special Salary Rates  

Employees will not have any reduction in total pay after conversion to NSPS, but the adjusted salary comprised of a base salary and a local market supplement may not be the same as the current basic pay and special salary rate.  This provision is only for employees who convert to NSPS with their organizations.  It does not apply to employees with a special salary rate who apply and are selected for an NSPS position.  Managers should be prepared to explain this to employees.  See BOA Report AR-NSPS-SPECIAL-SALARY-CATEGORY.

B.  Administratively Uncontrollable Overtime (AUO)  

There is no specific provision in NSPS comparable to the provisions in 5 CFR 550.151 for payment of Administratively Uncontrollable Overtime.  Compensation for such work shall be made under the applicable provisions in SC1930.  The CPOC will create RPAs to terminate AUO effective the date of conversion.  See BOA Report AR-NSPS-AUO.

C.  Overtime  

Based on the pay band level to which the employee is assigned, the overtime hourly rate is either the employee’s hourly adjusted rate of pay or the hourly adjusted rate of pay multiplied by 1.5.  (See applicable reference SC1930.13)

IV.  STAFFING, RIF AND PPP

A.  Vacancy Announcements    

New pay schedules and pay bands have been added to the vacancy announcement builder.  When selecting an NSPS pay schedule, the following statement will automatically populate on the announcement: "This position is covered by the National Personnel Security System.  


1.  Thirty days prior to NSPS conversion all positions being converted will be announced under NSPS procedures.  CPOC Operation Managers may grant exceptions to allow positions to be announced under the traditional GS rules up to one week prior to conversion to NSPS.  Reasons for exceptions may include mission critical, quick hire (EOD prior to NSPS conversion date), etc.  Following NSPS conversion, only those positions not covered by NSPS can be announced using GS rules and procedures.  


2.  CPOCs will review open continuous announcements (OCA) and determine which announcements will require announcement under NSPS.  All NSPS OCA will be posted thirty days in advance of NSPS conversion.
B.  Priority Placement Program (PPP) 

Upon NSPS conversion CPOCs/CPACs must review active PPP requisitions and registrations and take action as indicated below:  

Requisitions:  

Any existing requisitions for positions that were converted into the NSPS must be closed with a Cancel Code “N” and re-requisitioned the same day using the appropriate NSPS Pay Schedule/Occupational Code/Pay Band.  Any outstanding resumes on the original requisition should be worked in priority order as appropriate with any additional resumes received on the subsequent requisition.  If a resume is received on both requisitions, the same report action code should be used in reporting the action taken on the resume.

Registrations:  

Current PPP registrations must be reviewed to determine whether the registrants are eligible to remain registered in PPP in accordance with the criteria in Chapter 19 of the PPP Operations Manual.  Registrants who are no longer eligible must be immediately deleted from the program with Report Action Code 11.  For example, employees currently registered in Program A who were scheduled for a RIF demotion or involuntary separation based on declination of an offer, and those registered in Program R, will not be eligible after conversion to the NSPS.  In addition, a review of all nondisplaced overseas registrations for both NSPS and non-NSPS employees with return rights is necessary.  As explained in Chapter 19, employees who currently have return rights to lower grades may no longer be eligible if their overseas position or their return right position is converted to the NSPS.

Registrants with current matches:

In some cases, registrants may have already been referred prior to being deleted due to loss of eligibility.  When contacted by potential gaining activities, the registering human resources office (HRO) should advise the gaining HRO that the resume should be cleared with Report Action Code 23.  This also applies in cases where a qualifications determination is in progress when the registrant is found to be ineligible.  If a job offer has been extended, all placement action should be suspended and the registering HRO should contact the supporting CARE Program Coordinator for guidance.

Retain PPP registration AFTER NSPS Conversion:

For those registrants who retain PPP registration eligibility after conversion to NSPS, the following registration data elements, as a minimum, must be reviewed and file maintained, if needed:

Position:
Pay Group – Enter NSPS Pay Schedule



Series – Enter NSPS Occupational Code



Grade – Enter NSPS Pay Band

Salary:  Conversion to NSPS will result in a salary increase in most cases.

Tenure Group:  Tenure Group 2 is not applicable in the NSPS.

Retained Grade:  Registrants with “A” in the retained grade data element will need to be file maintained since grade retention does not apply under the NSPS.

Appointment eligibility:  There are no Career-conditional employees in the NSPS.

Skills:  Registrants must be registered for their current NSPS pay schedule, occupational code, and pay band.  They may also register for comparable pay bands in other pay schedules.  For every NSPS occupation code and pay band, the corresponding GS occupational series must be added by using the employee’s equivalent GS grade as his or her high grade.  Specific instructions are found in Chapter 19.

System requirements have been built into ASARS to ensure the referral of both NSPS and non-NSPS registrants against GS requisitions and new NSPS requisitions during the transition state.  Therefore, no file maintenance is necessary for non-NSPS employees.
All of the above actions should be completed as soon as possible but not later than 2 weeks after the conversion date. 

C.  RIF/TOF Competitive Area

The rules for RIF and TOF change greatly under NSPS.  Organizations will need to carefully assess where they are in the RIF process before deciding on how to proceed.  Organizations will not be required to completely redo a RIF action due solely to the transition to NSPS.  Below are the recommended procedures for RIF and TOF during the NSPS transition.


1.  Organizations that are within 120 days of their proposed RIF effective date will continue to process the RIF/ TOF under the current provisions irrespective of their NSPS conversion date.  For example, if an installation is scheduled to convert to NSPS on 1 Oct 2006 and they have issued RIF letters that will affect the reduction in force on 30 Oct 2006, the organization will finish out the RIF under the current RIF rules.  The members of the affected competitive area will convert to NSPS one pay period after the affective date to the RIF. 


2.  Organizations will execute RIF under the provisions of NSPS if the following conditions are met:  (1) organization is more than 120 days away from their RIF effective date; and (2) are scheduled to convert to NSPS before or on the proposed RIF effective date.  The CPAC will advise the affected organization (comp area) and will work with the leadership to establish the new competitive area(s) so that all provisions of the new RIF procedures are met.


3.  Competitive areas do not transfer from the legacy personnel system to NSPS.  Under NSPS, competitive areas are defined by each specific RIF (i.e., geographic location, organization, business line, product line, etc.).  If a RIF/TOF is planned to take place early after converting to NSPS, it is imperative that the CPAC/CPOC advise management on the NSPS requirements.  

V.  PERFORMANCE MANAGEMENT 

A.  Closeout TAPES Performance Appraisals System

This guidance applies to employees converting to NSPS in Spiral 2.1.c. (11 Nov 07) and 2.2.d. (17 Feb 08).  The attached tables, at Appendix C, provide reference timelines on the final TAPES annual rating, processing awards, and when NSPS performance objectives/plans must be in place. 

1.  For all employees:



(a)  QSIs must be processed and effective prior to conversion to NSPS.  This allows employees to be converted at their higher salary rate.



(b)  Employees must be placed on interim TAPES performance objectives until NSPS objectives are in place.  



(c)  Employees will not receive a closeout rating for the interim TAPES period unless covered by one of the categories below:




i. Leave the organization for another Federal position and meet the requirements for an appraisal in the AR 690-400, Chapter 4302 TAPES.




ii. Family member employee in OCONUS who may be eligible for a noncompetitive appointment under 5 CFR 315.608 upon return to CONUS.  If the family member employee is performing at a fully successful level or higher, the supervisor will annotate the employee's performance appraisal form with a remark that the employee is performing at a fully successful level and provide a copy of the appraisal form to the employee.



(d)  The end of the first NSPS rating cycle is 30 Sep 08.

B.  NSPS Performance Rating Hierarchy

Transition Managers (TM) should work with organizations to build rating hierarchy.

Advise supervisors (rating officials) on coordinating requirements with the Civilian Personnel Advisory Center (CPAC) to build the performance management hierarchy as soon as practicable. 
C.  Performance Plans/Objectives
Supervisors and employees may prepare the performance plans in the automated tool, the Performance Appraisal Application (PAA), prior to conversion.  Job objectives should be finalized only after the supervisor and employee have completed the mandatory NSPS training.  Step by step guides on preparing NSPS performance plans are available on the Army NSPS website, http://cpol.army.mil/library/general/nsps/. 
NOTE:  When a performance plan is prepared prior to the conversion date, the performance indicator and contributing factors will not be auto-populated by the system.  After the conversion, the rating official can update the performance plan for the system to trigger the auto population.
VII.  DELEGATION DECISIONS

Army Commands must make policy decisions on various authorities that have been delegated under the NSPS regulations.  These decisions are included at Appendix D. 
It is very important that Commands determine delegations and develop policy guidance well in advance of an conversion to NSPS.
APPENDIX A

SAMPLE NOTIFCATION LETTER TO EMPLOYEES ON PAY/GRADE RETENTION

1.  This memorandum is to inform you of what will happen to the retained grade or the retained pay that you are currently receiving when you convert to NSPS.

2.  If you are currently receiving grade retention:


a.  Under NSPS, grade retention is no longer applicable.  You will be converted to a career group, pay schedule, and pay band, based on your permanent position of record.  Upon conversion, your salary will be adjusted (within grade increase adjustment, if applicable) using your retained grade and step.  Your pay will not be reduced.


b.  If your current base salary can be accommodated within your newly assigned pay band, you will not be entitled to pay retention.


c.  If your current base salary cannot be accommodated within your newly assigned pay band, you will be entitled to pay retention for up to two years, or until your pay can be otherwise accommodated within a pay band.


d.  In addition, Program R, DoD Retained Grade Placement Program, of the DoD Priority Placement Program will no longer be applicable since grade retention does not apply under NSPS.  Your registration in the DoD Priority Placement Program, Program R, will be terminated.

3.  If you are currently receiving pay retention:


a.  Pay retention is established for employees whose base salary exceeds the maximum of the rate of their assigned pay band.


b.  If your current base salary can be accommodated within your newly assigned pay band, you will not be entitled to pay retention.


c.  If your current base salary cannot be accommodated within your newly assigned pay band, you will be entitled to pay retention for up to two years, or until your pay can be otherwise accommodated within a pay band.  The two years will begin with the effective date you are converted to NSPS.


d.  At the end of the two year period, if your pay cannot be accommodated within your assigned pay band, your base pay will be set at the maximum rate of the pay band.

4.  If you have any questions, please contact your servicing Civilian Personnel Advisory Center at (Phone/POC).




SUPERVISOR SIGNATURE BLOCK
APPENDIX B

SAMPLE NOTIFICATION TO EMPLOYEES

MEMORANDUM FOR ALL SPIRAL 2.1.C/2.2.D EMPLOYEES

SUBJECT: National Security Personnel System (NSPS) Position Changes

1.  Effective (insert date) the (insert organization name) non-bargaining unit employees will convert to the National Security Personnel System (NSPS). This memorandum is to inform you of the classification changes to your position.

2.   All converted positions will reflect a change in pay plan and grade and some positions will reflect a change in title.

a. Your pay plan will convert from GS to the appropriate pay schedule name, YA-Professional/Analytical Pay Schedule; YB-Technician Support Pay Schedule; YC-Supervisor/Manager Pay Schedule; or, YP-Student Educational Employment Schedule. Your grade will convert to the appropriate pay band within your pay schedule name, Pay Band 1, Pay Band 2, or Pay Band 3.

b. Some positions will reflect a change in title.  Enclosure 1 lists the title changes. If your title is not listed, please contact your supervisor for assistance.

3.  We expect completion of the conversion on or about (insert date).  Immediately thereafter, your supervisor will provide you with your Notification of Personnel Action

(NPA).  Questions or concerns on the classification changes to your position should be addressed through your chain of command.

4.  I appreciate your efforts and hard work during this transition and thank you in advance for your continued support.

Supervisor Signature Block

Enclosure

APPENDIX C

TAPES CLOSEOUT GUIDANCE FOR SPIRAL 2.1.C.

	DCPDS

Conversion to NSPS
	2007 TAPES 

Rating Cycle End Date* 

 
	Interim TAPES Period 

(Non-rated period)
	NSPS Performance Objectives in place NLT 
	End of 1st NSPS Rating Cycle

	Spiral 2.1c

11 Nov 2007


	31 July 2007
	1 Aug 07 - 10 Nov 07

(Approx. 3.5 months)
	11 Nov 2007
	30 Sep 2008

(10.5 month cycle)


· All eligible employees will have ONE performance rating of record for 2007. 
[*E.G., If an employee was on a rating cycle which ended prior to 31 Jul 07 and received an annual rating, another annual rating will not be done prior to conversion.  This ensures equitable treatment for all Army employees (i.e., no employee has multiple ratings and performance awards) and complies with 5 CFR 430.206 which requires employees to receive an annual performance rating.]

· The 2007 TAPES rating cycle will end on 31 Jul 07 for all employees converting to NSPS in Spiral 2.1c, 11 Nov 07, who have not had an earlier 2007 rating.  

· The TAPES annual rating of record will be completed and appropriate forms and supporting documentation sent to the CPOC NLT 14 Sep 07.  The TAPES regulation allows annual appraisals to be completed within 45 days after the end of the rating period.

· Quality Step Increase (QSI) actions must be processed and effective (may take 6 weeks) before the NSPS conversion date.

· Organizations may recognize employees' contributions during the non-rated TAPES period by using the incentive award system when appropriate.

· NSPS Performance Plans must be completed in the Performance Appraisal Application tool within the first 30 days of conversion.  

TAPES CLOSEOUT GUIDANCE FOR SPIRAL 2.2.D.
	DCPDS

Conversion to NSPS
	2007 TAPES 

Rating Cycle End Date* 


	Interim TAPES Period 

(Non-rated period)
	NSPS Performance Objectives in place NLT
	End of 1st NSPS Rating Cycle

	Spiral 2.2d

17 Feb 2008


	31 October 2007
	1 Nov 07 - 16 Feb 08

(Approx. 3.5 months)
	17 Feb 2008
	30 Sep 2008

(7.5 month period)


· All employees will have ONE performance rating of record for 2007. 
[*E.g., If an employee was on a rating cycle which ended prior to 31 Oct 07 and received an annual rating, another annual rating will not be done prior to conversion.  This ensures equitable treatment for all Army employees (i.e., no employee has multiple ratings and performance awards) and complies with 5 CFR 430.206 which requires employees to receive an annual performance rating.]

· The 2007 TAPES rating cycle will end on 31 Oct 07 for all employees converting to NSPS in Spiral 2.1d, 17 Feb 08, who have not had an earlier 2007 rating.  

· The TAPES annual rating of record will be completed and appropriate forms and supporting documentation sent to the CPOC NLT 14 Dec 07.  The TAPES regulation allows annual appraisals to be completed within 45 days after the end of the rating period.

· Quality Step Increase (QSI) actions must be processed and effective (may take 6 weeks) before the NSPS conversion date.

· Organizations may recognize employees' contributions during the non-rated TAPES period by using the incentive award system when appropriate.

· NSPS Performance Plans must be completed in the Performance Appraisal Application tool within the first 30 days of conversion.  

APPENDIX D

	MACOM Delegations/Decisions

	
	
	
	
	

	TOPIC / Decision
	Discussion
	Delegation

	
	
	
	
	

	Setting Pay for Promotions under NSPS                                                                                                                                            
                                                                                                           
	Delegate authority to MACOM with authority to redelegate.  Pay must be increased by a minimum of 6%.  An authorized management official must approve an increase over 6% and up to 20%.  A higher level management official must approve an increase above 20%.             
	 
	 
	 

	Who is authorized mgmt official and who is higher level mgmt official?
	 
	 
	 
	 

	Setting Pay for Reassignments under NSPS                                                                                                                             
                                                                                                                                                                                                                              
	Delegate authority to MACOM with authority to redelegate.  A voluntary or mgmt directed reassignment may result in up to a 5% increase in pay (max 5% within 12 month period for voluntary, no max for mgmt directed).                                  
	 
	 
	 

	Who is authorized to approve pay increases on reassignments?
	 
	 
	 
	 

	Setting Pay for Change to Lower Band under NSPS
	Delegate authority to MACOM with authority to redelegate.  An authorized management official can increase an employee's pay up to 5% (within 12 month period)            
	 
	 
	 

	Who is authorized to approve pay decisions on change to lower band?
	 
	 
	 
	 

	Setting pay on new hires.  Maximum is no higher than Step 1 of the former GS-grade equivalent plus an additional 30%.  
	Delegate authority to MACOM.
	 
	 
	 

	Who is authorized to approve salary above 30%?
	 
	 
	 
	 

	Delegation of Classification Authority
	Delegate authority to MACOM Commanders and AASA                 
	 
	 
	 

	To what level will the authority be delegated?
	 
	 
	 
	 

	Pay Pool Composition 
	Army Commands have the discretion to design pay pools that meet their needs.                                         
	 
	 
	 

	Who is authorized to determine pay pool structure?
	 
	 
	 
	 

	Share Range Distribution 
	Delegate authority to Army Commands to establish or delegate establishment of business rules, if any, for share distribution.  
	
	
	

	Who is authorized to determine business rules, if any, for share distribution?
	 
	 
	 
	 

	Pay Out Distribution 
	Delegate financial management authority to establish or delegate authority to establish business rules for pay pool pay out distribution to MACOM's.  
	 
	 
	 

	Who is authorized to determine business rules for pay pool payout distribution?
	 
	 
	 
	 

	Discretionary Pay Outs – Extraordinary Pay Increases (EPI) and Organizational Achievement Recognition (OAR)
	Delegate authority to Army Commands to set aside funding for and establish business rules for Discretionary Payouts. 
	 
	 
	 

	Who is authorized to determine business rules for Discretionary Pay Tools? – Extraordinary Pay Increases (EPI) and Organizational Achievement Recognition (OAR) - PRA? PPM?  
	 
	 
	 
	 

	Minimum Pay Pool Funding Level for Element 1 – Base Pay Increases
	HQDA assign each MACOM a Pay Pool funding floor based on the DoD or, if applicable, Army Funding Floor.  Army Commands have discretion to increase pay pool funding levels above the minimum floor.  ARMY COMMANDS also have discretion to assign different funding floors to each pay pool based on their historical use of WIGIs, QSIs, and In Band Promotions.  Army Commands must ensure and certify that overall their organization has met the DoD or Army Funding Floor.  
	 
	 
	 

	At what level should pay pool funding for Element 1, Base Pay Increases be determined?

What will be the Element 1, Base Pay Increase funding floor for each pay pool? 
	 
	 
	 
	 

	Funding Level for Performance Based Pay Pool Bonuses.
	HQDA delegate authority to Army Commands to establish or delegate authority to establish minimum or maximum funding ranges for performance based bonuses.  This funding is expressed as a percent of base pay.  
	 
	 
	 

	What organizational level will decide the percent of base pay that will be applied to fund Element 3 – Performance based pay pool bonuses?  PRA?  PPM?


	 
	 
	 
	 

	Will the funding range for performance based bonuses be the same for each pay pool?
	
	
	
	


APPENDIX E

CONVERSION OF GS/GM-14 SUPERVISORY POSITIONS INTO NSPS COMPENSATION ARCHITECTURE

REVIEW PROCESS

Proper conversion of supervisory GS/GM 14 positions is a critical and sensitive matter that should be planned and executed at the senior management level.  Due to the impact conversion can have on organizational structures, consistent application of conversion criteria is required to ensure that supervisory positions are appropriately aligned within and across organizations.  
· The review and manual conversion of positions identified in reference (c) is treated as a “conversion” procedure, not a classification action.  Affected positions (positions requiring review) can be obtained via BOA standard reports and downloaded into spreadsheets for review.   
· Transition Managers must return annotated spreadsheets to their servicing CPOC as soon as possible, but no later than three weeks prior to the date of conversion to NSPS.  CPOCs will update changes in DCPDS to ensure conversion is processed accurately.    

Criteria for Manual Conversion of Supervisory GS/GM -14 Positions into NSPS SUPERVISORY or non-supervisory Band Level 3

In accordance with SC1911.3.1.1.6 of reference (c), Components shall review supervisory positions to be converted from GS/GM-14 to determine if such positions meet the criteria for either supervisory or nonsupervisory pay band 3.  Where the employing Component determines the position meets the criteria, the employee shall be converted to the appropriate pay band 3.  GS-14 supervisory positions that do not meet the criteria shall be converted into supervisory pay band 2.  Below is a summary of the classification criteria for supervisory and non-supervisory band 3 positions.  

GS/GM14 positions that qualify for conversion into pay band 3 fall into one of the two following categories:  

· Category 1:  Supervisory GS/GM positions that meet one or more of the following criteria shall be identified for manual conversion into Supervisory Band Level 3:
· Position serves as a Deputy to a supervisory Band Level 3 position/GS-15 level 

· Position supervises subordinate nonsupervisory GS-14 level employees.  

· Determination of subordinate base level (see SC1920, AP5): 

“Base Level. The level which best represents the work of the nonsupervisory subordinates. Intern, trainee, and developmental work is equivalent to the full-performance level. Selecting the appropriate base level… is not always clear-cut or mechanical.  Sometimes positions are classified in more than one PB. In such situations, the selection is based on organizational requirements and other business-based decisions.”    

· Position meets Managerial criteria (as follows):

--In addition to performance of all of the immediate and intermediate supervisory functions, the supervisor works with Commanding Officers (or civilian equivalent) and other senior management officials of their organization in the development of the organization’s (i.e., installation through Component level) primary mission goals and objectives.  

--Typically, heads an organization with responsibility for ensuring subordinate supervisors meet  their organizational goals and objectives.  

· Category 2: GS/GM 14 supervisory positions shall convert into non-supervisory pay band 3, provided the non-supervisory work of the position is equivalent to the non-supervisory band 3 level and is,  
--performed on a regular and frequent basis

--crucial to the position's primary purpose;

--governs the position's primary qualifications, and;

--not assigned temporarily and/or strictly for training or career development purposes.
Note: GS/GM supervisory positions that fall into category 2 continue to be coded and titled as Supervisory, however, such positions shall be identified for manual conversion to non-supervisory pay band 3 of the appropriate pay schedule (see SC1920.4.4, Mixed Positions).
APPENDIX F

RPA Submissions and Processing During NSPS Implementation

In preparation for the conversion into NSPS, a moratorium for processing personnel actions prior to the conversion effective date must be implemented.  The purpose of the moratorium is to ensure all necessary personnel actions on spiraling employees are processed in a timely manner and to ensure the conversion process runs smoothly.  This means human resource-related actions such as pay changes, promotions, resignations, LWOP, awards, etc. that are to be effective on or before the conversion effective date, must be submitted NLT the timeframe specified below prior to the conversion effective date.  Emergency actions such as death, retirement and removal actions will be processed during the moratorium. 

Please note - RPAs located in managers’ or resource managers’ "Inboxes" that have been created and not submitted to the CPOC prior to the cut-off date for submission to the CPOC need to be deleted and re-created in order for the new NSPS data to populate the RPA properly.

Also, personnel actions for appropriated fund employees who are not converting to NSPS, as well as local national and non-appropriated fund employees remain unaffected.  Questions on the moratorium should be directed to the servicing Civilian Personnel Advisory Center (CPAC).

	RPA SUBMISSIONS AND PROCESSING DURING NSPS CONVERSION

	If the action is:
	Proposed Effective Date is:
	RPA must be in the CPOC NLT:

	Pre-Conversion Reclassification/Reassignment Action
	On or prior to the effective date of conversion to NSPS
	4 weeks prior to the effective date of conversion to NSPS

	Award (except for QSI - see ‘Pay Action’ below)
	On or prior to the effective date of conversion to NSPS
	2 weeks prior to the effective date of conversion to NSPS

	Extension of Appointment (expiring during transition period.  These actions will be processed with an earlier effective date than would otherwise be used.)
	On or prior to the effective date of conversion to NSPS
	2 weeks prior to the effective date of conversion to NSPS

	Non-Pay Action (Reassignments, Leave Without Pay, Realignment, etc)
	On or prior to the effective date of conversion to NSPS
	2.5 weeks prior to the effective date of conversion to NSPS

	Pay Action (Promotion, Change to Lower Grade, Quality Step Increase, etc.)
	On or prior to the effective date of conversion to NSPS
	4 weeks prior to the effective date of conversion to NSPS

	Accessions/New Hires**
	On or prior to the effective date of conversion to NSPS 

(Unless previously set – new EODs will not be set to be effective during the moratorium)
	4 weeks prior to the effective date of conversion to NSPS

	Emergency Actions (Death, Removal, Suspension, Accessions Critical to Mission)
	Actions will be processed manually during the conversion period and input in the database after the conversion is completed.


** Emergency Accession Actions – actions that are true emergencies required to support critical military missions, or life and safety missions.  These actions should be rare exceptions and must be approved by the Heads of the Organization in advance of submission.  Since these actions will be processed manually, information concerning them should be provided to the CPAC who will coordinate with the CPOC.

Additional Information

Regulations require that personnel actions be approved by the appointing officer (CPOC) prior to the effective date.  To ensure actions are effective on the desired effective date the timelines indicated above must be followed. 

Effective dates for actions that require the appointing officer (CPOC) approval and are not received by the date indicated above cannot be made effective during the moratorium.  Based on regulation/procedure, the list of actions below can be made effective prior to the date approved by the Appointing Official (CPOC personnel):

	Action
	The Effective Date is

	Career Ladder Promotions
	In accordance with Department of the Army policy, dated 25 October 2000, subject: Policy for Career Ladder Promotions, all noncompetitive career ladder promotions will be made effective on the first full pay period after the employee becomes eligible for the promotion providing all the requirements are met and supervisor recommends.  If the RPA is not received before the date the employee is eligible, this policy allows the retroactive processing of the career ladder promotion.

	Change in Allowance or Differential
	Effective date set by the agency or pay 

period following date approved

	Change in Hours
	Date approved by the employee’s 

supervisor

	Change in Service Computation Date (SCD)
	Date of appointment or last action in OPF

	Change in Tenure
	Date following completion of the service

requirement

	Change in Work Schedule
	Change in Work Schedule

	Conversion to Career Conditional
	Date the VRA position is brought into the

competitive service

	Death
	Date shown on the death certificate

	Disability Retirement

	See CSRS and FERS Handbook

	Extension of LWOP
	Date approved by the employee’s

supervisor

	Leave Without Pay (LWOP)
	Date approved by the employee’s

supervisor

	Mandatory Retirement
	Last day of the month in which the 

employee reaches the age and completes 

any length-of service requirements for the 

retirement system under which he or she 

is covered.

	Name Change
	Date the NPA is prepared

	Resignation
	Set by the employee

	Retirement-ILIA
	Set by the employee

	Return to Duty
	Date approved by the employee’s

supervisor

	Special Option Retirement
	Set by the employee

	Term of Grade Retention
	Date ending two-year period of grade 

retention

	Voluntary Retirement
	Set by the employee
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