
DAPE-CPZ 

DEPARTMENT OF THE ARMY 
OFFICE OF THE DEPUTY CHIEF OF STAFF, G-1 

300 ARMY PENTAGON 
WASHINGTON DC 20310-0300 

MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT: Filling Civilian Positions: Implementation of the Position Designation 
Automated Tool (PDT) 

1 . References: 

a. Memorandum, Under Secretary of Defense for Personnel and Readiness, 
1 0 May 2011 , subject: Implementation of the Position Designation Automated Tool. 

b. Memorandum, Deputy Under Secretary of Defense (HUM I NT, 
Counterintelligence & Security), 4 Nov 2010, subject: Department of Defense (DoD) 
Standardized Investigation Request Procedures. 

c. Federal Investigation Notice Number 10-06, 10 August 2010, Office of Personnel 
Management (OPM), subject: Position Designation Requirements. 

2. The appointment of each Appropriated Fund and Non-Appropriated Fund (NAF) 
Civilian employee in the Department of Army is subject to a background investigation for 
access to classified information, occupying sensitive positions, or suitability for federal 
employment. OPM requires the use of the Position Designation Tool (PDT) to correctly 
document position designation for positions in the competitive service, excepted service 
positions where the incumbent can be noncompetitively converted to the competitive 
service, and career appointments to positions in the Senior Executive Service. 
Department of Army has administratively extended the OPM position designation 
requirement to include NAF employees hired for six (6) months or more. 

3. To aid selecting officials in navigating the PDT, the enclosed Department of Army 
PDT Guide is provided to be utilized in conjunction with the DoD PDT Guidance found 
in reference a. 

4. Effective 23 September 2011, when filling new or vacant positions as described in 
paragraph 2 above, selecting officials are required to: 

a. Use the PDT to complete a position designation determination and forward the 
determination to the servicing Civilian Personnel Advisory Center with the Request for 
Personnel Action (RPA) to fill the position. 
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b. Determine position Defense Civilian Personnel Data System (DCPDS) codes 
using the PDT determination and the PDT to DCPDS Coding Matrix, located at the back 
of the Army PDT Guide, and enter the codes on the note pad of the RPA. The CPAC 
HR Specialist will use these codes for DCPDS position builds. 

5. While the position designation requirement described above currently applies to new 
and vacant positions, it will be expanded to all positions in the near future. Additional 
guidance will be provided at that time. 

6. The Assistant Deputy Chief of Staff, G1 point of contact is Ms. Lee Ann Eudaily, 
(703) 325-1734 or lee.a.eudaily.civ@mail.mi l. 

Encl 
Acting Deputy Assistant G-1 for Civilian 

Personnel 

DISTRIBUTION: 
ADMINISTRATIVE ASSISTANT TO THE SECRETARY OF THE ARMY 
COMMANDER 

U.S. ARMY FORCES COMMAND 
U.S. ARMY TRAINING AND DOCTRINE COMMAND 
U.S. ARMY MATERIEL COMMAND 
U.S. ARMY EUROPE 
U.S. ARMY CENTRAL 
U.S. ARMY NORTH 
U.S. ARMY SOUTH 
U.S. ARMY PACIFIC 
U.S. ARMY AFRICA 
U.S. ARMY SPECIAL OPERATIONS COMMAND 
MILITARY SURFACE DEPLOYMENT AND DISTRIBUTION COMMAND 
U.S. ARMY SPACE AND MISSILE DEFENSE COMMAND/ARMY FORCES 

STRATEGIC COMMAND 
EIGHTH ARMY 
U.S. ARMY NETWORK AND ENTERPRISE TECHNOLOGY COMMAND/9TH SIGNAL 

COMMAND (ARMY) 
U.S. ARMY MEDICAL COMMAND 
U.S. ARMY INTELLIGENCE AND SECURITY COMMAND 
U.S. ARMY CRIMINAL INVESTIGATION COMMAND 
U.S. ARMY CORPS OF ENGINEERS 
U.S. ARMY MILITARY DISTRICT OF WASHINGTON 
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(CONT) 
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DISTRIBUTION: (CONT) 
U.S. ARMY TEST AND EVALUATION COMMAND 
U.S. ARMY RESERVE COMMAND 
U.S. ARMY INSTALLATION MANAGEMENT COMMAND 

SUPERINTENDENT, U.S. MILITARY ACADEMY 
DIRECTOR, U.S. ARMY ACQUISITION SUPPORT CENTER 

CF: 
DIRECTOR, CIVILIAN HUMAN RESOURCES AGENCY 
DEPUTY CHIEF OF STAFF FOR INTELLIGENCE, ATTN: DAMI-CP 
OFFICE, ASSISTANT SECRETARY OF THE ARMY (MANPOWER AND RESERVE 

AFFAIRS}, ATTN: SAMR-CQ 
OFFICE OF THE GENERAL COUNSEL, ATTN: SAGC (MS. JOHNSON) 
OFFICE OF THE JUDGE ADVOCATE GENERAL, ATTN: DAJA-LE (MS. NUGENT) 
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When making position designation decisions the selecting official will need to review the position 
description (PD) and consider other relevant information (input from the Civilian Human Resources 
Agency (CHRA) IIR Specialist and local security oftice personnel) to accurately assess the position. 

Designation decisions are documented via the Position Designation of National Security and Public 
Trust Positions webpage located on the Office of Personnel Management (OPM) Federal 
Investigative Services (FIS) website: 
http://www.opm.gov/investigate/resources/position/Introduction.aspx. 

Review Chapter 3 of the DoD 5200.2-R, Personnel Security Program to determine the National 
Security Requirements (clearance) of the position before beginning tbe Tool. 
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!BEGIN :I You begin the designation process by providing information specitic to the position. 
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AGENCY: This will be 
Army. 
POSITION TITLE: 
From the PD. 
SERIES AND 
GRADE/PAY BAND: 
From the PD. 
POSITION 
DESCRIPTION 
NUMBER: PD and 
sequence number from 
the PD. 
DESIGNATOR'S 
NAME& TITLE: 
Person making the 
determination. 

!STEP l .A:I Determine the 
National Security 
Requirements of the 
Position. You will choose 
either: 

Special-Sensitive* 
- Critical-Sensitive* 
- Noncritical-Sensitive** 

None of the Above 

When you have made 
your selection press 
Continue. 

NOTES: *If you select Special-Sensitive or Critical-Sensitive the tool will automatically advance 
to STEP 4: Final Position Designation and Investigation. 
**DoD 5200.2-R identifies Noncritical-Sensitive as Security positions. To meet the intent of 
5200.2-R, None of the Above should be selected at Step 1. B., since the selection of suitability duties 
is not necessary to determine the type of investigation and investigative form. 

2 



Department of Army 
Position Designation Tool (PDT) Guide 

P ~SitiOI1 I e~rynarrou Pf Uatlonat ~f" untt and f-'tlbhc Tru-;;t Posrltons 

P:t$ 1}1:)11~1~•"onq~~Of'D 

A:J':..:tJ A:"M'tt 

-~.:.ess..!r, · • :-1.,!.! -!-"' ·e r; ....-~-~~.o:.~· -: - :-.. !•~:.e~r- · -e · ~-, :o-; ·.e•o ·::w. ·= c.:-..~::-::.- , ~:.:·!: ~"":-: · t ·e·~: .. s~-:-- s 
.:ce ""' -~, "'e'.l .ev. s--~z :.e:.- :"::e~::--~ c:--::~ ,·:-..-:e,.:s.:-?-'" 1"~~,-.~- ~ :"' e~~ .... ·:;,-. :S.S- ~«!"'~~=-""'1 - -4- :.· -:-e 
XG. : :-- S C:E.«. J :-~~ :s::.·~:ie-MY'"~";Q' -:-~~--': ~~-.Y..!;l:> , »:·~~~ ! o• '* V y ~ :;,:JCS::re:?"e-:.;(~ ~'::" !.~: .. 
.;.~..:.:. ,-v.o ;. ·..r..~~ .....!>~~~:.:.:.s : =--~.:.-.::<M :"c:~~""' ·.e:·.e~~e-e-~~\Co-- ..:.•,! '" , ·••f.s.;.;,·;c:..~-::::w..~ 'C ....-¢e:;:;;.- -:- e 
~ :-e'" :.:.:r ·~r-:.,v--.:•.es_.,..,~ ~ • --:..-e o•-:-.ec .. : .cs .S':~ ~:.:. 1 :.·.e-e-..-e ·ov:.·~e::. ·.· ~~:-~ce..~~ als ~- • :;e.-:~;~ 
~· =--> :o:,•JS::.· .!;:.e,.,~ .. .;,.s::.e:_ ~ 2 , s 1:e-: r..:: :· .e-e,!-·e-.¢Y-'"!S : ve ·.:.: .:-·.:. s.e-:..I" 4e o~-.. ~et :e~~--=.etee .. u·e"""""e--:s:s.ee•~ 

!- .:-~· ~!1 "!':>$~~" i ·e~ :~-~ .::e c.~ , -~~~·T t!r 1 ' -:.r1. !\. Sl(i' - =--~j.a. 

-~-~·oe---=,.- ~-~ ""(: ;.:. :., !-"'-.¢ ::.-o:-·e.-""'' •'e$:>":;'"':S~ ~· · · :. ..:.es~ <06 ~ .. :~- 0'X.. :.., -!_( ·u: ~ ~!"! ·..: 

-~~ ~...-.eo-~ ~ ~rl ,. -~·· 

="~::--c.· e--:~'~"!e··s.!C."C~ :ot"::sl!'"'fe..c-!1"~ !.!'> .. ,.8s..t:::~ .·-~ _:~ x .. ~~.!--~ :x~:....r~ .!-.c :·:.·!':· 

""'t'"'"l g-;&-:~· ~-.:..~~ -"''S~..:es~e-~:e.'"""t.r ~o-.s .• :: -:-ess .s-:~'""'5 1!1 .7 '7!.- :s,s-:~ ~: •• 

:..:-· -::.:. :..sx.:: :.· .. s.:..:. ~:.-.e:.-: !:" !."'~tO: ~-:,es~o· o-- -..::e.~..s ""!r.er !..5 :e-c j.C·~ ~ S"!e::e:~,!-;3!-"C: "::•x -,s 

:.·~"'\ ~ ~e---:s ~-~ ·-:. ~~;:"~'~ -=-~ :,.e ~~S· 

-;!\', a· !O":~...,.~· :..;:.r:r ~ '"'.! • ...s-:~~.::.::~ 

:o-..,.s:..:, se:.J :, :..:.· !":. ~--.!':. ":1 ,. ..... ,.·-~-:~- -:~:--.o-..!1: , ~:~:."'4~"" -·~v~~-":•'• -:- :·-,.e-.""'t..r : .o--$.;.r 
~es · .. e-s 

- ~:~:: =·· ~~ ;--: .e· e~..IQ -:s.:v'-'oo~·- ·~-:~:s.~- ·~ ~·~""'S :.-.c: ~::: v-:es · ··: ~es-e:.:.--ss~:e~e"'.'!: 

- ·~-=~-: ·.<e----M'• 

.lt,;.l, ...:t :u.:c•, .. s_ ~= -:.,11-e;~· .. ·e·:c·.s ·:fo::·l~:C.A :.e: c- ~:.:-.e-"')~~~ ·= ~ ""'S '.".' :·:·.e:~=-·: !lo "» :..::...se - :r-~ 

:-..~:_-: :.· .:. ·~ ~·-: ... ~..:S·'"' ~-: .:rJ res-:;:o·.s ~ ~-e::s :.rc.-:·~c .... -: ·ess.J-:,• ,!.Se~.~e-V;:t -~ s-:-e.:~~-::s, .: ... w::-11: ., • .._, .. 
: ·-e- x.-:e--": .e. "..>- -e~ : · .: s :.· • : 2·· .. :."S-: ·: • .! - _. 

• ·:r.e :: :-'"' o .. ~~~-: ·•:r-~:~-'le-:.·-o oaJ s-is~·-s : -~ ..ces !.:::~:j e.-:.-.:-~-c ;:..o:::~ e-:< ..r::-!':SS- '"'~ 

"'"'~0: 0• ~i$ !<.'"' Ct" :,.,·~ O.o ....... X""'LS': Go-~~~!.·· ,:,.¢\i.JS.:S~~ e.,';'QI"4':0.j<,.-~S~- ,. :e.• "!!e:.-- 2 ~·,.e 

»e!:::~-._.:. s..,.::..r :. ::;.·~ s "or>:~-~~ s .. : Ar.s,~'S"'~""'(S<:>r~==~:!l-,.e.o:.!~!l ~ !1-'*.S t ·es.:.:..:.ee-"':""-~e.-~..es 
~=~~·~':C/"0"1! -N, ~'I'Qo .. ': •,e:~·'\;.J"~~· 

=-/Co-:~=:c--O"':,ers.:.-~ -;, ·....e--:e :.Q-~ .ee; _ · :...!SS .. ~ !;.'I":A'¢.:1f' ~.JYJ - ·~.:-· : -:. ...o.~e.~::.ess.:oa-~::.ess. "'lt ei' 

~--! · ·~: :.- s-=""'~':-!1: ~:..~:":~ .)J !"''~ Of'Vt->::r • .a.,-:;~.:c•,;,. 0"' 1 t?'+ ·~¢""t.:.• •Y.d"""'t:::~ •.:-: .~r.:, ~· '"' .. ~:. ~ 

C-!1~.,~~.: -"~""e':V:""r..!.:S..,.....c'"~!:.!. _se.j• ,t 4 ':S' :r .. ~~= ~U.,......!:':~ ·- •.o•J · .. :;:-::·~ !t.•:~ ~~--=s-

~..e-""'te'"::~ ... :.~~ ~ ~rJ '"' !. JC. ·~ --"4: -!.·~- ::- o:r~ ... ; :. ..!:.SO..,.e .J:~ 

=-~~~:-:v :ese~"'\e.~ ·~~s~ - ·~"'': C..~tee¢'"j,...,_ :.~..s:.-5-:.e:. ..... .:..· , o-:··~s.:.e:. .. :.e.--: es:·.e~~~ ~-:r.-~N.se: 

~~· 

!STEP 1. B :I Determine the 
Suitability Requirements 
of the position. 

Check the appropriate duty 
(or duties) to assess the 
public trust responsibilities 
of the positions.* 

You will then select 
Continue to evaluate the 
position's duties to 
determine the degree of 
impact from any 
misconduct. 

* NOTE: If you do not select any of the duties you will check None of the Above and enter 
Continue to go to STEP 4: Final Position Designation and Investigation. Also, if you selected Non
Critical Sensitive under Step l.A you will select None of the Above. 
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Stfp 2: CeterMine the pet;,ntial iMp•ct of the- position on the efficiency and integrity of the •:rvice
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!STEP 2:1 Determine the 
potential impact of the 
position on the 
efficiency and integrity 
of the service (public 
trust). 

Check appropriate degree 
of impact any misconduct 
may have based on the 
position's responsibilities. 

Once you have indicated 
the degree of impact you 
will select Continue to 
go to STEP 3: Point 
adjustment for program 
designation and level of 
supervisiOn. 
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~TEP 3 :I Determine the Point 
adjustment for program 
designation and level of 
supervision. 

Select the Adjustment for 
Scope of Program and 
Correlation to Extent of Impact 
that applies to the position. 

AND 

Select the Adjustment for level 
of supervision or other 
controls. 

Once you have indicated the adjustments you will select Continue to go to STEP 4 : Final Position 
Designation and Investigation 
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!STEP 4:1 Final Position Designation and Investigation. 

Main About Us About Investigations Federal lnvestigatiols Notices HRISeaJrity Resources Training Contact Us 

Pos1tio!\ Designation of National Security and Public Trust Positions 

Position Designation of National Security and Public Trust 
Positions 

Posicion Designation Record 

Agency x 

Positioo Tille x 

Series and Grade/Pay Band x 

Position Description !lumber x 

Step 4: Final Pos1t1on Designation and Investigation. 

The final position designation is outlile!l below. Note that for those positions designated as 'Non-Sensitive" (no clearance or 
other sensitil'e national security duties) or Nonaiticai-Sensitiw-e (dUlles with potential to cause damage to the national securitf, 
up to and including !lam age at tile si~nificant or serious le>>el. induCing. out not limned to. access to classified material a1 the 
Secret Confic!ential. or 1."1evel). the over-riding consideration In :he final designation ~~till de~ end on the designation le>'81 
assoda~d with the public trust responsicilities of the position. 

llesigoalion level 

Tier2 

Na.lionaJ security 

Positions COYered Investigation Form 

Position has the potential n cause damage to the national AIIACI for 
security, up to and including damage at the significant or serious Federal 
level and/or requires eligi::ilitt for access to classified matertal at Emplo}-ees 
tile Secret Confidential. 1. level. "lloncriticai-Sensiti'le" SF 86 

llACLC for 
Contractor 

Oesign!tor llotesiJustilicalioniComments: 
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Print this screen 
prior to selecting 
Print Summary. 
You will need this 
page to complete 
STEP 5. 
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!STEP 5:1 Print this screen, sign and date, and scan/attach it, along with the printed page from STEP 4 
to the Recruitment RP A Selecting officials are required to maintain the original signed copy of this 
page, and the page from STEP 4, with the hard copy PD. These record<; should he destroyed 2 years 
(~jier posUion is abolished or description is superseded 

!STEP 6:1 Identify and provide the Defense Civilian Personnel Data System (DCPDS) codes to CHRA 
on the RPA Note Pad using this Position Designation printout and the PDT to DCPDS Coding Matrix 
located on page 8 of this guide. 

!.lain AOOut Us .tllout lmesUgations Feeerallm'estigations Nctices HRISeruity Resources 

Position Designation of National Security and Public Trust Positions 

Posillon Oesignalion Record 

Agency 

Position Title 

Series and Grade ,Pay Band x 

Position Oescriplion llumber x 

4cc;;ss to Secret 'L . 

Designation 
level 

Tier 2 ANACJ for Federal Employees SF 86 

NACLC for Contractor 

Signature: --------

Name: _x_ 

Date: 8/31}12011 

U.S. Office ofPerson~l Llanagement 19CO E Street NiV. \'ias!tingtcn. OC 2C415 (202)6CS-18CQ · 7Tl' (202)e06-2532 1,l 
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START: Determine ifthe 
position is National Security 
or Suitability. 

1. Identify the Designation 
Level and convert to the 
corresponding DCPDS code 
using the PDT to DCP DS 
Coding Matrix. 

2. Identify the Nature of the 
Position and convert to the 
corresponding DCPDS code 
using the PDT to DCP DS 
Coding Matrix . 

3. Identify the Investigation 
required for the position and 
convert to the corresponding 
DCPDS code using the PDT to 
DCPDS Coding Matrix. 

THE POSITION IN THIS 
EXAMPLE IS NATIONAL 
SECURITY: 
- The Designation Level is 
Tier 2. DCPDS Position 
Designation Code: 2 
- The Nature of the Position 
is Noncritical-Sensitive. 
DCPDS Position Sensitivity 
Code: 2 
- The Investigation Level 
is ANACI. DCPDS 
Security Access Code: 1 
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PDT to DCPDS Coding Matrix 

NATIONAL SECURITY 

Position Desi2nation Tool DCPDS (RPA Comment/Note) 
Designation Level: Position Designation: 

Tier 1 1 - Tier 1 : Low Risk, non-sensitive 
Tier 2 2 - Tier 2: Moderate Risk, non-critical sensitive 
Tier 3 3 -Tier 3: High Risk, critical sensitive 

Nature of Position: Position Sensitivity: 
Non-sensitive 1 - Non-sensitive (NS) National Security Risk 
Noncritical Sensitive 2 - Noncritical Sensitive (NCS) National Security 

Risk 
Critical Sensitive 3 - Critical Sensitive (CS) National Security Risk 
Special Sensitive 4 - Special Sensitive (SS) National Security Risk 

Investigation: Security Access: 
MBI 0 - NoAccess 
NACI 0 - National Agency Check Plus Inquiries 
NACLC 1 - Secret Access Required 
ANACI 1 - Secret Access Required 
SSBI 2 - Top Secret Access Required or, 3- Top Secret 

(Special Access) 

SUITABILITY 

Position Desi~ation Tool DCPDS (RPA Comment/Note) 
Designation Level: Position Designation: 

Tier 1 1 - Tier 1: Low Risk, non-sensitive 
Tier 2 2 - Tier 2: Moderate Risk, non-critical sensitive 
Tier 3 3 -Tier 3: High Risk, critical sensitive 

Nature of Position: Position Sensitivity: 
Suitability - Low Risk 1 -Non-sensitive (NS) National Security Risk 
Suitability - Moderate Risk 5 - Moderate Risk (MR) Public Trust 
Suitability- High Risk 6 - High Risk (HR) Public Trust 

Investigation: Security Access: 
NACI 0 -No Access 
MBI 0 - No Access 
BI 0 - NoAccess 
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