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28 November 2001

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure No. E-99-21 for Processing Accretion of Duties and Planned Management Action Promotions

(Supersedes previous ESOP dated 8 February 2000)

1.  References:

a. 5 CFR 335

b. Department of Defense Priority Placement Program Operations Manual, July 1998.

c. Headquarters, Department of the Army Priority Placement Program – Message #4 

dated March 31, 1998, Subject:  PPP Policies Pertaining to Position Upgrades 

2.  PURPOSE.  To provide guidance on the procedures for processing Accretion of Duties and Planned Management Action Promotions, including appropriate exceptions to the DoD Priority Placement Program (PPP).

3.  SCOPE.  These responsibilities and procedures will apply to all installations/activities and Civilian Personnel Advisory Centers (CPACs) within the West Region, and to the West Civilian Personnel Operations Center (WCPOC).

4.  POLICY.  Commanders, managers, CPOC and CPACs will support the DoD Priority Placement Program (PPP) in accordance with the DoD Priority Placement Program Manual.

5.  DEFINITIONS.


a.  Accretion of Duties Promotion.  The addition of duties and responsibilities to an encumbered position which upgrades the position where the promotion may be made non-competitively.  In order to be processed non-competitively, the action must meet all locally established requirements, must adhere to merit principles as well as position classification standards and guides.


b.  Planned Management Action Promotion.  The addition of duties and responsibilities to an encumbered position where the promotion must be competitive because it does not fully meet local accretion of duties criteria, but may be an exception to PPP procedures.  The upgraded position must meet the definition of successor position as described in Reference c.

6.  RESPONSIBILITIES AND PROCEDURES.


a.  Accretion of Duties Promotion:


     (1)  Management will:

(a) Initiate a Salary Change or Position Review RPA to request the non-competitive promotion of an employee because of the upgrade of an encumbered position, based on accretion of duties.  

(b) Insure that the RPA contains all required authorizations and information to effect the action.  This includes adding a statement to the RPA Notepad that “The action requested is an accretion of duties promotion and meets local requirements.” .  Management should also complete an ART Gatekeeper Checklist and express intent in the notes entry for a planned management action.

(c) If exercising DCA, ensure classification determinations of higher level work identified and currently performed are properly classified using the proper standards and guides.  If not delegated classification authority, ensure that higher level work is identified and justified for CPOC review.


     (2)  The CPAC will:

(a) Provide guidance and assistance to Commanders and management officials 

on the requirements for non-competitive accretion of duties promotions and 

the requirements of the DOD Priority Placement Program as it pertains to this 

type of personnel action.

(b) Review the action requested to ensure it meets local requirements for a non-

competitive accretion of duties promotion. Advise managers on the format of 

the proposed position description, whether or not the justification for upgrade 

is sufficient and on information sources.  Contact the WCPOC servicing 

staffing specialist for discussion and concurrence/non-concurrence on qualifications 

issues.  If the action does not meet the requirements, advise management officials on 

alternate course(s) of action. 

(c) Prior to forwarding the action to the WCPOC for processing, the CPAC will ensure that the RPA Notepad includes annotation that “The action requested is an accretion of duties promotion and meets local requirements.” The CPAC will also complete the CPAC portion of the ART Gatekeeper Checklist and ensure the annotation is included.

(3)  WCPOC Gatekeeper will review the RPA Notepad and attachments and the CPAC portion of the ART Gatekeeper Checklist to ensure that the accretion of duties statement described above is included somewhere within the action.  If it is not, the action will be returned for completion.


(4) WCPOC Classifiers:  Accretion of duties actions are considered non-routine classification actions.  WCPOC classifiers will review the PD the DCA manager submits to ensure the action meets the classification requirements specified in 5 CFR 335.  Specifically, the classifier will review the attached/forwarded position/job description to ensure that the employee’s current position is classifiable to a higher grade due to additional duties and responsibilities.  If the classifier agrees with the manager’s submission, s/he will annotate the RPA Notepad with the statement “The position meets the accretion of duties requirement of being classifiable to a higher grade due to additional duties and responsibilities” and forward the action to the Branch Staffing Team for processing.  Should the classifier disagree with the proposed manager submission, s/he will provide an advisory opinion, regardless of whether that manager has classification authority.  If a DCA manager chooses to exercise his/her DCA, the classifier will so annotate the RPA in the Notepad, process the classification action, and forward it to the Staffing Team, unless a different local procedure is required.  


(5) WCPOC Staffers, upon receipt of the noncompetitive accretion of duties promotion RPA, will verify the qualifications of the incumbent and process the action noncompetitively and as an exception to PPP.  The action will be effective the beginning of the first pay period after the staffer receives it.


b.  Planned Management Action Promotions:


     (1) Management will:

(a) Initiate a Salary Change or Position Review RPA to request the competitive promotion of an employee based on the upgrade of an encumbered position.  Management should annotate its intent on the RPA in the RPA Notepad.  Management should also complete an ART Gatekeeper Checklist and express intent in the notes entry for a planned management action.

(b) Insure that the RPA contains all required authorizations and information to effect the action.  


     (2) The CPAC will:


(a) Provide guidance and assistance to Commanders, managers, supervisors and Administrative Points of Contact (Admin. POCs) on Planned Management Action requirements, e.g., competitive promotions based on the addition of duties and responsibilities to an encumbered position and the requirements of the DOD Priority Placement Program as it pertains to this type of personnel action.  


(b) Review the proposed action to insure it meets Planned Management Action requirements, including whether the planned management action target position is truly a successor position as defined in Reference c.  This document defines a successor position as “a clear successor to the former position (i.e., it absorbs most or all of the duties of the former position).”  

(c) Prior to forwarding the action to the WCPOC for processing, annotate in the RPA Notepad that “The action requested is a planned management action promotion, meets all local requirements and meets the definition of a successor position.  If applicable and all PPP criteria are met, the CPAC should also add a statement noting that this is not a true vacancy and the addition of another individual would result in an immediate RIF.  The name and title of the certifying management official effect must be included with the statement.  The CPAC will complete its portion of the ART Gatekeeper Checklist to include a statement about the planned management action and whether the action meets those requirements.  

(3) WCPOC Gatekeeper will review the RPA Notepad, the ART Gatekeeper Checklist and attachments to ensure that all of the statements described above are included with the action.  If the statements are no where to be found, the action will be returned for completion.


     (4) WCPOC Classifier will:


(a) Review the position to ensure that additional duties and responsibilities are classifiable to a higher grade.  If the position is classifiable to a higher grade due to additional duties and responsibilities, the classifier will annotate that in the RPA Notepad.  S/he will process the classification action and forward the RPA to the Staffing Team for further processing.  
(b)  Should the classifier disagree with the proposed manager submission, s/he will provide an advisory opinion, regardless of whether that manager has classification authority. If a DCA manager chooses to exercise his/her DCA, the classifier will so annotate the RPA in the Notepad, process the classification action, and forward it to the Staffing Team, unless a different local procedure is required.  
(c) If the classifier does not agree with the successor position determination s/he will explain that determination in an advisory opinion as well.  If the DCA manager and CPAC concur with the classifier with respect to successor position criteria, s/he will annotate, initial and date the following remark in the RPA Notepad “Upon coordination with the CPAC, the action does not meet requirements as previously stated.  Please process as a regular recruit action.”  Should the manager and CPAC not concur with the classifier, that manager should document the reason for the disagreement and continue to work with the classifier towards resolution.


     (5) WCPOC, Staffing Specialist will:


(a) Upon receipt of the RPA for a competitive planned management action promotion, review RPA Notes Section to determine if it is annotated in accordance with 6b(4) (a) above.  If not, the staffing specialist will run a retention register and conduct a vacancy search to determine if the addition of a PPP candidate would result in a downgrade or involuntary separation within the competitive area of the position being upgraded.


(b) If the retention register review indicates a downgrade, or involuntary separation, process the action as an exception to PPP and issue a Resumix referral.  The retention register and documentation of the vacancy search will be retained in the case file to support the use of the PPP exception.


(i) If the selection is from within the competitive area of the position being upgraded, but is not the incumbent of the position, the incumbent will be reassigned to a vacant position within the competitive area.  An RPA will be requested to effect this action.


(ii) If the selection is from outside the competitive area of the position being upgraded, the offer will be held in abeyance until PPP is reconstructed and cleared.  If PPP matches are received, qualification determination(s) will be made and job offer(s) extended IAW the DoD PPP Operations Manual.  If a PPP registrant is placed, the incumbent will be placed using either pre-Reduction-in-Force (RIF) or RIF procedures.


(c) If the retention register review indicates that no adverse action will occur if a PPP candidate is placed into the position, requisition PPP, work matches and if PPP is cleared, issue a referral.  If a PPP registrant is placed into the position, the incumbent will be placed into a vacant position by voluntary or management directed reassignment, or through pre-RIF or RIF procedures.  An RPA will be requested to effect this action.
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MARY M. RODRIGUEZ






Director, West Civilian Personnel
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