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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure E-99-12 for Use of Automated Position Descriptions (PDs) and Use of Fully Automated System for Classification (FASCLASS)

1.  Purpose.  To provide policy and procedures requiring the use of automated PDs in processing personnel actions in the West Region.

2.  Applicability.  This guidance applies to all personnel actions submitted by organizations serviced by the West Civilian Personnel Operations Center (WCPOC).  This guidance applies as soon as FASCLASS is operational at an installation.

3.  Background.

     a.  FASCLASS is a web based automated position classification records system.  When implemented, it will include all active PDs within the West Region.  FASCLASS is available to personnelists, managers, and employees throughout Department of Army (DA).

     b.  FASCLASS will replace all paper classification records for the official jobs of record, to include PDs and job cover sheets (DA-374 or OF-8), evaluation statements, organization charts/tables, and job number logs.  FASCLASS provides users the capability to access and search on any data element or combination of data elements of PDs, such as title, series, grade, classification standard (citation) and PD number.  A search can also be made by organization.  Future versions of FASCLASS will increase the ease and utility of the system.  FASCLASS does not take the place of COREDOC or PD Library (PDL).

     c.  Benefits of FASCLASS to management include: on-line access to active position descriptions and organizational information; on-line access to all PDs in DA; cut and 

paste capability to establish a new PD; elimination of requirement to fax or mail PDs in order to obtain signatures on the cover sheet of a PD;  elimination of the cover sheet (DA 374 and OF-8; and faster processing time through the elimination of paper and the use of

established PDs.
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     d.  Benefits of FASCLASS to the personnel community include: establishment of one regional database with active PDs and evaluation statements available; search, sort, and edit capability for PDs; automated job numbering system; built in report features; elimination of time spent in maintaining organization books and master files of PDs.

4.  Responsibilities.

     a.  The WCPOC, Classification Division (CD) will:

          (1)  Provide initial training for each Civilian Personnel Advisory Center (CPAC) on use of FASCLASS.

          (2)  Convert PDs to FASCLASS and maintain the data base for each installation/activity throughout the region.

          (3)  Provide continuing advice and guidance on the use and procedures of FASCLASS.

          (4)  Keep customers informed of FASCLASS updates/changes.

          (5)  Continue to provide classification services where Delegated Classification Authority (DCA) is not in use.

     b.  The CPAC will:

          (1)  Train and advise managers on FASCLASS use and procedures.

          (2)  Assist managers in the development or selection of PDs utilizing FASCLASS, PDL and COREDOC.

          (3)  Provide position management advisory services, including that regarding the accuracy of the PD and its appropriateness based on local organizational structure and environment. 

     c.  Management will:

          (1)  Coordinate development of new PDs and personnel actions with CPAC.

          (2)  Use the FASCLASS database to identify an existing PD or to modify an existing PD for use, utilizing the copy/paste, etc., procedures.
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          (3)  Use FASCLASS, PDL, and/or COREDOC tools as needed to develop new position descriptions.

          (4)  Provide all new PDs and evaluations as needed in automated format.

          (5)  Ensure proper electronic signatures are used to process the action.

          (6)  Print final copy of a newly established PD from FASCLASS after the action has been processed by WCPOC and provide copy to employee.

5.  Procedures.

     a.  Management contacts the CPAC for advice and assistance in processing a personnel action. 

         (1) If the PD to be used is already classified and is ready to use "as is" and is in the West Region FASCLASS database but not within the immediate organization, instead of attaching a copy of the PD, the manager provides the following information in PART D-Remarks by Requesting Office, section of the PERSACTION 52:  the 7 digit PD number of the FASCLASS PD (this includes a two letter code which indicates the installation plus the 5 numbers of the PD number)  and the position title, series, and grade.  See Sample PERSACT SF-52, Appendix A. The WCPOC will use this information to electronically flow the proper PD with the personnel action.   

         (2) If the PD to be used is already classified and is ready to use "as is" and is in the West Region FASCLASS database within the immediate organization, instead of attaching a copy of the PD, the manager provides the PD number as described above and shred, if known, on the  "TO" side, "CPCN" block  of the PERSACT SF-52.  If shred is not known, enter PD number in Remarks block of PERSACT SF-52. (Note:  "Shred" is a 3 digit numerical identifier at the end of the "CPCN" to differentiate between multiple identical positions.)  

          (3)  If management needs to write a new PD, management contacts the CPAC for assistance.  The CPAC provides any advice needed, and assists in identifying whether an existing job can be used or whether a new one needs to be written.  Both management and the CPAC can research the database of existing PDs in FASCLASS or PDL, or search FASCLASS from other regions, to determine if a job exists anywhere which is identical or relatively close to what is needed.  Users should refer to the FASCLASS Help Menu for specific step by step instructions for using FASCLASS.  Managers can identify a job to copy and use as a starting point in writing one of their own.  For new positions, 
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management is required to provide the information on the PD in the format described at Appendix  B.

          (4)  When an existing PD will be used, but needs major pen and ink changes or some substantial modifications, or if the PD is from another region, then a new job number will

be assigned by the WCPOC.  In these cases management must provide the text of the new PD (final product) in the format described in Appendix B, as well as the following 

information from the base PD; the seven digit PD number with organization code, title, series, and the region from which the PD was obtained.  Base PD information is to be provided in PART D-Remarks portion of the PERSACT SF-52 (see Sample PERSACT 

SF-52, Appendix C).

     b.  Management prepares PERSACT SF-52, and routes through CPAC to CPOC for processing.  Since this automated version is now the job of record, it is especially important to document the individual with DCA classifying the job. For organizations that are operating under DCA, management ensures that the signature in block 6 of the PERSACT SF-52 is the signature of the person who has classified the job with DCA authority.   Block 6 is now the actual authority line to classify the position. If the person authorizing the 

SF-52 is not the DCA Manager, add the following statement to PART D-Remarks portion of the PERSACT SF-52:  DCA Authorizing Official:  (name and title). (See  Sample PERSACT SF-52, APPENDIX D).

     c.  CPAC reviews PD and PERSACT SF-52 for completeness, including use of DCA and signatory authority.

     d. CD receives PERSACT SF-52 and new PD, and reviews  for classification accuracy, provides advisory as needed, converts PD to FASCLASS to include the PD, the evaluation, and any other pertinent material provided with the submission.  Then CD processes the PERSACT SF-52 using the signature in Block 6 (or Remarks as noted above) as the accountable classification approval.

     e.  CPAC/Manager downloads PERSACT SF-50.

     f.  Manager prints PD for manager records and provides copy to employee.

Attch 


                                                            JEANNIE A. DAVIS

                                                                      Director, West Civilian Personnel

                                                                          Operations Center

SUBJECT:  External Standard Operating Procedure E-99-12 for Use of Automated Position Descriptions (PDs) and Use of fully Automated System for Classification (FASCLASS)

DISTRIBUTION:      

CPO, FORT HUACHUCA ATTN: ATZS-CP

CPO, YUMA PROVING GROUND, ATTN: STEYP-CS-CP

CPO, SIERRA ARMY DEPOT, ATTN: SIOSI-CP

CPO, FORT IRWIN, ATTN: ADZJ-CP

CPO, POM DLI, ATTN: ATZP-CPO

CPO, MILITARY TRAFFIC MGMT CONTROL, ATTN: MTWPAL

CPO, COE, SOUTH PACIFIC DIV, ATTN: CESPD-HR

CPO, WHITE SANDS MISSILE RANGE, ATTN: STEWS-RM-H

CPO, COE NORTH PACIFIC DISTRICT, ATTN: CENWD-NP-HR

CPO, TOOELE ARMY DEPOT, ATTN: SIOTE-RSH

CPO, DUGWAY PROVING GROUND, ATTN: STEDP-DBO-PCA-RP

CPO, COE, SEATTLE, ATTN: CENWS-HR

CPO, I CORPS & FORT LEWIS, ATTN: AAFZH-CP

CPO, COE, WALLA WALLA, ATTN: PERSONNEL OFFICER

CHIEF, STAFFING SERVICES DIVISION, ATTN: SFCP-W-S

CHIEF, CLASSIFICATION DIVISION, ATTN: SFCP-W-C

CHIEF, INFORMATION SERVICES DIVISION, ATTN: SFCP-W-A

CHIEF, HUMAN RESOURCE DEVELOPMENT DIVISION, ATTN: SFCP-W-T

CHIEF, MANAGEMENT SUPPORT OFFICE, ATTN: SFCP-W-M

FORMAT FOR NEW POSITION DESCRIPTIONS

Replaces Job Number:

Title:

Pay Plan:

Occupational Series:

Grade:

Classified By (DCA Mgr):

Date Classified:

Standards Citation(s):

Financial Disclosure:

CIPMS Position:

Acquisition Position:

Target Grade:

Duties:

Evaluation:

_948860478.doc
�



�
















