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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: External Standard Operating Procedure E-99-03 for RETURNING  PERSONNEL ACTIONS

1.  PURPOSE.  To specify conditions and situations under which the West Civilian Personnel Operations Center, Classification Division will return PERSACTION requests either to the Civilian Personnel Advisory Centers (CPACs) or to the originating supervisor/manager.

2.  SCOPE.  This procedure applies to all personnel actions submitted by organizations serviced by the West Civilian Personnel Operations Center (WCPOC) to the Classification Division only.

3.  BACKGROUND.  It is expected that when personnel action requests arrive in the WCPOC, they will be complete and have all the necessary data, information, and attachments required to properly process the action expeditiously.  In those instances where this does not occur, the procedures in this SOP will be followed.

4.  PROCEDURES:

    a.  Incomplete, Missing, or Erroneous Data on PERSACTION (PA) Request:  If PA requests arrive in Classification Division in-boxes with incomplete, missing and/or erroneous data, the responsible staff member will notify the CPAC or originating manager to correct the error.  In some cases, the correct/missing data can be entered by the CPOC, but in many instances the PA will have to be coordinated back to the originating office. In these instances, the CPOC employee will notify the CPAC or manager of the error/issue before returning the action.  For routine actions, if efforts to reach the CPAC/manager within 24 hours of receipt of the action are unsuccessful, then the PA will be returned to the CPAC, with an explanation in the “Notes” section as to why the action is being returned.  For non-routine actions, if requests for missing information, such as a copy of the job description, are not responded to within three (3) workdays, the PA will be returned to the CPAC, with the explanation in the “Notes” section as to why the action is being returned.

    b. Delays in Managerial Decisions (where DCA is with the manager): When a   classification advisory is prepared by the CPOC it will be sent to the CPAC/manager for review and comment.  If not already signed, the PD cover sheet will also be faxed at that time for signature, with an expected return to the CPOC for further processing within five (5) workdays.  If the required comments and/or paperwork are not returned during that time, contact will be made with the CPAC to grant an additional two (2) workdays (if required) to obtain the information.  If the required comments/paperwork are still not received after the additional two workdays, the CD staff member will notify the Branch Chief who will contact the CPAC/manager.  At this point if the required comments/information are not provided within 24 hours the PA will be returned, with an explanation in the “Notes” section. 

    c.  Delays in Managerial Decisions (where DCA is with the CPOC): When a classification decision is rendered the CPAC and/or manager will be notified of the final classification decision.  A copy of the classified PD, to include the PD cover sheet, will be faxed to the CPAC/manager for review and signature.  The manager must sign block 12a of the PD cover sheet (DA374)or block 15c if using OF-8 and return it to the CPAC, or FAX it back to the CPOC, within two (2) workdays (note that there is no need to FAX the entire PD back to the CPOC).  If the PD cover sheet is not received in the CPOC within the two workdays, the CPAC will be contacted and an additional 24-hour period will be granted.  If after the three (3) workdays the required PD cover sheet is not received by the CPOC, the Branch Chief will make contact with the CPAC/manager.  At this point if the required cover sheet is not received within 24 hours the PA will be returned to the CPAC, with the Classifier/Assistant explaining in the “Notes” section why the action is being returned.  
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