Supplemental Information Required for Position Review Action

All required information must be submitted before review action can be initiated
Memorandum from requesting supervisor justifying need for review which includes the following:

· Information on the additional duties being assigned.  Be specific about what has changed since the position was created or last reviewed.

· Circumstances that led to the need for this action

· Discussion of the need and urgency for the review

· Desired outcome, e.g. “upgrade to GS-99,” “no change in classification, just updating terminology,” “series change to GS-9999, no change in grade,” etc.

If position is encumbered include the following information:

· Name of incumbent

· Which position was responsible for these duties prior to assigning them to the incumbent?  Why is this position no longer responsible for these duties?

· Have you considered assigning these duties to higher-graded employees within the organization?  Describe your efforts.

· Are there other positions at the same grade as the incumbent (within the immediate unit) where the duties could be assigned? If yes, please describe.

· How long do you anticipate the incumbent performing the additional duties?

Package must include:

· Current organization charts (as reflected on the Unit Manning Document) showing the relationship of the position to other positions in the organization, and if appropriate, with other positions outside the organization.

· Mission and Function Statements

· Full and accurate core document describing the major duties and responsibilities.

    -- Proposed additions and revisions to current description must be highlighted.  If

        it would help make the case, a copy of current description, annotated and

        highlighted may be provided.

    -- Supervisor of record must certify on the core document that the duties and

        responsibilities are completely and accurately described.

· Personnel Action Request (SF-52)

· Manpower authorization if desired outcome would change Unit Manning Document

· Funding approval, if required 
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