Standard Operating Procedure No C05

     September 16, 1998

NON-ROUTINE CLASSIFICATION ACTION
(DELEGATED CLASSIFICATION AUTHORITY AT CPOC)

Assistant Secretary of The Army 

(Manpower & Reserve Affairs)

Civilian Personnel Policy

CLASSIFICATION

1. PURPOSE:  This SOP establishes procedural guidance for processing non-routine classification actions (e.g. establishment, cancel/establish, position review, reorganization and any other action requiring major re-write of the PD or reconfiguration of the organizational structure) when the CPOC is delegated classification authority.

2. APPLICABILITY:  This SOP applies to all Army activities serviced by a Civilian Personnel advisory Center (CPAC) and a Civilian Personnel Operations Center (CPOC) within the Department of the Army.  

3.  PROCESSES AND RESPONSIBILITIES:

a.  {BPM block 1}  Management will :
(1).  Discuss proposed classification action with CPAC and work with CPAC to develop action plan and recruitment strategy, if necessary.

(2).  Identify duties and develop PD by using automated classification tools (i.e., PD Library, COREDOC, others) or other sources requiring major edits.

(3).  Prepare PERSACTION SF52, attaching PD or identifying PD number, and other supplemental documentation.

(4).  Develop list of mandatory and desired knowledges, skills and abilities, where required.

(5).  Obtain organizational approvals.

(6).  Coordinate PERSACTION SF 52 to CPAC.

(7).  {BPM blocks 4 & 6} Upon final classification by CPOC-CD, if there is disagreement with the classification determination, management will follow any local procedures established for resolution of such issues and notify the CPOC-CD of any management decision.
b.   {BPM block 2}  CPAC will:

      (1).  Review PERSACTION SF-52 and PD for completeness (i.e., appropriate format, title, grade, series and recruitment strategy).

 
      (2).  Provide advisory services to management regarding proper position management (supervisory ratio, senior grades, etc.).

     (3).  Coordinate PERSACTION SF-52 while concurrently forwarding via FAX or e-mail, supplemental documents to CPOC-CD.

     (4).  Assist management in developing a list of mandatory and desired knowledges, skills and abilities, where required.

c.  {BPM block 3}  CPOC will:

              (1).  Receive and review proposed PD and supplemental documentation.

             (2).  Arrange with management to conduct an audit, if necessary.

             (3).  Rewrite PD as necessary, determining appropriate classification (i.e., title, pay plan, grade, series,) of position.

(4).  Forward properly classified PD to management for review and approval.

(5).  If disagreement arises concerning the CPOC classification determination, classifier and manager may discuss to attempt to resolve it.  However, once a management decision is reached, the CPOC will:



(a).  Complete classification data, process PERSACTION SF-52 and enter productivity status codes. {BPM block 7}

(b)  Coordinate to CPOC-SSD. 

4.  REFERENCES AND RELATED DOCUMENTS 
AR 690-500, Chapter 511, Position Classification Pay and Allowances.
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