A MANAGER’S GUIDE TO PERSONNEL PROCESSING

[image: image1.wmf]
[image: image2.wmf]
“OPENING THE DOOR TO A BETTER UNDERSTANDING OF THE  PROCESS”

NORTH CENTRAL CIVILIAN PERSONNEL OPERATIONS CENTER

JULY 1999

[image: image3.wmf]
THE PARTS WE PLAY






PAGE
The Role of the Manager








3

The Role of the CPAC








3

The Role of the CPOC








3

PLANNING 

 I.  What is a Reorganization?








4

II.  Obtaining Approval to Reorganize






4

III. Setting the Effective Date








4

IV. What type of Actions will be Required?






5

V.   Employees on Details, Temp Promotions, Temp Reassignments


5

VI.  Freezing Personnel Actions







5

VII. Deciding What New Job Descriptions will need to be written



6

PROCESSING

I.  Organization Names








7

A. New 










7

B. Edit 










7

C. Delete










8

II. Large Reorganizations








8

A. Milestones









8

B. Tracking









8

C. Processing Realignments







8

D. New Job Descriptions








9

E. Para/Line/AMS Changes only







9

F. Freezing Personnel Actions







9

G. Was the Reorganization Successful?






9

H. After Action Report








10

III. Individual or Small Groups of Realignments





11

IV. Multiple Realignments








11
V.  Employees on Details, Temp Promotions, Temp Reassignments


11

APPENDIX

A.  Definitions










13
B.  Sample Table 30









15

C.  Sample Milestone for Large Reorganizations





16

D.  Sample Format for Mass Realignments






18
E.  Sample Format for Para/Line/AMS Code Changes, Only




19

F.  Sample Remarks for Employees on Temp Promotions or Reassignments

20

[image: image4.wmf]
[image: image5.wmf]
THE ROLE OF THE MANAGER

The manager’s role in reorganization is a critical step in the process. The manager will be the key person to define the scope of the reorganization.  The manager will determine the number of positions to be reorganized, the number of new job descriptions to be written, the organization names to be created or deleted, and the target effective date of the reorganization.

THE ROLE OF THE CPAC

The CPAC’s role is much the same as it is on other projects.  Your CPAC representative will serve as your primary advisor in this process and will guide you through the reorganization process.  The CPAC brings to this project, knowledge of your organization structure, your employee database and the unique characteristics of your MACOM.  As the link between all parties, the CPAC will serve as the “beacon” that lets us all know that we are moving in the right direction and alerts us if a milestone is slipping.

THE ROLE OF THE CPOC

Process.  Process.  Process.  The CPOC holds the responsibility for delivering a completed and successful reorganization to you.  As a part of this role, it is the CPOC’s responsibility to provide you with whatever support you need in the planning stages, in terms of listings of employees and their current place in your organization, help with identifying employees who will need special processing, etc.  In addition the CPOC will ensure that all job descriptions are finalized and all personnel actions are processed to your satisfaction.  This includes the myriad of details that happen behind the scenes in the CPOC such as building the new organizations in the personnel database, coordinating the new organizations with payroll (DFAS), building the new job descriptions in the FASCLASS system, and transmitting the personnel actions through the personnel automated system.  We hold ourselves accountable for ensuring that all payroll problems are resolved along the way to insure that the reorganization does not cause pay problems for any employee.  After the reorganization has been completed we have a follow-on responsibility to inform you of the results.



PLANNING
I     WHAT IS A REORGANIZATION?

A reorganization occurs when managers make a decision to change the organization structure of a Directorate, Office, Command, or any organizational entity.  It normally involves movement of employees from one organization to another.  Sometimes an employee’s job description will change; sometimes the existing job description will move with the employee.  An important factor in all reorganizations covered by this guide, is the assumption that the reorganization will result in a job for all employees, at their current grade.  When it will not, and employees cannot be carried in an overhire status, a Reduction In Force (RIF) becomes necessary and this guide is no longer applicable.

II.  OBTAINING APPROVAL TO REORGANIZE

A general description, set of new and old organization charts or something similar will be a helpful tool to use in explaining the scope of your reorganization to the CPAC and CPOC.  This type of documentation is normally prepared during the request for approval process and can be valuable to the manager in the planning and processing stages.  Approval to reorganize comes directly from your organization chain of command and the appropriate procedures vary greatly from organization to organization.  Some MACOM’s require lengthy reorganization proposals followed by an approved decision memorandum, permanent order, TDA change, etc.  Your Resource Management Office can explain the procedures that are required for your organization.  You will not need the CPOC’s involvement until you know that your reorganization has been approved. 

II.  SETTING THE EFFECTIVE DATE

One of the key decisions you will make in the reorganization process is the effective date.  While most personnel actions are effective on the Sunday of the beginning of the pay period, realignment actions will normally be effective on the first Monday of the pay period.

For major reorganizations, your decision will be based initially on the mission requirements and the need to begin work in the new environment.  Coupled with that will be such practical considerations as: the size of the reorganization, the number of new job descriptions and how much time your managers and supervisors will need to prepare the documentation, i.e., new draft job descriptions and tracking/slotting of employees to the new structure.  Once you have an idea as to when you’d like to see the reorganization go into effect, you are ready to start coordinating with the CPAC and CPOC on the milestones that will lead to that date.  You’ll find a sample milestone that you can use at Appendix C.

For smaller reorganizations, a good rule of thumb is that new organization names, need to come to the CPOC about four weeks prior to the effective date.  DFAS (Defense Finance and Accounting Service) has told us that they require that amount of lead-time to build the new organization in payroll records.  For individual or small groups of realignments, with no new organization name to be built at DFAS, the RPAs should reach the CPOC about two weeks prior to the effective date.  See Appendix A. for a definition of RPA.
III.  WHAT TYPES OF ACTIONS WILL BE REQUIRED?

Now is the time to plan the types of actions that will be needed to move your employees into the new structure.  Such things as new job descriptions that will be written, and new TDA organizations, will steer you toward these decisions.  Most employees will either receive a realignment NPA, a reassignment NPA to a new or different job description, or maybe simply a paragraph and line change to their records.  For a more in-depth discussion of reassignments versus realignments refer to Appendix A, Definitions.  This step in the planning process is what has normally been referred to in the past as employee “slotting.”  It is management’s decision that determines where employees will be assigned in the new organization and the resulting action that will put them there.  Your CPAC representative can be a valuable asset in this phase of the process in helping you decide what types of personnel actions you will need.

IV.   EMPLOYEES ON DETAILS, TEMP PROMOTIONS, TEMP REASSIGNMENTS

A review of the employees whom you have on temporary assignments is a critical step in planning your reorganization.  These employees will require special handling in the processing phase of the reorganization and you’ll want to be keenly aware of who is on a detail, temporary promotion or temporary reassignment.  If you are unsure or want to verify that you’ve included everyone, the CPOC/CPAC is available to provide you with a listing of that information at any point in the reorganization process.  The same information is also available through Regional Reports.  A more detailed description of this process is on page 11.

V.    FREEZING PERSONNEL ACTIONS

You’ll want to consider at this point whether or not it will be to the organization’s benefit to “freeze” non-reorganization related personnel actions at some point in your reorganization process.  Situations vary but the size and complexity of your reorganization will have a lot to do with this decision.  This “freeze” is a matter of holding all non-reorganization-related actions in abeyance on or around the actual effective date of your reorganization.  What you want to avoid is having duplicate actions on a large number of the same employees to be effected on the same pay period.  Although dual actions on the same employee on the same effective date is entirely possible, and in fact occurs quite frequently, when done in mass, we collectively run a greater risk of causing payroll interface problems.  Again, your CPAC representative will be your best source of information on whether your reorganization will need this consideration.

VI.   DECIDING WHAT NEW JOB DESCRIPTIONS NEED TO BE WRITTEN

As you begin this task, you must ask yourself which job descriptions will be inaccurate in the new organization and which job descriptions might just need a few changes here and there.  An inaccurate job description is one that has major duties that are no longer being performed or major duties that need to be added to the job.  See Appendix A. Definitions for a description of a major duty.

Where a job description has a major duty change or where a totally new job description is needed, management will follow their normal chain of approval to submit the new job description(s) to the CPOC for processing.  As a rule of thumb, the new job description and its accompanying RPA should reach the CPOC about 30 days before the desired effective date.

In the case of large reorganizations with many new job descriptions, you will be involved in the development of a milestone plan. Discussed later in the Processing portion of this guide, the milestone plan will be developed in conjunction with your CPAC and CPOC representatives and will lay out the best plan for preparation and completion of your new jobs.  Be ready to discuss what you see as your requirements at that time.

For job descriptions that just need minor editorial changes, e.g., organization name changes, management can make those changes to office copies and no further action is required.  Those types of job description changes have historically been referred to as “pen and ink” changes.


PROCESSING

I.  ORGANIZATION NAMES

Organization names in the Personnel Database (DCPDS) will be a critical element in your reorganization.  The CPOC maintains a table (Table 30) of all organization names.  This table drives the organization name that prints on your employees NPA’s, not only for the reorganization actions but also for all NPAs they receive thereafter.  For that reason, you’ll want to be involved in exactly how that organization name will be shown.  Office Symbols and Cost Center Codes are often included at management’s request.  If there are a large number of organization names involved in the reorganization, it’s a good idea to have the CPAC/CPOC furnish you with a list of how these organization names currently appear in the personnel database, before deciding what changes will be necessary.  You also have at your fingertips, the FASCLASS system.  You can search for your organization in FASCLASS and see all current organization names listed there.

This step becomes a critical one because if the organization names are not built in the personnel database, (Table 30), the NPA’s will not move the employees to the correct organization.  More importantly, the same organization codes will be sent to DFAS for their tables and if this step is missed, payroll problems will result for the employee.

A. NEW

For organization names not in the current database, (Table 30), use the sample at Appendix C to request the addition of new organizations, as you want them to appear on NPA’s.  The new organization names need to be submitted to the CPOC at least one month prior to effecting a realignment because of the time required to input the changes into Table 30 and to coordinate with DFAS.

B. EDIT

Let your CPOC/CPAC know if you have organization names that need minor changes, i.e., Team versus Branch or Office versus Directorate.   These changes can be submitted on an email listing showing the old name and the desired new name.  For edited org codes, employees will not receive NPAs unless they are moving into the organization from somewhere else.  Employees who remain in these types of organizations, will see this change on the next NPA they receive after the reorganization.  Editorial changes to office symbols or cost center codes could be handled in this manner.

C. DELETE

Along with a listing of organization names to be edited, you should attach a listing of current organization names that will no longer be used.  The CPOC will delete these organizations from our Table 30 once all employees have been moved out.

  II.  LARGE REORGANIZATIONS (OVER 200 EMPLOYEES)

        One of the great success stories in our new regional environment is the speed and simplicity that large reorganizations can be processed.  Gone are the labor intensive and time consuming DA 279, Group Action Request Lists!  We now have the capability to process large reorganizations in conjunction with our CPAC and Management partners in an extremely condensed timeframe.  The following framework has proven to be invaluable in this process.  Since our customer base is large and varied, the specific steps to take for your organization will be outlined jointly with the CPOC, CPAC, Management points of contact.  The CPOC is available to provide training to your administrative officers on this process as it relates to your reorganization.

A. MILESTONES

For large reorganizations (i.e., 200 employees), special planning and coordination will be necessary.  The sample milestone shown at Appendix D, will give some idea of the level of planning that will need to take place to insure success.

B. TRACKING

You’ll need to make sure that all employees affected by the reorganization are accounted for and moved to the new structure.  Where tracking is difficult, ask your CPAC/CPOC to obtain a “download” listing from the personnel database (DCPDS).  This listing  (in the same format as Appendix D) can provide you with a complete accounting of employees and where they are currently assigned.

C. PROCESSING

As much as possible, the CPOC will minimize the need for RPAs.  In order to do this, management will document the actions needed to move employees to different organizations (realignments) by using the sample format for mass realignments shown at Appendix D.  The information will look like the download that you may have requested for tracking purposes.  The difference being of course, that you will send the information back to the CPOC showing where you want employees to go in the new organization.  All employees that need to receive realignment NPAs should be listed in this format on an ACCESS, EXCEL, or ASCII database.  The exception to this will be employees who will be on temporary promotions or temporary reassignments on the effective date of the reorganization.  Those individuals will need to have individual RPAs as described on page 11.

D. NEW JOB DESCRIPTIONS

In the planning stages, you identified the new job descriptions that needed to be prepared for this reorganization.  The size of your reorganization and the number of new job descriptions that you will need will have a great deal to do with when you submit these RPAs.  Work with your CPOC/CPAC points of contact in establishing the timeframe for this in the milestones.  The RPAs to assign employees to these new job descriptions will be done as individual reassignment, promotion or other action as appropriate.

Since some organizations have Delegated Classification Authority (DCA) and some do not, you would follow the normal procedures you currently have in place for submitting new job descriptions.  For large reorganizations with many new job descriptions to be written, the CPOC may emphasize to you that rewrites and revisions of job descriptions will not be possible once the initial classification of the new job description takes place.  The sole reason for this is to keep the process on schedule and to ensure that all elements of the reorganization move forward as expeditiously as possible.

 Fill/Recruit or other competitive actions that result from new job descriptions will not be a part of the reorganization.  These actions will be processed as they normally are.

REMEMBER:  Use FASCLASS, PD Library, or COREDOC tools where ever possible to simplify the process further.

E. PARA/LINE/AMS CODE CHANGES

When processing large reorganizations, management may find that some employees will not change organizations but will require other organization data changes.  These changes would be listed separately from employees moving to new organizations.  A sample format is shown at Appendix E.  These changes should be listed on an ACCESS, EXCEL, or ASCII database and emailed to the CPOC.

F. FREEZING PERSONNEL ACTIONS

To the extent possible, management should consider a “freeze” of non-reorganization related actions for the pay period just before, and the pay period of the reorganization effective date.  Overlapping and double stacking of personnel actions for employees involved in the reorganization will not only create a great deal of confusion but could affect the flow of payroll actions.

G. WAS THE REORGANIZATION SUCCESSFUL?

Once the effective date of the reorganization has passed, if you are like most of our customers, you’ll want to see the results of our coordinated efforts.  There are several tools available for this, Civilian Servicing Unit Application Report/Inquiry, and probably the most user friendly, FASCLASS.  Because of our processing schedule, the realignments will be transmitted to the personnel database sometime during the week following the effective date.  Your CPAC/CPOC can give you more specific dates for your particular reorganization.  Once the actions have been transmitted, you can search by organization in FASCLASS and see your new organization with all the employees listed!

H. AFTER ACTION REPORT

For most large reorganizations, the CPOC maintains records of how many actions were processed, how many new jobs were written, etc.  We will furnish the totals to you in an “After Action Report” so that we all see what we collectively accomplished.  This is also a good gauge for ensuring that we accomplished the full scope of what you, as the manager, asked us to do.

III.  INDIVIDUAL OR SMALL GROUPS OF REALIGNMENTS
The same procedures apply for establishing new organization names as discussed on page 7.

For small reorganizations (less than 200) the CPOC will need either individual RPAs or multiple RPAs (see definitions at Appendix A.)  The same guidelines will apply for Details, Temporary Promotions, and Temporary Reassignments as described in the Planning stage on page 5.

IV. MULTIPLE REALIGNMENTS

RPAs to process multiple realignments (see definitions at Appendix A) can be submitted to process your reorganization but should be used with caution.  If you have more than 15 employees on a multiple RPA, the processing system has problems with this method.  We have experienced problems with accessing all records and transmitting for all effected employees.  For this reason, it would be wise to only submit multiple RPAs in situations where 15 or less employees will be listed on one action.  As stated in the definitions, multiple realignments are for situations where a group of employees (15 or less) are moving from the same organization to the same new organization.

V. EMPLOYEES ON DETAILS, TEMP PROMOTIONS, TEMP REASSIGNMENTS

DETAILS:

     As discussed in the planning stages, management needs to account for all employees on temporary assignments.  Employees serving on details will need to have the details terminated prior to the effective date of the reorganization. The CPOC will terminate the details of employees that would be serving on details on the effective date.  Where the detail does not involve a reorganized element, the CPOC can place the employee back on the same detail for you without a new RPA.  Depending on the scope and complexity of your reorganization, the CPOC may request that you submit new RPAs to detail employees to the new structure. Since this part of the process will vary depending on the nature of your reorganization, close coordination between the CPAC/CPOC/Management Officials will be needed.

TEMPORARY PROMOTIONS OR REASSIGNMENTS:

For employees serving on temporary promotions or temporary reassignments, individual RPAs will need to be prepared.  This will allow the employees to remain on the temporary assignments throughout the reorganization.  The remarks in Block D of the RPA should clearly indicate what is to be realigned.  Statements as below will be needed: 

                 -This action only realigns the temporary position.

                 -This action only realigns the permanent job of record.

                 -This action realigns both the temporary and permanent job of record

For specific remarks and instructions see Appendix F.


APPENDIX A

DEFINITIONS

I.    MAJOR DUTY

Every job description identifies major duties.  Major duties are groupings of tasks.  A major duty under the General Schedule (GS) is any duty which occupies approximately 25% or more of the incumbent’s time or is sufficiently different from other major duties to require additional qualifications or extensive training after assignment; and represents the primary reason for the position’s existence.

A major duty under the Federal Wage System (WG or WY) is any duty that occupies the employee’s time on a regular and recurring basis.

II.    MULTIPLE REALIGNMENT

This involves a single RPA effecting a group of employees moving from the same organization to the same new organization.  It should only be used in groups of 15 or fewer employees.  A multiple realignment RPA cannot accommodate individual para/line or AMS changes.  Those changes would be submitted as described on page 9 of this guide.

III.   RPA

A RPA is the electronic SF 52 that manager’s use to request personnel actions for their employees.  You may also hear this referred to as an SF 52 or a Request for Personnel Action (RPA).  In all cases, we are referring to the request for personnel action that management submits for processing.

IV.    REALIGNMENT

A realignment should be the nature of action when the following conditions are met:

The employee and the employee’s position move due to a reorganization.

There is no change in the position duties.

There is no change in grade or pay.

The employee has not moved to a different position description in the same series.

V.     REASSIGNMENT

A reassignment should be the nature of action when one of the following apply:

The employee leaves their position of record, i.e., the position number changes, TDA paragraph and line number changes, and the employee leaves a vacancy behind.

OR

The employee remains on the current paragraph and line number and is assigned to a new position description when the duties have been amended, newly assigned, or newly described.

VI.    NPA, NOTIFICATION OF PERSONNEL ACTION

This is the official document that is filed in the employee’s Official Personnel Folder (OPF) documenting a personnel action that has been taken.  A copy of the NPA is also provided to the employee by the CPAC.

APPENDIX B

SAMPLE TABLE 30

TO ADD A NEW ORGANIZATION

COMMAND CODE:___

UIC CODE:__________

ORG CODE:_________(UP TO 7 CHARACTERS)

(LINE 1) __________________________________________________________________

                     (UP TO 36 CHARACTERS)     EX: ROCK ISLAND ARSENAL

(LINE 2)____________________________________________________________________

                     (UP TO 36 CHARACTERS)

(LINE 3)_____________________________________________________________________

                     (UP TO 32 CHARACTERS)    (33-36 IS THE COST CENTER)

(LINE 4)______________________________________________________________________

                     (CITY, STATE, ZIP)

NOTE:  PLEASE ENTER THE DATA AS YOU WISH TO SEE IT IN ON THE NPAs…THIS SHOULD ELIMINATE ANY CONFUSION WHEN IT IS INPUT TO THE ORGANIZATION TABLE.

APPENDIX C

SAMPLE MILESTONE FOR LARGE REORGANIZATIONS

Step 1

Establish proposed effective date for reorganization.

Step 2

Identify the number of new job descriptions to be written.      

Step 3

All information for the Table 30 is given to the CPOC (Table 30 is the



organization name, organization symbol, cost center, etc). The table must be 



constructed, verified, and placed in automated system in order to produce 



realignment NPAs assigning employees to new structure.

Step 4  
Request for Personnel Actions (RPAs) are given to the CPOC for all actions not requiring a new job description.  The CPOC is available to provide training on the most expeditious way of submitting realignments (i.e., NPAs, e-mail listing, spreadsheets, etc).  

Step 5         
CPOC receives an agreed on percentage of job descriptions (this percentage 



depends on the total number of jobs and the proposed effective date).

Step 6      
CPOC receives requests for personnel actions (RPAs) returning employees to permanent job or making a temporary action permanent (if they must assign employees from permanent job to new structure).

Step 7        
CPOC releases Table 30 (organization names) to DFAS Customer Service Rep (DFAS must also load the table for payroll).

Step 8
      
CPOC receives another agreed percentage of new jobs for classification

Step 9
     
CPOC receives final percentage of new jobs for classification

Step 10
All actions to CPOC Staffing Division

Step 11         
Realignment effective.

     NOTES:

     UNDERSTANDINGS:

1.  All parties must complete their actions on time in order to meet the suspense date. 

2.  The milestones apply only to non-competitive actions.  Any actions which require competitive promotions, qualifications waiver or management directed reassignments will require separate processes with later effective dates. 

3.  If more jobs are required for classification, the organization needs to initiate and allow more time to assist the CPOC in obtaining additional classification resources. 

4.  Position descriptions will arrive in the CPOC accurately described and adequate for classification.  In cases in which the CPOC cannot support the classification sought by management an advisory will be issued and a decision made by management with no additional requests for rewrites or further review by the CPOC.  

APPENDIX D

SAMPLE FORMAT FOR MASS REALIGNMENTS

Type in the proposed information, i.e., where you want the employee to go.

The spreadsheet has 8 columns:

Name, job number, shred, org code, office symbol, AMS code, para, line.

NAME_INCUMBENT
CPCN JNA
Shred JNA
ORG_CD JEJ
OFFC JPH
AMS_CODE X1B
PAR X1N
LIN X1M

JOHN JACOB
BG99A56
701
RMV
RMV
431898M0000
35
3

THOMAS TABOR
BG99A56
702
RMV
RMV
431898M0000
35
2

MARIO ANDRETTI
BG99G63
101
RMV
RMV
431898M0000
35
2

DORIS FLOWERS
BG96A53
702
RMV
RMV
431898M0000
35
1










NOTE:   if any of these people are currently on TEMP PROMOTIONS OR TEMP REASSIGNMENTS, we would need individual realignment RPAs for them.

APPENDIX E

SAMPLE FORMAT FOR

PARA/LIN/AMS CODE CHANGES ONLY

This spreadsheet would reflect the employee’s name, job number and shred and current organization.  Since all that needs to be changed is the Para/Line/AMS, those columns would reflect what the new information should be.  It is not necessary for CPOC purposes to reflect the organization code, however, for tracking purposes, management may find it beneficial.

New information in these columns    

NAME_INCUMBENT
CPCN JNA
Shred JNA
ORG_CD JEJ

AMS_CODE X1B
PAR X1N
LIN X1M

JOHN JONES
BG99A42
701
RMV

431898M0000
35
3

THOMAS TAYLOR
BG99A33
702
RMV

431898M0000
35
2

MARIO PEOPLES
BG99G39
101
RMV

431898M0000
35
2

DORIS BLOOM
BG96A21
702
RMV

431898M0000
35
1










APPENDIX F

SAMPLE REMARKS FOR EMPLOYEES

ON TEMPORARY PROMOTIONS OR 

REASSIGNMENTS

Situation #1  Realignment of permanent positions only.

    If incumbent is on a Temp Promotion & the Temp promotion isn't moving:

    The RPA should have the Temporary promotion information on the "From" & "To" blocks In block D, the RPA should say that "This action realigns permanent Job of record only" and “The employee and space are moving.”  The RPA should also have in block D the new AMS code, Para/Line, Org Code for the employee’s permanent position.

Situation #2  Realignment of Temporary Promotion only. 

    The RPA should have the Temp promotion information in the "From" & "To" blocks.  In block D, the RPA should say,  "This action realigns the Temporary position only" the new org information to be used will be reflected on the “To” side and the new AMS code, Para/Line will also be shown in block 36 and 44.  Also in block D the statement:  “The employee and space are moving.”
Situation #3  Realignment of permanent and Temporary promotion

    The RPA should have the Temp promotion information in the "From" & "To" blocks.  In block D, the RPA should have a statement that says “This also realigns the permanent job of record to: the new AMS code, Para/Line # , Org Code, Office Symbol”.   Also in Block D:  “The employee and space are moving.”  The permanent job of record is the employee’s permanent assignment.  (The position that remains obligated to the employee when he/she is placed on a temporary promotion.)

This process may sound confusing but, it precludes having to terminate the employee’s temporary promotion at the time of the reorganization.  Block D of the RPA should always include the remark, “employee and space are moving” on all realignments.

The classification staff of the North Central CPOC would like to acknowledge and thank the many contributors to this Guide.  To all of you, thank you, because you’ve all contributed invaluable insight and technical expertise to a complex process.  You’ve made this process truly a joint endeavor!

The Managers

Top management customers set the mark and challenged us to streamline and refine the procedures you’ll find in this guide.

Former Commander, Industrial Operations Command, Brigadier General James Monroe

Commander, Tank-automotive & Armaments Command, Major General R. Beauchamp

Commander, Huntington District  Corps of Engineers, Col Richard Jemiola

Commander, St. Paul District Corps of  Engineers, Col Kenneth Kasprisen

Our CPAC Partners

Many CPAC employees have “weathered the storm” with us during major reorganizations and can now go on to help explain the process to others.  Your patience and flexibility keeps the ball rolling and moves us all toward the goal.

Rock Island Arsenal CPAC, Cindy DeWitte

Rock Island Arsenal CPAC, Rosie Schwartz

Formerly Rock Island Arsenal CPAC, Cheryl Kasinger

Tank-automotive & Armaments Command, CPAC, Mary Schmidt

Tank-automotive & Armaments Command, CPAC, Rosa Goston

St. Paul Corps of Engineers, CPAC, Elizabeth Sackett

St. Paul Corps of Engineers, CPAC, Amy Bretoi

Huntington Corps of Engineers, CPAC, Mark Lycan

The CPOC

This Guide has truly become a joint effort of the many classifiers who have collaborated and pooled their success stories to create this guide.

Darlene Coffey

Cathy Lovellette

Albert Rodriguez

Wendy Cole


Glenda Malden

Bruce Thomas

Barbara Hansen

Elizabeth Petit

Kathy Lucas

Special thanks: Dena Williams-Newby for designing the ”opening door” for our cover.

� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���











21
2

_988106695

