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Civilian Acquisition Workforce Personnel Demonstration Project
Department of Defense (DoD)

EXECUTIVE SUMMARY

Title VI of the Civil Service Reform Act, 5 U.S.C. 4703, authorizes the Office of Personne
Management (OPM) to conduct demongtration projects that experiment with new and different
personnel management concepts to determine whether such changesin personnd policy or
procedures would result in improved Federd personnd management.

Section 4308 of the Nationd Defense Authorization Act for Fisca Y ear 1996 (Pub.L. 104-106;
10 U.S.C.A. § 1701 note), as amended by section 845 of the National Defense Authorization Act
for Fisca Year 1998 (Pub.L. 105-85), permits the Department of Defense (DoD), with the
gpprova of OPM, to conduct a personnel demongtration project within the Department’ s civilian
acquisition workforce and those supporting personnel assigned to work directly with the
acquisition workforce. This demondiration covers the civilian acquisition workforce and teams of
personne, more than haf of which consst of members of the acquisition workforce and the
remainder of which consst of supporting personnel assigned to work directly with the

acquisition workforce, throughout DoD. The total number of participantsis limited to 95,000.

The purpose of the DoD Civilian Acquisition Workforce Personnd Demongtration Project isto
demondirate that the effectiveness of DoD acquisition can be enhanced by dlowing greater
manageria control over personne processes and functions and, at the same time, expand the
opportunities available to employees through a more responsive and flexible personnd system.
To thisend, the proposed project involves: (1) smplified job classfication; (2) broadbanding;
(3) streamlined hiring processes; (4) modified gpplication of the DoD Priority Placement
Program (PPP); (5) a contribution-based compensation and gppraisal system; (6) expanded
training opportunities; (7) sabbaticas, (8) avoluntary emeritus program; and (9) revised
reduction-in-force procedures. The demondiration is the first personnel demonsiration that
crosses DoD component lines, and the first demonstration to be designed dong functiond lines
ingteed of organizationd lines.

This demondtration project does not waive civil service lawsin the areas of employee leave,
employee benefits, equa employment opportunity, politica activity, merit system principles, or
prohibited personnel practices.
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Chapter 1- INTRODUCTION

1.1 Background. Over the last severd years, the way Government does business has
fundamentaly changed. In particular, the Department of Defense (DoD) has redesigned itsdlf
and some of the functionsiit performs. It has developed from a cold war/large war strategy to a
pesce keeping/small war strategy. DoD'’s budget has been dragtically cut, as well as associated
personnd. The acquisition community has taken on the chalenge to reform and modernize itsdlf
in order to perform efficiently in the present environment.

The acquisition community has attempted to adopt many new practices from private industry, as
well as streamline exigting practices. In generd, the community hastried to bresk old paradigms
and build new processes that will be more efficient and effective. The concept of “vaue added”
has becomeintegra to dl endeavors. To implement this concept and these new processes fully,
DoD must reinvent not only the tools of acquigtion, but dso the personneg management system
that governs the acquisition workforce.

1.2 Personnel Issues Affecting the Workforce. The Defense Acquisition Workforce
Improvement Act (DAWIA) recognized the unique characteristics of the workforce and issued
broad guidelines for advanced degrees, specidized training, rotation of personnel, and
experience. Criteriawere established for levels of certification and expertise. But no new
personnd management system was enacted at the time of DAWIA' s passage to facilitate
acquigtion employees careers or reward them for their contributions. The DoD Civilian
Acquisition Workforce Personnd Demongtration Project does not change the provisions of
DAWIA. The Components and Activities will modify their policy and procedures to the degree
necessay to permit organizations participating in this project to implement its initiatives.

The purpose of this project isto demongtrate that effectiveness of DoD acquisition can be
enhanced by dlowing greater manageria control over personnd processes and functions and, at
the same time, expand the opportunities available to employees through a more responsive and
flexible personnd system. The following initiatives require waivers of civil service law and/or
Government-wide regulations, and accordingly are contained in the demonstration project plan
published in the Federal Register on January 8, 1999: (1) smplified job classfication; (2)
broadbanding; (3) streamlined hiring processes; (4) a contribution-based compensation and
gppraisa system; (5) expanded training opportunities; (6) sabbeaticas, (7) avoluntary emeritus
program; and (8) revised reduction-in-force procedures. Thereisaso an initiative that does not
require such waivers. modified gpplication of the DoD Priority Placement Program. This
initiative does not require publication in the Federal Register but is contained instead in these
Operating Procedures.

Army 1.2 Personnel | ssues Affecting the Workforce. The DoD Civilian Acquisition
Workforce Personnel Demongtration Project does not change the provisions of the Defense
Acquisition Workforce Improvement Act (DAWIA). The Army acquisition policies and
procedures modified to support the initiatives of this demongtration project are at Chapter 16 of
this Army Operating Procedures.

1.3 Project Design. In September 1996 a Process Action Team (PAT) was formed by the

Secretary of Defense in response to Section 4308 of the Nationa Defense Authorization Act for

Fiscd Year 1996. The PAT was chartered to take full opportunity of thislegidation and to

develop solutions for many DoD acquisition workforce personnd issues. The team included

managers from each of the Military Services and DoD Components, as well as subject-matter
11
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experts from civilian personnd and manpower. Thisteam developed initiatives thet, together,
represent sweeping changes to the entire spectrum of human resource management for the DoD
acquisition workforce. Severd initiatives were designed to assst DoD acquisition activitiesin
hiring and placing the best peaple to fulfill mission requirements. Others focused on developing,
motivating, and equitably compensating employees based on their contribution to the mission.
Initiatives to manage workforce redlignment effectively and maintain organizationa excedlence
were also developed. These initiatives were endorsed and accepted in tota by the acquisition
leadership.

1.4 Purpose. These Operating Procedures are designed to outline the demonstration project
processes, including detalled information on specific procedures. The Operating Procedures
detall the changes to the existing human resources management system and how to implement
those changes as part of a unified demondtration. The appendices contain details of the new
procedures, required data, new forms, implementing software, and other pertinent information.

This demongration project does not waive civil service laws in the aress of employee |leave,
employee benefits, equa employment opportunity, politica activity, merit system principles, or
prohibited personnel practices.

1.4.1 Federal Register Announcement. Thefirg Federal Register notice, published March 24,
1998, establishes the intent to conduct a personnd demongtration for acquisition workforce
personnel and describes the title 5 initiatives. The second Federal Register notice, dated January
8, 1999, describes personnd initiatives to be implemented under this demonstration project.

Army 1.4.1 Federal Register Notice Announcement. The Federal Register Notice can be
viewed at the following web address:  http://Aww.opm.gov/fedregishtml/jan_99.htm or at
the Army Acquisition Cor ps Home Page at_http://Awww.dacm.sarda.army.mil under Personnel
Demo.

1.4.2 Application of DoD Human Resour ces Policiesto Participating Employees. Two
initiatives under this demondtration project do not require waivers of civil service law (title 5,
United States Code) or Government-wide regulations, but do entail modified application of DoD
human resources policies to employees participating in the demondration project. Accordingly,
these initiatives are not included in the first or second Federal Register notices, but are contained
ingead entirdy within these Operating Procedures. These initiatives are found at paragraph 4.7,
Priority Placement Program, and chapter 8, Redignment Initiative. In addition, paragraph 3.3.8,
Civilian High- Grade Management Program, explains how DoD-wide high-grade controls were
retained but made somewhat more flexible

1.5 Participating Organizations. A lig of organizations participating in the demongtration
project is contained in the second Federal Register notice.

Army 1.5.A Participating Employees. This demondration covers employeeswho arein
Genera Schedule (GS) positions. Employees under the Performance Management and
Recognition System Termination Act (pay plan code GM) are Generd Schedule employees.

Army 1.5.B Excluded Employees. All ACTEDS interns (regular and Presidentia

Management) will be excluded from the Acquisition Workforce Personnel Demonstration

Project. It isaso recommended that loca commanders mirror this excluson for their local

interns. Employees in the Student Temporary Employment Program (summer hire and stay in
12
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schooal), al positions designated as primary or secondary law enforcement officer (LEO)
positions (5 U.S.C. Section 5541(3)), and dl postionsin the Defense Civilian Intelligence
Personnel System (DCIPS) (10 U.S.C. Chapter 83) are excluded even if their series and
organizations are listed in the Federd Regigter. Additionaly, this demonstration project does not
cover those positions that have previoudy been identified for coverage by ascience and
technology reinvention laboratory demonstration projects.

1.5.1 Labor-M anagement Responsibilities

1.5.1.1 Bargaining Requirements. Activitieswishing to participate in the DoD Acquistion
Workforce Demongtration Project must reach written agreement with any union representing the
workforce prior to implementation. Employeesin abargaining unit cannot be placed into a
demondtration project without such an agreement.

1.5.1.2 Procedures. Implementation bargaining at the loca leve can begin at any time both
parties agree. It should be understood by both parties that find agreement can be reached only
after changesin the first Federal Register notice have been completed and the second notice is
published. The second notice contains the find waiversto civil service laws (title 5, United
States Code) necessary to accomplish the initiatives in this project.

1.5.1.3 Bargaining Concerns. In order to ensure that the integrity of the acquisition
demondtration project is maintained, parties may not change the design and intent of any of the
project initiatives. DoD has authority to operate only ONE project, and the initiatives apply to
al Components'commands. Loca |abor-management parties can, however, fredy develop their
individua means for operating the project, including the involvement of established partnership
principles. Theleved of credtivity in bargaining the many processes available to both partiesis
unrestricted.

Army 1.5.1.3 Bargaining Concerns. Management should not agree to anything that violates
these standard operating procedures.

1.5.1.4 Agreement Format. Thewritten agreement may bein any form mutualy agreed upon
by both parties; however, it must state that both parties agree to participate in the demonstration
project as it appearsin the fina (second publication) Federal Register notice.

1.5.1.5 Reporting Requirements. Each facility reaching agreement to participate in the
Acquisition Demongration Project will forward a copy of the written agreement reached during
|abor-management negotiations to the DoD Acquisition Demongration Project Office located at
5203 Leeshurg Pike, Suite 1404, Falls Church, VA 22041. (Simultaneoudy, the facility should
aso send a copy to the Component representative for this demondtration project.) The Project
Office will review the agreement for compliance with the project plan as published in the

January 8, 1999, Federal Register find notice. The Project Office will gpprove or disapprove
the agreement or portions thereof, as gppropriate. This shal normally be accomplished within 30
days beginning on the first workday after receipt of the written agreement. Questions regarding
[abor-management issuesinvolving this project can aso be directed to the above office.

Army 1.5.1.5 Reporting Requirements. Army activities’commands will forward a copy of the
written agreement through the Deputy Director, Acquisition Career Management (DDACM),
ATTN: SARD-ZAC (Pers Demo), 10" Floor, 2511 Jefferson Davis Highway, Arlington,
Virginia22202-3911. The DDACM, after coordination with the Office of the Assstant
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Secretary of the Army for Manpower and Reserve Affairs, will forward to the DoD Acquisition
Demondration Project Office.

Army 1.5.2. Withdrawing from Participation. When circumstances arise that would require
an organization to withdraw from the demonstration project, the Commander must submit his/her
request with supporting rationae for review through the chain of command to the Deputy
Director, Acquisition Career Management, ATTN: SARD-ZAC (Pers Demo), 10" Floor, 2511
Jefferson Davis Highway, Arlington, Virginia22202-3911. The DDACM will coordinate with
the Office of the Assistant Secretary of the Army (Manpower and Reserve Affairs) and then
forward the request through the Department of Defense to the Office of Personnel Management
(OPM). OPM will make the determination as to the gppropriateness for the organization to
discontinue participation in the demo.

14
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Chapter 2- DEMONSTRATION PROJECT INITIAL TRANSITION

2.1 Introduction. Initid entry into the demondtration project for covered employees will be
accomplished through a full employee-protection approach that ensures the initia placement of
each employee into a broadband level without loss of pay. After this trangtion, any changesin
the rate of basic pay will be based upon an employee' s overdl contribution score, other
contributionbased actions, promotion, or other personnel actions.

Participating organizations will be phased into the project in accordance with the timetable
approved by DoD and OPM. Accordingly, employees who are permanently, officialy assgned
to a participating organization on or before the phase-in date specified in the timetable for that
organization will receive abuy-in as described in this chapter. Employees who enter the
demondtration project later by lateral reassgnment or transfer will enter a their current basic pay
with no loss or gain due to transfer, and will not receive the buy-in applied during the initid
trangtion of their organization into the demongtration project.

2.2 Proceduresfor Trangtion. Asarule, Generd Schedule employees will be placed into the
career path and broadband level that corresponds to the employee’ s occupationa series, grade,
and sdary at thetime of trangtion. Employees currently on grade and/or pay retention will be
placed in the appropriate broadband leve that is commensurate with their existing grade. See
Chapter 5 for pay setting.

Employees serving on temporary promotions or on details must be returned to their position of
record and then trangitioned into the demongtration project from their permanent position.
Written notification must be given to employees who are on leave without pay (LWOP), military
furlough, long-term training, or workers compensation, or who are serving in oversess postions.
This letter will inform them of their trangtion into the demongtration project and the career path
and broadband leve to which they are reassgned.

In accomplishing thisinitid trangtion, internd and externd priorities, including the DoD

Stopper Ligt, do not need to be cleared. Management in organizations covered by the
demondtration project will: (1) cancel the existing positions, (2) establish the new demongtration
project positions (Position Requirements Documents (PRD)) in prescribed format using tailored
COREDOC software or Component-specified template or format (see Appendix H); and (3)
move employees to the newly established pogitions in the demongtration project. Any existing
classfication problems with the current position must be corrected prior to the trangtion action
a implementation.

An officid personnd action with the gppropriate nature of action codes (NOACs) will be used to
document the trangtion of each employee into this demondration project. See Appendix G.

Army 2.2a Proceduresfor Trangtion. If management choosesto do so, after conversion to the
demondtration project, individuas can be returned to their temporary promotion or detailed if to
a higher broadband levd.

Army 2.2b Proceduresfor Trangtion. See Appendix Q for sample notification letter for
trangtion into the demongtration.

Army 2.2c Proceduresfor Transition for Employees on Grade and/or Pay Retention.
Individuals with statutory return rights to a position which is now part of the demonstration
15
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project will have their salary set in the following manner: 1) The CPAC and management will
determine the salary that the employee would have received if they were on the rolls at the time
of the conversion ; 2) The CPAC and management will then consider the employee's current
salary; 3) the employee will receive the greater of the two salaries as provided by 1) and 2). If
the salary exceeds the broadband level, the employee will be placed on pay retention and will
receive annual payouts as provided by this operating procedure. Employees on grade and/or
pay retention must be converted using an official personnel action with the Nature of Action 721
(Reassignment).

Army 2.2d Proceduresfor Transition for Employees on Grade and/or Pay Retention.
Employees on retained grade at the time of conversion into the demostration project will receive
a "buy-in" for their within grade increase provided they would have received a WIGI prior to
expiration of their retained grade. Their salary will then be set at that rate in the broadband for
their position of record. Employees whose pay exceeds the top rate of the broadband will have
their pay retained. Employees on grade retention at the time of conversion into the demostration
project who would not receive a WIGI prior to expiration of their grade retention will not
receive a buy-in for their WIGI. Their salary will be set at the rate in the broadbadn for their
position of record. Employees whose pay exceeds the top rate of the broadband will have their

pay retained.

Army 2.2e Procedures for Transition (Position Requirements Document). Position
Requirements Documents (PRDs) taken from the COREDOC PRD Library will not be modified.

2.2.1 Permanent Appointments. All employees serving on permanent appointments (either
career or career-conditiona) will be reassgned into the demondiration project a the time of
implementation by means of an officid personnd action. This personnd action will be adud
nature of action; NOAC 894 (Pay Adjustment) and NOAC 721 (Reassgnment).

2.2.2 Time-Limited Appointments. Under the current, Government-wide Federa personnel
system, time-limited gppointments include temporary NTE and term gppointments.

2.2.2.1 Temporary Appointment Not-to-Exceed (NTE). Employees on temporary
gppointments will be converted into the demondiration project viaan officid personnd action
using Nature of Action 515 (Conversion to Appointment Not-to- Exceed). The origind NTE date
must remain the same.

2.2.2.2 Term Appointment. Employees on aterm gppointment NTE four years will not have
their NTE date dtered. Employees serving on aterm gppointment NTE four yearswill be
converted into the demondtration project by NOAC 508 (Conversion to Modified Term NTE)
and NOAC 894 (Pay Adjustment).

Army 2.2.2.2 Term Appointment. Employees must be converted using an official personnel
action with the Nature of Action 508 (Conversion to Modified Term NTE) and NOAC 894 to
preserve the NTE dates.

Army 2.2.2.2a Term Appointment and Term Promotion. A person on a term appointment is
temporary and their appointment will eventually expire. A person on a term promotion has
assignment rights back to their former position or to a “ like” position. Return rights should be
negotiated prior to placement in the term promotion position. [ Reference AR 690-300 Chapter
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335.] See Appendix T for a sample memorandum of agreement for individuals who are not part
of the activity converting to the demonstration project.

2.2.3 Excepted Service. Employees on excepted service gppointments will be trangtioned into
the demongtration project by NOAC 721 (Reassignment) and NOAC 894 (Pay Adjustment) with
the demondtration project authority code and the same authority code and authority as was used
inthe origina appointmen.

2.3 Employee Buy-in. Automatic within-grade increases (WGI) inherent in the Genera
Schedule system are discontinued under this demonstration project. In order to compensate
employees equitably at the time of trangtion, adjustments to the employee’ s base sdary for step
increase and non-competitive career ladder promotions will be made. Specifically, these
adjustments to an employee s base sdlary for step increase and non-competitive career ladder
promotion will be computed at the demonstration implementation date based on a prorated share
computed upon the number of weeks an employee has completed towards the next higher step or
grade. A week is considered to bein effect at 0001 hours on each Sunday.

As under the current system, supervisors will be aole to withhold these partid increases (steps)
for employees who are on a performance improvement plan (PIP). Employeeswho areon aPIP
at the time of conversion will not be converted into the demongtration project until successtul
completion of that PIP. (Employees who successfully complete the PIP will be bought in as of
the effective date of the successful completion of the PIP, and their base salary will be calculated
as of the origind implementation date.)

A career ladder promotion buy-in may cause an employee s rate of basic pay under the
demondtration to exceed the top of the broadband corresponding to the employee's pre-
demondtration permanent grade. If the employe€e s rate of basic pay exceeds the maximum rate
of basic pay for the broadband level corresponding to the employee' s GS grade, the employee
will remain a that broadband level and will receive aretained rate. An automated tool will be
provided to the Civilian Personnel Operations Centers to facilitate the calculation of the new
sdary and the generation of the personnd action to move employees into the demongtration
project. An officia personne action documenting the employee' s reassgnment will contain the
remark, “Pay adjustment upon reassgnmert to the Acquisition Workforce Demondtration
Project.” This conversion process, i.e., “buy-in”, is gpplicable to employess only &t theinitid
entry of their organization into the demonstration project in accordance with their gpproved
implementation plan

Specid sdary rates are not gpplicable to demonstration project employees. Employees
on specid sdary rates at the time of trangtion into the demongtration will receive a

new basic pay rate computed by dividing their highest adjusted basic pay (i.e., specid
pay rate, or if higher, the locdity rate) by the locdity pay factor for their area. All
employees will be digible for the future locality pay increases of their geographic

area

As an example, consider an employee with a $50,000 specid rate in Washington, DC, and a
corresponding locality rate of $48,431 ($45,149 + 7.27% in DC), assume thereisa WGI buy-in
of $800.

Perform pay conversion computation first. $50,000 divided by 1.0727 equals $46,611 (the
demondtration base rate). Demonstration locality adjusted rate equals $50,000 ($46,611 x
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1.0727). Add $800 WGI buy-in to demonstration base rate. $46,611 + $300 = $47,411.
Demongtration locality adjusted rate equals $50,858 ($47, 411 x 1.0727).

When initid trangtion into the demongtration project is accompanied by a smultaneous
geographic move, the employee s GS pay entitlements (including any locdity or specid rate) in
the new areawill be determined before converting the employee’ s pay to the demondration
project pay system. A full locality adjustment will then be added to the new basic pay rate.

In the case of a step increase buy-in, the amount is computed by summing the product
of the step increase for the employee's current grade and ratio of employeestimein
gep to nominal time between steps to the current sdary for the individud employee's
grade and step.

New salary = (timein step/time between steps) * step increase + current salary

For example, a contracting officer entering the demondration isa GS-12/step 4. The
nomina time between steps4 and 5is 104 weeks. Assuming that at implementation

the employee has earned 90/104ths of a WG, this employee’ s new sdary will include
the GS-12/step 4 base rate of $49,760 plus 90/104 of the $1,508 WGI, for anew base
sdary of $51,435 and the employee would be placed in broadband level 111. (This
example uses calendar year 1999 Generd Schedule pay rates.)

Similar computation applies for career ladder progression buy-in. If both the step
increase and the career ladder buy-in apply, caculate the step increase buy-in firgt, and
then calculate the career ladder buy-in. For employees whose specid rate exceeds
their locality rate, the pay conversion will be processed firgt to derive anew rate of
basic pay under the demongtration. Then, the WGlI/career ladder promotion buy-in
adjustment will be added to that new rate. (This processng sequenceis sSgnificant
because it yields a higher rate of basic pay under the demongtration than the reverse
sequence would.)

An employee on retained pay whose sdary exceeds the maximum pay of the
broadband level (as determined by the employee s grade) is not digible for abuy-in
adjusment. Such an employee srate of pay remains the same under the
demondtration project asit was previoudy.

Army 2.3 Employee Buy-in.

If an employee does not successfully complete the Performance Improvement Plan
(PIP), the manager will take action in accordance with Chapter 432 using nor+
demondtration project procedures. If the employee successfully completes the PIP,
they will be converted into the demondiration project on the dete that they successfully
completed the PIP. Upon successful completion of the PIP and conversion, the
employee will receive the buy-in as of the effective date of the agency’s
implementation date.

For employees on retained grade whose salary exceeds the maximum pay of the
employee's broadband level as determined by their grade, that employee remainsin
that level at the rate of pay plus buy-in adjustments, if appropriate. If the employeeis
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a Step 10 of higher grade, that employeeis not digible for the equity buy-in
adjustment stated above. See Federal Register Notice, Page 14324, VIIIA.

For employees on career ladder positions no within-grade increase (WGI) equity
adjusment will be made if the employee’ s pay is adjusted for a promotion that would
be effective before the next scheduled WGI.

Example#1: An employee was promoted to a GS-801-5/8 on 1/12/98 and higher next
promotion is due on 1/12/99. He/She would have to complete three yearsin order to
receive the step 9. The employee is converted into the demonstration project on
1/15/99. This person’s pay will be set equivaent to the GS-7/3 salary rate and placed
into the demondration project in the Business Management/Technica Management
career path, Band Level 11. They will not recelve a prorated share (one-year) towards
the step 9. See Federal Register, Page 14324, VIIIA.

Example#2: Example Assumptions - career ladder promotion to GS5 Step 2 is 7/12/98, project
implementation 1/12/99, next career ladder promotion to GS7 will be 7/12/99, WGI to Step 3is
7/12/99.

Step 1: Since the WGI (step 2 to step 3) is concurrent with the career ladder promotion, do a WGI adjustment first.

New Sdary = (time in step / time between steps) * Step Increase + Adjusted Base Salary
20968 = 26/52 * 666 + 20635.

Step 2: Do a career ladder promotion adjustment.
New Salary = (time in grade / time between promotions) * Promotion Increase + Adjusted Base Salary

23,018 = 26/52 * 4099 (GS 7/1 24734 - GS 5/2 20635) + 20968 (adjusted base salary from step 1)

Army 2.4 Benefits. Ensure the gppropriate Benefits remark (e.g. FEGLI, FEHB, eic.)
appears on the Standard Form 50, as outlined in the Guide to Processing Persomnd
Actions.

Army 2.5 Performance Evaluation Closeout. Employees converting to this Acquigition
Workforce Personndl Demonstration Project will receive either specid or closeout gppraisas
depending on their digibility as Sated in Army Table 2-1. Army Table 2-2 provides additional
information on TAPES appraisas upon converson to this Project.

Total Army Performance Evaluation System (TAPES) Rating Period
Base System* GS1-4 December 1 — November 30
GS5-6 January 1 — December 31
GS7-8 February 1 — January 31
* NOTE: Rating periods may vary by commands/agencies for the base system.
Senior System GS9-12 November 1- October 31
GS13-15 July 1 — June 30
*NOTE: Corps of Engineers’ Rating Period for the Senior System is Ocober 1 — September 30.
EXCEPTIONS
119 days or less on standards No appraisal
120 days or more on standards Special appraisal
Note: Performance award may not be issued based upon a
special appraisal.
120 days or less left in the rating period Closeout appraisal
Army Table2-1
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TAPES APPRAISALS UPON CONVERSION (Army Table 2-2

If employeeis | who are converted into the Acq | then they will receive the and eligible for with a CCASrating
in the grade Pers Demo on following TAPES appraisal | their first CCAS period of
upon conversion payout in
GS1-4 December 1, 1998 annual appraisal January 2000 December 1, 1998 to
September 30, 1999
December 2, 1998 - March 31, | no appraisal January 2000 March 31, 1999 or
1999 earlier to September
30, 1999
April 1 - April 15, 1999 special appraisa January 2000 April 15, 1999 or
earlier to September
30, 1999
April 16 — July 31, 1999 special appraisa January 2001 April 16, 1999 or later
to September 30, 2000
August 1 — September 30, 1999 | closeout appraisal January 2001 August 1, 1999 or later
to September 30, 2000
GS5-6 December 1, 1998 - December | closeout appraisal January 2000 December 31, 1998 or
31, 1998 earlier to September
30, 1999
January 1, 1999 annual appraisal January 2000 January 1, 1999 to
September 30, 1999
January 2 — April 15, 1999 no appraisal January 2000 April 15, 1999 or
earlier to September
30, 1999
April 16 — April 30, 1999 no appraisal January 2001 April 16-30, 1999 to
September 30, 2000
May 1 — August 31, 1999 special appraisa January 2001 May 1, 1999 or later
to September 30, 2000
September 1 — September 30, closeout appraisal January 2001 September 1, 1999 or
1999 later to September 30,
2000
GS7-8 December 1, 1998 - January 31, | closeout appraisal January 2000 December 31, 1998 or
1999 earlier to September
30, 1999
February 1, 1999 annual appraisal January 2000 February 1 to
September 30, 1999
February 2 — April 15, 1999 no appraisal January 2000 April 15, 1999 or
earlier to September
30, 1999
April 16 —May 31, 1999 no appraisal January 2001 April 16, 1999 or later
to September 30, 2000
June 1 — September 30, 1999 special appraisa January 2001 June 1, 1999 or laterto
September 30, 2000
GS9-12 December 1, 1998 — February no appraisal January 2000 February 28, 1999 or
28, 1999 earlier to September
30, 1999
March 1 — April 15, 1999 special appraisa January 2000 April 15, 1999 or
earlier to September
30, 1999
April 16 — June 30, 1999 special appraisal January 2001 April 16, 1999 or later
to September 30, 2000
July 1 — September 30, 1999 closeout appraisal January 2001 July 1, 1999 or later to
September 30, 2000
GS13-15 December 1, 1998 — February special appraisa January 2000 February 28, 1999 or
28, 1999 earlier to September
30, 1999
March 1 — April 15, 1999 closeout appraisal January 2000 April 15, 1999 or
earlier to September
30, 1999
April 16 — June 30, 1999 closeout appraisal January 2001 April 16, 1999 or later
to September 30, 2000
July 1, 1999 annual appraisal January 2001 July 1, 1999 to
September 30, 2000
July 2 — September 30, 1999 no appraisal January 2001 July 2, 1999 or later to

September 30, 2000

NOTE: Base System may vary by commands. Please adjust accordingly when using thistable.
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Chapter 3- CLASSIFICATION SYSTEM

3.1 Introduction. The purpose of the Acquisition Workforce Personnel Demongtration isto
provide managers, & the lowest practical leve, the authority, control, and flexibility they needin
personnd processes and functions to achieve quality acquisition processes. This project not only
provides a system that retains, recognizes, and rewards employees for their contribution but also
supports their persona and professional growth

3.2 Career Pathsand Broadband Levels. A broadband classfication and pay system replaces
the current General Schedule (GS) structure. The 15 grades of the Genera Schedule were used
to classify poditions and, therefore, to set pay. Under the demondtration, GS grading criteriawill
no longer be used to classify positions. The sdary range for a given broadband level of a career
path corresponds to the General Schedule rates of basic pay for the grades that a particular
broadband level encompass. Specid sdary rates do not gpply in the demonstration project.

Occupations with smilar characteristics are grouped together into three career paths. Appendix
A identifies the occupationa series within each of the three career paths. Each career path
consists of anumber of broadband levels representing the phases of career progression that are
typica for the respective career path. The broadband levels within each career path are shown in
Figure 1, dong with their GS equivaents. Appendix B provides definitions for each of the
career paths and the corresponding broadband levels within them. Broadband levels are
designed to facilitate pay progression and alow competitive recruitment of quality candidates at
differing rates. Movement within the broadband levels is based upon contribution, in conjunction
with the Contribution-Based Compensation and Appraisa System (CCAS) as described in
Chapter 6. Movement to a higher broadband level is normally a competitive action. For non
compstitive actions see paragraph 5.5.3.

Asindicated in Figure 1, there are four broadband levels in the demonstration project, (labeled I,
1, 111, and 1V) for two career paths. Business Management and Technical Management
Professiond, which encompasses GS- 1 through —15; and Technical Management Support, which
indudes GS-1 through -13. There are three broadband levels for the Administrative Support

career path, which includes GS-1 through -10. Comparison to the GS grades rates of basic pay is
used in setting the upper and lower dollar limits of the broadband levels. Once the employees

are moved into the demonstration project, GS grades no longer apply. The pay plan for career
path Business Management and Technicd Management Professond isNH; for Technicdl
Management Support, the pay plan isNJ; and for Administrative Support, the pay plan is NK.

The GS grades banded in a given broadband level define the minimum and maximum rates of
basic pay for that broadband level. No employeein alevel will be paid less than the rate of basic
pay of step 1 of the lowest gradein their level, nor more than that of step 10 of the highest grade
inther leve, unless that employee is on retained pay or otherwise excepted. Since these
minimums and maximums are based upon the GS pay scae, they change annualy commensurate
with the Genera Schedule pay adjustment.
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Business M anagement and Technical Management Professional (NH)

I I Il v

(GS 1-4) (GS5-11) (GS12-13) (GS14-15)

Technical Management Support (NJ)
| I 1l v

(GS 1-4) (GS5-8) (GS9-11) (GS 12-13)

Administrative Support (NK)
| I 1l

(GS 1-4) (GS57  (GS8-10)

Figurel. Carear Pathsand Broadband Levels
3.3 Classification Process

3.3.1 Classification Authority. Under the demonstration project, commanders or equivaent
have delegated classification authority and may re-delegate this authority to subordinate
management levels. Re-delegated classification approva must be exercised at least one
management level above the firg-level supervisor of the position under review (except in the
case of those employees reporting directly to the commander or equivaent).

Army 3.3.1.1 Classification Authority. Although Army policy statesthat classfication
authority may be delegated to thefirst level supervisors, within this project classfication
authority is restricted to one management level above thefirst level supervisor of the position
under review.

Army 3.3.1.1a Classification Authority. Commanders, directors, managers and supervisors
must be trained and oriented in all position classification legal and regulatory responsibilities
prior to delegation of authority. Under no circumstances will classification authority be
delegated until appropriate training has been completed.

3.3.2 First-Level Supervisors. Firg-level supervisors are responsible for determining pogtion
requirements, preparing the Position Requirements Document (PRD) (see paragraph 3.3.6), and
providing classfication recommendations to the classfication authority. Supervisors must

ensure that the principles of sound position management are followed.

3.3.3 Civilian Personnd Specialists. Personne specialists provide on-going consultation and
guidance to managers and supervisors throughout the classification process.

3.3.4 Classification Criteria. OPM classfication standards are used for identification of proper
series and occupationd titles. The CCAS broadband level descriptors, as digned into the three
career paths, are used to determine broadband levels. These descriptors are based on the OPM
Primary Classfication Standard and diminate the need for the use of any other grading criteria
The career path, broadband level factors, and descriptors congtitute the only grading criteria for
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positions within the demondtration project. Responsihilities inherent in supervisory positions
may be considered as part of the factor for Leadership/Supervision (eg., respongbility for
adherence to the principles of equa employment opportunity, merit principles, and the
provisions of applicable collective bargaining agreements). The broadband level factors and
descriptors are located at Appendix C.

3.3.5 Position Requirements Document (PRD) Under the demonstration project, a position
requirements document (PRD) must be developed and approved whenever thereis any changein
occupational series, title; career path; broadband leve; or knowledge, skills, and abilities
(KSAs). Civilian personnd specidists should be contacted to determine if the change requires
documentation through an officia personne action. Under the demondtration project’s
classfication system, anew position requirements document (PRD) replaces the current agency-
developed position description form. The PRD combines the position informetion, staffing
requirements, and contribution expectations into a single document. The new PRD includes a
description of job-specific information, the CCAS broadband level descriptors for the assgned
career path broadband level, and provides other information pertinent to the job. Supervisors
may use a computer-assisted process to produce the PRD as described in Appendix H. PRDs
taken from the COREDOC PRD Library will not be modified. The objectivesin developing the
new PRD areto: (a) smplify the descriptions and the preparation process through automation,
(b) provide more flexihility in work assgnments, and (c) provide a more useful tool for other
functions of personnel management, e.g., recruitment, assessment of contribution, employee
devel opment, and reduction in force. Each PRD will have an identifying number, which is
assigned to be consistent with each service' s practices and procedures. For positions having
identical requirements, a sandardized PRD may be devel oped and assigned the same identifying
number.

PRDs should include acquisition specific position data e ements and DCPDS DINs in order to
facilitate the new position requirements documentation. These DINs are used by al of the
components.

JYR Acquistion Postion Category

JYL Acquistion Career Level Required

JYN Acquidtion Pogition Type

JYP Acquisition Career Speciaty — Primary orientation

JYQ Acquisition Career Specialty — Secondary orientation

JYS Acquisition Program Indicator

JYT Acquistion Specid Assgnment

In accordance with 10 U.S.C.1733 and 1737, position descriptions for DAWIA-coded positions
must include specific acquisition statements, which are included as part of the modified
COREDOC system.

The PRD will be certified for documented use in the contributionbased compensation and
gppraisa system by the commander (or the manager to whom the commander has delegated
authority), and the firgt-level supervisor of the position. A copy will be provided to the
employee. A copy will dso be maintained with the supervisor’ s records of the employee. The
origina PRD will be maintained in accordance with locally established procedures. The PRD
cover sheet will be used to accommodate appropriate signatures.

The Position Requirements Document includes:
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(1) Appropriate title, occupational series, career path (pay plan), and broadband leve;
(2) Mission/purpose;

(3) The CCASfactors, discriminators, and descriptors relevant to the classification of the
position;

(4) Sillsrequired,
(5) Sdlective requirements, i.e., security clearance, licensg, critical acquisition position, etc.; and
(6) Knowledge, skills, and abilities (KSAS) for qudification purposes.

Army 3.3.5 Position Requirements Document (PRD). The following statement is reguired on
all Critical Acguisition Positions:

"Thisisa Critical Acquisition Position. Unless specifically waived by the appropriate
Army official, (i.e., the Director of Acquisition Career Management, the Army Acquisition
Executive, or the Secretary of the Army) or if the employee is "grandfathered" under 10 U.S.C.
1736(c)(1), the following are statutorily mandated requirements (Reference: 10 U.S.C. 1733 and

1737):

(1) Selectee must be a member of an Acquisition Corps at the time of appointment.

(2) Selectee must execute, as a condition of appointment, a written agreement to remain
in Federal servicein this position for at least three years. In signing such agreement, the
employee does not forfeit any terms or conditions of employment."

3.3.6 Fair Labor StandardsAct (FLSA). Fair Labor Standards Act exemption or norn-
exemption determinations are consstent with criteriafound in 5 CFR (Code of Federa
Regulations) Part 551. The generic position requirements documents will not be the sole basis
for the FLSA determination. Each podtion is evaduated on a case-by- case basis by comparing
the duties and responsbilities assigned, the career path broadband level descriptors for each
broadband level, and the 5 CFR Part 551 FLSA criteria. Thefina review of the FLSA dtatus
will be made by the servicing civilian personnd office based upon the above- mentioned materid
and any supplementa information such as that contained in established performance objectives.

3.3.7 Classification Appeals. An employee may apped the occupationa series, title, or
broadband leve of hisor her postion a any time. An employee must formally raise the areas of
concern to hisher immediate supervisor, ether ordly or inwriting. If an employeeis not
satisfied with the supervisory response, he or she may then gpped to the DoD appellate levdl.
Formal appeals must contain information as required by DoDM 1400.25M, Subchapter 511. If
an employeeis not satisfied with the DoD response, he or she may then gpped to the Office of
Personnd Management only after DoD has rendered a decision under the provisons of this
demondration project. Appellate decisons from OPM arefind and binding on all
adminigrative, certifying, payrall, disoursing, and accounting officids of the Government. Time
periods for case processing under 5 CFR 511.605 apply.

An employee may not gpped the accuracy of the position requirements document, the
demondtration project classfication criteria, or the pay-setting criterig; the propriety of asdary
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schedule; or matters grievable under an adminigrative or negotiated grievance procedure or an
aternative dispute resolution procedure.

The evauations of classfication appeas under this demongtration project are based upon the
demongtration project classfication criteria Case files are forwarded for adjudication through
the servicing personnd office and include copies of gppropriate demonstration project criteria.

3.3.8 Civilian High-Grade Management Program. Thisprogramisoutlined in ASD(FMP)’s
memo, Sept. 15, 1998, same subject. The memo explains that—

The Office of Management and Budget (OMB) has advised [DoD] to
continue to manage the number of high gradesin DoD’ s full-time
permanent professonal, adminigrative, and technica workforce. Further,
OMB has concurred that DoD’s overal goa should be to accomplish
high-grade reductions & aleve generdly commensurate with the
Department’ s overd| reduction.

Employees participating in the demongtration project remain covered by this program to the
same extent as other employees within DoD. DoD has adopted a more flexible approach and no
longer requires Components to meet pecific, numerica high-grade goas at the end of each

fiscd year.
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Chapter 4- HIRING AND APPOINTMENT AUTHORITIES
4.1 External Hiring

4.1.1 Introduction. Managers must have aflexible hiring syslem to dedl with population and
economic changes. They must be given the ability and authority to reduce, restructure, or renew
the workforce quickly to meet diverse misson needs. These managers must have the ability to
compete with private industry for the best available candidate and make expeditious job offers.
Under this demonstration project, competitive examining authority for the hiring and
gppointment of candidates into permanent and non permanent positions is delegated to the
Components, which may, in turn, re-delegate to lower levels. This authority gppliesto dl
demongtration positions except Adminigirative Law Judges and any positions that require an
examining process covered by court order. In order to provide amore streamlined and
regpongve hiring system, the demondtration project provides for the grouping of digible
candidates into three qudity groups usng numerica scores, the eimination of congderation
according to the rule of three, and the addition of a Scholastic Achievement Appointment
Authority. Internal movement between broadband levels is addressed in the CCAS chapter (see
Chapter 6) of this operating procedure.

Army 4.1.1 Introduction (Re-delegation). In Army, current delegation will remain the same.
The ASA (M&RA) Policy and Program Devel opment Division will obtain from DoD any
required delegated examining authority for the 7 CONUS CPOCs and to the three overseas
commands, and for the independent Civilian Personnel Offices which have not regiondized.

Army 4.1.1 Introduction. Internal movement between broadband levelsis aso addressed in
Chapter 5 PAY ADMINISTRATION of this operating procedure and in paragraph 4.6.

4.1.2 Veterans Preference. Preference digibles who meet the above criteriawill be
considered before non-preference digibles. Pass over/objection procedures apply. Preference
eligibles meeting basic (minimum) qudifications will receive an additiond five or ten points
(depending on their preference digibility) which is added to the minimum scores.

Army 4.1.2 Veterans Preference. In addition to the above, activities will take the necessary
steps to ensure compliance with the Veteran' s Employment Opportunities Act of 1998.

4.1.3 Rating of Candidates. Minimum qualifications for operating postionsin the
demonstration project will be based on criteria described in the OPM Operating Manud,
“Qudifications Standards for Generad Schedule Positions,” and DAWIA requirements, as
appropriate. Minimum qudifications are determined based on the lowest equivalent GS grade of
the appropriate broadband level.

Army 4.1.3 Rating of Candidates. Minimum qualifications are determined based on the
lowest equivaent GS grade (represented) of the appropriate broadband level. An employeein
one broadband level can apply for a postion a ahigher leve regardless of where they may bein
the pay range. For instance, a secretary in broadband level 11 who is paid asdary equivalent to a
GS-5 can apply for aposition in broadband leve 111.

4.2 Delegated Examining Authority
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4.2.1 Introduction. Dedegated examining authority may be used to fill adl demondration
project positions except Adminigtrative Law Judges and any positions that require an examining
process covered by court order. Civilian Personnel must clear dl priority candidates as they
apply to the demondtration project. These prioritiesinclude, but are not limited to, the DoD
Priority Placement Program (PPP) and the Interagency Career Trandtion Assstance Plan
(ICTAP).

Army 4.2.1 Introduction. Management retains the ability to determine the best methods of
recruitment to best meet misson needs. Delegated Examining Authority may be used to fill
positions in the Acquisition Workforce Personnel Demonstration Project. Thiswill dlow for
recruitment from other sources.

4.2.2 Vacancy Announcements. Determinations of appropriate areas of consideration and
length of open periods for receipt of applications will be made by considering the nature of the
positions covered by the examination; their career potentid; and the characteritics of the labor
market.

Army 4.2.2 Vacancy Announcements. In addition to the above, refer to applicable provisons
of the delegated examining agreement when determining appropriate area of consideration and
length of open periods. See Appendix R for an exampl e of a vacancy announcement.

4.2.3 Delegated Examining Process. Each candidate’ s application will be reviewed for
minimum qualifications as determined by OPM Operating Manud, “Qudifications Standards for
Genera Schedule Positions,” and DAWIA reguirements, as needed. Candidates who meet basic
(minimum) qudifications will be further evaluated based on knowledge, skills, and abilities that
are directly linked to the pogitionto befilled. Managers are responsible for establishing, prior to
the recruitment process, the appropriate job-related criteria used to assign the tentative rating
scores of 70, 80 or 90. This documentation should include the specific requirements of the
position; the knowledge, skills, and abilities used to meet the requirement; and the
anchorgbenchmarks developed to differentiate between candidates. Considering this
assessment, candidates will receive anumerical score of 70, 80 or 90. No intermediate scores
will be granted except for those eigibles who are entitled to veterans preference. Preference
digibles meeting basic (minimum) qudifications will receive an additiond five or ten points
(depending on their preference digibility) which is added to the minimum scores identified
above.

4.2.4 Quality Groups. Candidateswill be assigned to quality groups based on their find
scores. Candidates will be placed in one of three qudity groups. basicaly qudified (score of 70
to 79); highly qualified (score of 80 to 89); or superior (score of 90 and above).  The names of
preference digibleswill be entered on the referrd list ahead of others having the same numerica
score, and their veterans' preference will be annotated.

4.25 Candidate Selection. Candidates will be referred for selection in accordance with the
following: For dl postions other than scientific/engineering and professiond postions at the

basic rate of pay equivdent to GS-9 and above, preference igibles with a compensable service-
connected disability of ten percent or more who meet basic (minimum) digibility will be listed at
the top of the highest group certified. For scientific/engineering and professond positions at the
basic rate of pay equivadent to the GS-9 and above, candidates will be referred by quality groups
in the order of the numerica ratings, including any veterans preference points.
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All candidates in the highest group will be certified. If thereisan insufficient number of
candidatesin the highest group, candidates in the next lower group may then be certified; should
this process not yidd a sufficient number, groups will be certified sequentidly until asdection is
made or the qudified poal is exhausted. When two or more groups are certified, candidates will
be identified by qudity group (e.g., superior, highly qudified, bascaly qudified) in the order of
their numerica scores. Passing over any preference digible(s) to sdect a non-preference digible
requires gpprova under current passover or objection procedures.

Army Table 4-1, Example of Rank Order, was deleted June 18, 1999.

Army 4.2.5 Candidate Selection. Scientific/engineering and professiona postions
are defined as those positions which have a positive education requirement.

4.3 Scholastic Achievement Authority. This authority dlows for the gppointment of
candidates with degrees to positionsin broadband level 11 with positive education requirements.
Candidates may be appointed under this procedure providing: (1) they meet the OPM Operating
Manud, “Qualifications Standards for General Schedule Positions,” and DAWIA requirements,
plus any previoudy established selective placement factors; (2) the occupation has a postive
education requirement; (3) the candidate has a cumulative grade point average (GPA) of 3.5 or
better (on a4.0 scale) in those courses in those fields of study that are specified in the
qudification sandards for the occupationd series and an overdl undergraduate GPA of at least
3.0 ona4.0 scae and (4) the gppointment isinto a podtion at a pay level lower than the top step
of GS-7. Appointments at the equivaent of GS-9 through GS-11 have a GPA requirement of at
least 3.7 on ascde of 4.0 for graduate courses in the field of study required for the occupation.
Ranking criteriamay be established at the locd level using local merit promotion rules.

4.3.1 Candidate Responses and Referral. Candidates will be required to respond to an
announcement in order to compete for gppointments made under this authority. Candidates who
meet the basic digibility requirements and who possess the above scholagtic criteriamay be
referred to the manager in a single group for consderation and in order of their veterans
preference, if applicable.

Army 4.3.1.1 Requesting Referral Lists and Registering in the Army Civilian Career
Evaluation System (ACCES) for All Demonstration Projects. Reference ASA(M& RA)
memorandum, dated June 4, 1999, subject: Sanding Operating Procedures for Requesting
Referral Lists and Registering in the Army Civilian Career Evaluation System (ACCES) for All
Demonstration Projects.

The following sets forth instructions for demonstr ation project managers who want to request an
ACCESréeferral list; and for demonstration project employees interested in ACCES reqistration.

a. Managers Recruiting for Demonstration Positions. If the position isin a broadband level
that does not encompass a career program mandatory referral grade, management does not
need to request areferral list. If the position isin a broadband level that encompasses both
mandatory and non-mandatory referral grades, management has two options:

(1) If management wishes to recruit only at a salary that is lower than the representative
rate of the mandatory referral grade, thereis no requirement to request an ACCES Iist. Local
recruitment methods may be used. NOTE: In this case, management may not recruit at a rate of
basic pay that equals or exceeds the representative rate of the mandatory referral grade.
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(2) If the salary equals or exceeds the representative rate of the mandatory referral
grade, management must request a referral list in accordance with career program procedures.
When requesting a list, the CPAC/CPOC will enter the appropriate equivalent GS grade on the
referral request. Management also has the option of using local recruitment methods in
conjunction with mandatory career program procedures in order to supplement the recruitment
effort. Selections may be made from either source. NOTE: When using local recruitment
methods, the minimum area of consideration will be DA-wide; the "best qualified" criteria used
for both lists will be substantially equivalent; and the closing date for the local recruitment
announcement will coincide with the Careerist Suspense Date located on the Army Civilian
Career Evaluation System (ACCES) Referral Notification Letter.

b. Demonstration Employees Requesting I nitial or Updating Current ACCES Registration.
Demonstr ation employees who wish to submit an initial or update their current registration in
ACCESand be referred for Army positions at or above the mandatory referral level will have
their eligibility determined IAW 5 CFR 300.605 and OPM qualification standards. Their current
salary will be compared to the GS system using the Sep 4 Rule.

The Sep 4 Rule will be applied as follows: Demonstration project experience will be
credited at the equivalent GS grade by comparing the candidate's rate of basic pay with the
representative rate (as defined in 5 CFR 351.203.) The equivalent GS grade is determined by
identifying the representative rate that equals the candidate's rate of basic pay. When the
candidate's rate of basic pay falls between the representative rates of two grades, it will be
credited at the higher grade.

Since the Army area of consideration for ACCES is worldwide, the GSbase salary
schedule will be used when applying the Sep 4 Rule.

4.4 Appointment Authority. The Acquistion Workforce Demondration Project will have
three gppointment options. permanent, temporary limited, and modified term appointments.
Nothing in this demondration project precludes the use of existing gppointment authorities such
as Veterans Readjustment Appointments, Disability Appointments, and Student Career
Experience Program (SCEP).

4.4.1 Permanent. The permanent appointment equates to the existing career and career-
conditiona appointments.

4.4.2. Temporary. Thetemporary limited gopointment equates to the existing temporary
authority.

4.4.3 Modified Term. The modified term is a new appointment authority thet is based on the
exiding term gppointment, but may extend up to five years with aone-year locally approved
extenson. The one-year extenson must be approved by the commander or his designated
representative, for reasons such as specid projects, staffing new or existing programs of limited
duration; filling apogtion in activities undergoing review for reduction or closure; and replacing
permanent employees who have been temporarily assgned to another position, are on extended
leave, or have entered military service.

4.4.3.1 Employee Selection.  An agency may make a modified term gppointment from the
aopropriate register or if the sdecteeis:
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(@ A person with digibility for reinstatement;
(b) Any veteran who is digible for a Veterans Readjusment Appointment;

(c) A person eligiblefor career or career-conditiona employment under 5 CFR 315.601
through 315.610, inclusive; or under 315.703;

(d) A former term employee of the agency who left prior to the expiration of hisher
gppointment. Regppointment must be to a position covered by the same term authority under
which theindividud previoudy served, and service under such regppointment may not exceed
the expiration date of the origina term gppointment;

(&) A disabled veteran who has been retired from active military service with a disability
rating of 30 percent or more, or has been rated by the Department of Veterans Affairs within the
preceding year as having a compensable service-connected disability of 30 percent or more;

(f) A person digible for acquisition of competitive status for career gppointment under
title 5 U.S.C. Section 3304. However, aterm employee does not acquire a competitive status on
the basis of this term appointment; nor does this term gppointment extend or terminate the
employee sdigibility under 5 CFR Section 3304;

(9) A temporary employee who iswithin reach for term gppointment to the same
position from an gppropriate register at the time of hisher temporary appointment, or during
subsequent service in the pogition, provided that the register was being used for term
appointments a the time the employee was reached and he/she has been continuoudy employed
in the position since being reached; or

(h) A person digible under OPM interchange agreements.

4.4.3.2 Employee Reassignment. A modified term employee may be reassigned to another
modified term pogition provided the origind not-to-exceed date remains the same and the
employee meets the OPM Operating Manua qualifications standards for GS positions and
gpplicable DAWIA requirements.

4.4.3.3 Conversion to Career-Conditional Appointment. Employees hired under the
modified term appointment authority are in a non-permanent status but may be digible for
conversion to career-conditiond appointments. To be converted, the employee must: (1) have
been sdected for the term position under competitive procedures, with the announcement
specificdly gating that the individua(s) selected for the term position(s) may be digible for
conversion to career-conditiona appointment a alater date; (2) have served two years of
continuous service in the term position; and (3) be selected under merit promotion procedures for
the permanent position.  Service under amodified term gppointment immediatdy prior to a
permanent appointment shal count toward the probationary period requirements, provided
contribution is adequate and the permanent position is in the same career path as the modified
term gppointment.

4.5 Probationary Period
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4.5.1 Introduction. Newly hired demonstration project employees entering into the Federd
workforce for the firg time in the Business Management and Technica Management
Professional career path need to demonstrate adequate contribution during the acquisition
process. Additiond training, which takes the employee awvay from the normd line of
supervison, could minimize the time available for the supervisor to determine whether the
employee should be retained beyond the probationary period. The purpose of extending the
probationary period isto dlow supervisors sufficient time to properly, objectively, and
completely evaluate an employee' s contribution and conduct within the acquisition workplace
environment. Excluding the extended duration, al other features of the current probationary
period are retained, including the potentia to remove an employee without providing the full
substantive and procedura rights afforded a non-probationary employee. Personnd assigned to
modified term appointments are not placed on a probationary period since they serve on atrid
period. Employees appointed to the Federa Service prior to the implementation date of the
acquisition demongtration project, or who previoudy successfully completed a probeationary
period, will not be affected by this provision.

4.5.2 New Probationary Period. When avacancy within the organization isfilled viaa
permanent gppointment, the new employee will be assgned to a one-year probationary period,
unless the employee has previousy met probationary period requirements under 5 CFR 315.801.
The nature of action codes and processing ingtructions will remain the same.

4.5.3 Extended Probationary Period. If & any time during the one-year probationary period,
the employee is assgned to training, or is required to obtain additiona education, which results
in the employee being away from their norma work sSte and outside regular supervisory review,
the supervisor may, a hisher discretion, extend the probationary period of the employee by the
same amount of time as the training or educationd assgnment. The decision to extend the
probationary period will be in writing and made prior to any assgnment to training or education,
and the employee will be informed in advance. A copy of the change will be forwarded to the
servicing personnd office to ensure that the appropriate editsin DCPDS are made.

Army 4.5.3 Extended Probationary Period. Army may use the sample letter found a
Appendix P. Supervisors will maintain a copy of the sgned letter, provide the origind to the
employee, and forward a copy to the servicing CPAC to ensure the appropriate DCPDS edits are
completed.

4.6 Internal Placement Procedures.

4.6.1 Merit Promotion. Reference Chapter 5, paragraph 5.3 (Movement Between Broadband
Levels) for adescription of when competition is required and Chapter 5, paragraph 5.5. for
selections not subject to competition. Each servicing personnd office will follow itsloca merit
promotion plan and any applicable union agreements and localy approved policies for internd
placement actions.

4.6.2 Reassgnment Within the Demonstration Project. The demongtration project is

designed to provide employees and management maximum flexibility concerning work
assgnments. See Chapter 5, paragraph 5.5, Change in Assgnmen.

4.7 Priority Placement Program (PPP). For PPP registration and matching purposes, grade-
level determination will be made based on DoD human resources policies and procedures
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established by DASD (CPP). Under this project, PPP will clear at the highest grade in the
broadband.

Army 4.7 Priority Placement Program (PPP). Reference ASA(M& RA) memorandum, dated
March 12, 1999, subject: Priority Placement Program (PPP) Registration and Reguisitioning
under the Acquisition Workforce Personnel Demonstration Project.

Reguisitions will be submitted at the target grade reflected in the broadband to which the
position corresponds. The target grades for the Acquisition Workforce Personnel Demonstration
Project career path and broadband levels are as follows:

Business Management and Technical Management Professional (NH)

NH | GS04

NH 11 GS11

NH 111 GS13

NH IV GS15
Technical Management Support (NJ)
NJ | GS04

NJ 11 GS08

NJ 11 GS11

NJ IV GS13
Administrative Support (NK)
NK | GS04

NK I GS07

NK 11 GS10

In accordance with current PPP policy, positions covered by a formal training program are
reguisitioned at the entry grade with the “ trainee” (TRA) option code. For example, a local
intern position in KN 11 will be requisitioned at the GS-05 with the “ TRA” option code.

Demonstration project employees who are entitled to PPP registration must be registered using
the General Schedule or Federal Wage System pay plans. The conversion procedure provided in
Chapter 13, Section 13.2 will be applied to determine the registrant” s equivalent GS grade.
That grade will be used as the basis for determig the grade level(s) in the General Schedule or
the Federal Wage System for which PPP registration is appropriate.

4.7.1 Reorganization/Realignment Procedures. When ademonstration project acquisition
organization (i.e., a Program Executive Office, a Designated Acquisition Command, or
equivaent and their subordinate Program Management Offices) is undergoing an announced
formal reorganization or redlignment associated with downsizing, a Priority Placement Program
exception request to permit reassgnment or change to lower broadband or grade of the affected
employees to the resulting, new organization (without regard to geographic location) may be
submitted directly to the DASD (CPP) for consderation. Normaly, mgor exceptions are
submitted through the command or management structure of the organization for review and
gpprova/disapprova by the DASD (CPP). This procedura exception will ensurethat al such
requests are expedited. Each request will be reviewed and approved/disapproved on a case-by-
case basis.
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Army 4.7.1. Reorganization/Realignment Procedures. Activities must send a courtesy copy of
the request to ASA (M& RA), Policy and Program Development Division, ATTN: SAMR-CPP-
SM, 200 Sovall Sreet, Alexandria, VA 22332-0300.

4.7.2 Support for Participating Acquisition Workfor ce Employees Subject to Geogr aphic
Mobility. Current programs have been enhanced to mitigate the impact of geographic relocation
upon acquisition workforce employees participating in the demongtration project. Specificaly,
when such employees are subject to mandatory geographic mohbility outside the commuting area,
their gpouses who are aso currently employed by DoD will be registered as PPP Priority 3
candidates. Thisinitiative affords the spouse an dternative vehicle for employment

opportunities. Maximum steps stood be taken by participating organizations to inform the
workforce of this program’s availahility.
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Chapter 5- PAY ADMINISTRATION

5.1 New Hiresand Employees Entering the Demonstration Project After Initial
Implementation. Initid pay will be st a alevd conggtent with the individud's qudifications
and the expected contribution of the position. Employees will enter the demondtration project at
their existing rate of pay, the minimum sdary for the broadband level, or arate determined by
management. The hiring officid will determine the garting salary based upon available [abor
market congderations relaive to gpecid qudifications requirements, scarcity of qudified
applicants, programmatic urgency, and education/experience of the new candidates. For
employees on specia sdary rates who transfer into the demondration, their basic pay rate will be
st by the process outlined in Chapter 2, paragraph 2.3.

5.2 CCASAnnual Adjusment. Sdary adjusments are fully described in Chapter 6, paragraph
6.4, and provided below. The annua assessment period begins on October 1 and ends
September 30 of the following year. Employees will enter the demongtration project at their
current rate of pay and will receive the full genera pay increasein January 1999. The pay pool
manager approves the fina employee overal contribution score and sdary adjustments.

The appropriately compensated employee (employee whose contribution versus pay fals on or
within the rails) must receive the full generd pay increase, may receive a contribution rating
increase of up to 6%, and may receive a contribution avard. The contribution rating increaseis
included as a permanent incresse in the base pay, but the contribution award does not affect base

pay.

The inappropriately compensated (above therails- A) employee could be denied part or dl of
the generd pay increase and will recelve no contribution rating increase nor contribution award.

The ingppropriately compensated (below therails - B) employee mus receive the full generd
pay increase, may receive up to a 20% permanent increase in pay, and aso may receive a
contribution award.

Category General Pay Contribution Contribution | ‘*Locality
I ncrease Rating Increase Award Pay

Inappropriately Could be reduced or NO NO YES
Compensated - A denied

Appropriately YES YES - Upto 6% YES YES

Compensated

Inappropriately YES YES* - Up to 20% YES YES
Compensated - B

* Basic pay pluslocality pay may not exceed Executive Level 1V basic pay.

2May not exceed upper rail of NPR for employee’s OCS or maximum salary for current broadband level.
% Over 20% requires local commander’s approval.

“May not exceed 6% above the lower rail or the maximum salary for current broadband level

® Pay pool manager approves up to $10,000. Amounts exceeding $10,000 require local commander’s
approval

Table 1. Compensation Eligibility Chart

Locdity pay adjustments are not included in the pay pool for distribution but are incorporated in

demondtration project participants pay. All employeeswill receive any locdity pay adjustment

for their locdity. The dollar amount to be included in the pay pool will be computed based on
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the sdaries (excluding locdity pay) of the employeesin the pay pool asof September 30 each
yesr.

Pay adjustments will be documented by a personnd action using Nature of Action Code (NOAC)
894. Contribution awards will be documented usng aNOAC 885. See Appendix G.

Army 5.2 CCAS Annual Adjusment. If on October 1, 1999, the command/organization was
in the Project for less than six months, the employees are not digible under CCAS and will

recave ther firse CCAS appraisa ending September 30, 2000. Therating period will be
implementation date through September 30, 2000, e.g., implementation date was June 1, 1999,
the rating period would be June 1, 1999, through September 30, 2000. The CCAS rating process
takes place from 1 October 2000 through 31 December 2000. The CCAS pay-outs will be the
first pay period in January 2001. In this Stuation, thiswill be the initid (first year) pay-out and

the command/agency budgets must reflect those rates required for the first year - 2.4% for the
Contribution Rating Increase pool and 1.3% for the Contribution Award pool.

5.3 Movement Between Broadband Levels. Movement within a broadband level will be
determined by contribution. Movement to a higher broadband level is normaly a competitive
action, based on Office of Personnel Management qualification standards (see paragraph 4.6).
(A higher broadband leve is one with a higher maximum rate of pay than the employee's current
broadband level.) Noncompetitive promotion procedures in the current system will remain
viable in the demongtration project. Movement to alower broadband level may be voluntary or

involuntary.

Broadband levels are derived from the current sdlaries of the banded GS grades. The lowest
sdary of any given broadband leve isthat of the lowest GS grade, step one in that broadband
level. Likewise, the highest sdary of any given broadband level isthat of the highest GS grade,
gep ten in that broadband level. Thereisanaturd overlap in sdariesin the GS grades that dso
occurs in the broadband system. Since the overal contribution scores (OCS) are directly related
to salaries, there is aso an overlap between OCSs across broadband levels.

Under the demondration project, managers are provided greater flexibility in assgning duties by
moving employees between positions within their broadband level. If there are vacancies a
higher levels, employees may be consdered for promotion to those positions in accordance with
competitive selection procedures.

Army 5.3a Movement Between Broadband Levels. There are no GSgrade level limitations
applicable to promotion of employees from one broadband level to positions in higher
broadband levels. So, for example, individuals assigned to broadband level 111 positions under
the demonstration project, who meets the necessary qualification requirements, are eligible to be
considered for promotion to positionsin broadband level 1V.

Army 5.3b Movement Between Broadband L evels — Definitions. A higher broadband level is
one with a higher maximum rate of pay than the employee' s current broadband level.) A same
broadband level is one that has no higher or lower maximum rate of pay than the maximum rate
of pay of the employee's current broadband level. A lower broadband level is one whose
maximum rate of pay isless than the maximum rate of pay of the employee's current broadband
level.
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Army 5.3.1 Movement Within A Broadband. Movement (or salary increase) within a
broadband level will be determined by contribution. Demonstration employees who are
competitively or non-competitively selected for positions within the same broadband level are
not entitled to a salary increase at the time of selection. Any salary increases will be under the
Contribution-based Compensation and Appraisal System (CCAS) as described in Chapter 6.

5.4 Providing a Rating of Record Under Special Circumstances. When an employeeisa
new hire or transfersinto the demondration, hisher initia contribution level is consdered to be
in parity with hisher current pay until an officia written contribution assessment is rendered.
Depending upon the time the employee is hired/transferred, the initid CCAS appraisa can occur
up to 18 months after employment or transfer.

When an employee moves between pay pools within the demonstration project and has served
less than six months in the new pay pool as of September 30, the employee will receive arating
of record which is an expected OCS in the new pay pool for that rating cycle. Employees who
move from a pay pool between 30 September and the subsequent payout will receive an OCS
and the payout from the former pay poal.

Employees who perform union representation tasks less than full time (80 hours per pay period)
are eigible to recaive contribution rating increases and contribution awards in addition to the
general pay increase. Such increases must be based on the contribution made through thelr
regular duty assgnments (work performed other than union representation). Employees who
perform union representation duties 100 percent of their time are entitled to recelve the generd
pay increase plus the expected rating increase for their appropriate pay pool. Employeeswho
perform union representation duties 100 percent of their time are not digible for a contribution
award. All pay adjustments for employees who perform union representation duties will be
funded from the pay pool to which he/sheis assigned.

When circumstances (tempor ary promotion outside the parent organization and/or the
demonstration project, long-term full-time training, active military duty, long-term medica

leave, etc.) take an employee away from their normal duties for an extended period of time
during arating cycle, the rating officia has two options.

-- Option 1 isto re-certify, using the last OCS as the new assessment; or

-- Option 2 isto presume the employee is contributing consstently with hisher pay level
and will be given thefull General Pay Increase and is eligible for a Contribution Rating
Increase and a Contribution Award. In this case, management may assign an OCS that
corresponds to the expected OCS based on the employee's current sdlary. (Note, however, that
under Option 2, even if the expected rating falls within the “ingppropriately compensated — A
region,” the employee will Hill receive the full generd increase. In this Stuation, management
should carefully consider which option is more likely to produce afar and equitable result for
both the affected employee and other employees in the same pay pooal.)

In either case, the annua contribution evauation form must document the circumstances behind
the assessment.

Army 5.4 Providing a Rating of record Under “ Special Circumstances’ All employees
covered under “speciad circumstances’ will receive retention service credit based on the vaue of
the expected rating for their broadband level. See Table 6, Chapter 13.
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Army 5.4.1 Definition of Expected Rating. Expected rating is use of the employee' slast OCS
to plot a scatter diagram (chart) where it would be if the employee’ s performance continued
exactly asit wasin the previous rating period, i.e., the dot on the plot movesin direct relaion to
the standard pay line. In instances where no previous rating exigs, the expected rating is

derived by plotting sdlary in relation to the SPL for that employee's career path and broadband
leve.

5.5 Changein Assgnment. The CCAS concept, using the broadband structure, provides
flexibility in making assgnments. In many cases an employee can be assgned, without pay
change, within broad descriptions, and, a the same time, consistent with the needs of the
organization and commensurate with the individud's qudifications. Subsequent organizationd
assgnments to projects, tasks, or functions requiring the same level, area of expertise, and
qudifications do not condtitute an assgnment outside the scope or coverage of the current level
descriptors. In most cases, such assgnments are within the level descriptors and can be
accomplished without the need to process a personnd action. Assgnment resulting in series
change, broadband level change, or change to KSAs shdl be accomplished by an officid
personne action. Thus, this gpproach alows broader |atitude in organizationa assgnments and
greamlines the adminigtrative process. Rules for specific types of assgnments under CCAS are
asfollows. Supervisors should consult with their servicing personnel staff when considering any
action described in this chapter.

Army 5.5 Changein Assgnment. Assgnment resulting in a Broadband Level change and or
Career Path change shall be accomplished by an officia personnd action.

5.5.1 Promotion. When an employee is promoted to a higher broadband leve, the sdary after
promotion shall be at least Six percent, but not more than 20 percent grester than the employee's
current sdary. However, if the minimum rate of the new broadband level is more than 20 percent
greater than the employee's current sdary, then the minimum rate of the new broadband levd is
the new salary. The employee's sdary shdl not exceed the sdlary range of the new broadband
levd. When an employee receiving aretained rate is promoted to a higher broadband leve, at a
minimum, the employee’ s sdlary upon promoation will be set in the higher broadband leved (1) at
Sx percent higher than the maximum rate of the employee' s exigting broadband levd, or (2) at
the employee' s exigting retained rate, whichever is grester.

5.5.1.1 Salary Adjustment Guidedinesfor Temporarily Promoted Employees. After the
initid assgnment into the CCAS, employees yearly contributions will be determined by the
CCAS process, and their overall contribution score (OCS) versus their current rate of basic pay
will be plotted on a graph dong the norma pay range (NPR). For this purpose, where an
employeeistemporarily promoted at the time OCS is determined, the “ current rate of basic pay”
is congtrued as the rate of basic pay for the position to which the employee is permanently
assigned, and the OCS will be plotted on the graph accordingly. When making CCAS sdary
adjustment for temporarily promoted employees, pay pool managers should carefully consider
whether the employee has demondrated sustained performance of high qudity significantly
above that expected in the permanent position concerned. Components may establish additional
procedures to ensure that temporarily promoted employees are equitably treated, but are not
ingppropriately compensated on a permanent basis for the temporary performance of higher-
broadband duties.

Army 5.5.1.1 Salary Adjustment Guidédinesfor Temporarily Promoted Employees. Sdary
adjustment will be made to the employee's position of record. Once the sdary of the position of
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record is affected, the salary of the temporary promotion will be revalidated to be at least 6%
above the position of record, in accordance with 5.5.1.

5.5.2 Competitive Selection for a Position with Higher Potential Salary. When an employee
is competitively selected for a position with a higher target broadband level than previoudy held
(e.g., Upward Mohility, interns), upon movement to the new postion the employee will receive
the sdlary corresponding to the minimum of the new broadband leve or the employee s existing
sday, whichever is greater.

Army 5.5.2 Competitive Selection for a Position with Higher Potential Salary. Al
ACTEDS interns (regular and Presidentia Management) will be excluded from the Acquisition
Workforce Personnel Demo Project. We aso recommend that loca commanders mirror this
excluson for their locd interns.

5.5.3 Non-competitive Actions. The following actions are excepted from competitive
procedures:

(a) Re-promotion to a position which isin the same broadband leve as the employee
previoudy held on a permanent basis within the competitive service.

(b) Promotion, reassgnment, change to alower broadband levd, transfer, or
reinstatement to a position having promotion potentia no greater than the potentia of a position
an employee currently holds or previoudy held on a permanent basis in the competitive service.

(¢) A position change permitted by demonstration project reduction-in-force procedures.

(d) Promotion without current competition when the employee was appointed through
competitive procedures to a position with a documented career ladder (upward mobility, interns,
efc.).

(e) A temporary promotion or detail to a position in ahigher broadband level for up to
120 days.

(f) Condderation of a candidate not given proper consideration in aprior competitive
promotion action under the demonstration project.

(9) Any other non-compstitive action as determined by the Components.

(h) Thejustification for the increase from a Broadband Level to a higher Broadband
Level must be substantive and clear. Not only should the supervisor be able to demonstrate that
the promotion was due to an accretion of duties, but the duties themsel ves should be explained in
sufficient detail to fully support classification at that higher level. This documentation should be
able to withstand later review by an independent authority.

5.5.4 Voluntary Changeto L ower Broadband Level/Changein Career Path
(except RIF). If arequest is employee-initiated, then the employee's sdlary is lowered
according to this section.

Employees should be encouraged to advance their careers through increasing
contribution, rather than decting to be a afixed leve of contribution in alower
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broadband level. However, an employee may submit awritten request for voluntary
changeto alower broadband leve or different career path following the annua

payout, and provide reasons for the request. All actions shal be documented by use of
an officid personnd action and appropriately filed.

When an employee accepts a voluntary change to lower broadband leve or different
caregr path, the sdlary may be set at any point within the broadband leve to which
placed. However, the new sdlary shdl not exceed the employee's current sdary or the
maximum sdary of the broadband leve to which assigned, whichever islower.

5.5.5 Involuntary Changeto a Lower Broadband Level Without Reduction in
Pay Dueto Contribution-Based Action. Due to inadequate contribution, an
employee' s sdlary may fal below the minimum rate of basic pay for the broadband
level to which he/sheisassigned. When an employee is changed to alower broadband
level dueto such adtuation, it is not consdered an adverse action. Supervisors shall
initiate an involuntary change to lower broadband level promptly after the pay pool
manager approves the annud payout. An officid personnd action will be prepared to
reflect this change. The employee srate of basic pay shdl remain unchanged.

5.5.6 Involuntary Reduction in Pay/Changeto Lower Broadband L evel/Change
in Career Path Dueto Adverse Action. This section dedls with actions that are not
contribution-based, but rather are disciplinary in nature. When an employeeis

changed to alower broadband level, moves to a new pogtion in a different career path,
or receives areduction in pay within his or her existing broadband level and career

path due to adverse action, the employee's sdary shall be reduced by at least Six
percent, but shal be set no lower than the minimum sdary of the new broadband leve
to which assigned. Employees placed into alower broadband due to adverse action
are not entitled to pay retention.

5.5.7 Involuntary Change to L ower Broadband Level/Change In Career Path,
Other than Adverse or Contribution-Based Action. If the changeis not aresult of
an adverse or contribution-based action, the employee is entitled to retained pay if dl
title 5 (5 U.S.C. 5363 and 5 CFR 536.101) conditions are met.

5.5.8 Reduction-in-For ce (RIF) Action (Including Employees Who ar e Offered
and Accept a Vacancy at A Lower Broadband Level or in a Different Career
Path). The employeeis entitled to pay retention if dl title 5 conditions are met.

5.5.9 Return to Limited or Light Duty from a Disability as a Result of
Occupational Injury to a Position in a Lower Broadband Leve or to a Career
Path with Lower Salary Potential than Held Prior to the Injury. The employeeis
entitled indefinitely to the sdlary held prior to the injury and shdl receive full generd
and locdity pay increases, unless the employeeis digible for pay retention, in which
case the pay retention rules gpply.

5.5.10 Pay Retention. Employees on retained rate in the demondiration project will
receive pay adjustmentsin accordance with 5 U.S.C. 5363 and 5 CFR 536. An
employee recaiving aretained rate is not digible for a contribution rating increase,
since such increases are limited by the maximum sdary rate for the employeg' s
broadband level.
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Army 5.5.10 Pay Retention.. Employeeson pay retention (or retained pay) will receive 50%

of the generad pay increase. Some GS employees on pay retention upon conversion to the
Personnel Demonstration Project may not be limited by the maximum salary rate for their
broadband level. For example, an employee was downgraded froma GS301-13 to a GS-301-12
and after two years placed on pay retention of $62,590 (base salary). Upon conversion to the
project, this employee became a Broadband Level 111 employee in the Business Management and
Technical Management Professional Career Path. The maximum salary limit for Broadband
Level 111 is $69,930 (base salary). Therefore, this employeeisno longer on pay retention and is
eligible for the full/reduced General Pay Increase (GPI) or may be denied the GPI depending on
the CCASrating and local pay pool distribution policy, and a Contribution Rating Increase and
a Contribution Award if rated Appropriately Compensated or |nappropriately Compensated-B.

Army 5.5.11 Student Temporary Employment Program (STEP). Students are
excluded from this demondtration.
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Chapter 6- CONTRIBUTION-BASED COMPENSATION AND APPRAISAL SYSTEM

6.1 Introduction. The purpose of the Contribution-based Compensation and Appraisal System
(CCAY) isto provide an equitable and flexible method for appraising and compensating the DoD
acquigtion workforce. It provides management, at the lowest practical level, the authority,
control, and flexibility needed to achieve quality acquisition processes and quality products

while developing a highly competent, motivated, and productive workforce. It dlows for more
employee involvement in the performance gppraisal process, increases communication between
supervisors and employees, promotes a clear accountability of contribution by each employee,
facilitates employee pay progression tied to organizationa contribution, and provides an
understandable basis for sdlary changes.

CCAS s a contribution-based appraisal system that goes beyond a performance-based rating
system. Thus, it measures the employee’ s contribution to the misson of the organization. Sdary
adjustment decisons are based on contribution to the organization. Whenever the term “sdary”
isused in this chapter, locality pay is not included.

6.2 Normal Pay Range (NPR). The normd pay range (Figure 2) links contribution to sdary.
The curved standard pay line (SPL) tracks from the lowest scheduled rate of basic pay, GS-1/1,
to the highest pay, GS-15/10. The NPR uses the following parameters.

(@ Thestandard pay line (SPL) begins at an overdl contribution score (OCS) of 0 and
the lowest sdlary paid under this demondtration, GS-1, step one.

(b) The SPL endsat an OCS of 100 and the highest sdlary paid under this demongtration,
GS-15, step 10.

(¢) Changesin OCS correspond to a percentage change in sdlary dong the SPL, resulting
in the curved lines depicted in Figure 2.

(d) Thedistance from the SPL to ether rail for any given OCSis eght percent in sdary
throughout the OCS range.

The NPRis the samefor al the career paths. What varies among the career paths are the
beginnings and endings of the broadband levels (see Figure 1). The minimum and maximum
numerica OCS values and associated base sdaries for each broadband level by career path are
provided in Table 4 (Point Ranges).

Employees enter the demonstration project without aloss of pay and without an overal
contribution score.  The first OCS score results from the first annual CCAS assessment process.
Employees may determine their expected contribution range by locating the intersection of their
sdary with the rails of the NPR.

Therails are established at +/- eight percent in sdary (about 4 pointsin OCS) from the SPL and
define the “norma pay range’ or the gppropriately compensated region. Therails account for
variability in determining the OCS and ensure that those entering the demondtration project a the
maximum sdary of their broadband level do not have to “max out” al the factor level descriptors
to remain within theralls. For example, a GS-13/10 who enters the demondtration project in
broadband levd 111 of the Business Management and Technica Management Professional career
path and receives an OCS of 79 will be considered appropriately compensated. She/he does not
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need to score the maximum of 83, but does need to demongtrate contribution (a minimum OCS
of 79) commensurate with their present sdlary. The NPR isincreased in accordance with the
Generd Schedule pay increase.

Army 6.2 Normal Pay Range (NPR). The NPR includes any existing Generd Pay Increase
but does not reflect locdity pay.

Army Figure 2 Note. Intheformulabdow, theterm “GS-1 Step 17 is adjusted annually based
upon the General Schedule Pay Incresse. The plot in Figure 2 is based on 1997 salaries.

FORMULAS:
Sdary upper rail = (GS-1 Step 1)* (1.0800)* (1.020043) >
SAary jower rail = (GS-1 Step 1)* (0.9200)* (1.020043) °€S

Normal Pay Range

$100,000
$90,000

$80,000 .
’ Upper Rall
$70,000 PP /4

Y
$60,000 /

$50,000 L
$40,000 7 v
’ =
$30,000 — L
$20,000 #é/ Lower Rail
$10,000
$0

N
N\

Base Salary ($)

0 10 20 30 40 50 60 70 80 9 100 115
Overall Contribution Score (OCS)

Figure 2. Normal Pay Range

Army 6.2(d) Normal Pay Range (NPR). The distance from the SPL to ether rall for any given
OCSiseight percent in sdlary throughout the OCSrange. See Army Figure 6-1 below.
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The Normal Pay Range (NPR) is the region bounded by the upper and lower rails,
and isthe Appropriately Compensated region.

The “Inappropriatey-Compensated - A” region isthe area above the upper rail.

INAPPROPRIATELY -COMPENSATED - A
REGION

Upper Rail of NPR el

SPL el

e

Lower Rail of NPR el

INAPPROPRIATELY -COMPENSATED - B
REGION

The“Inappropriatdy-Compensated - B” region isthe are below the lower rail.

The distance from the Standard Pay Line (SPL) to either rail for any given OCSis8% in salary
(about 4 pointsin OCS) throughout the OCS range.

Nor mal Pay Range
Army Figure6-1

6.3 Factorg/Discriminator ¥Descriptors. Employee contributions are assessed by factors,
discriminators, and descriptors which are fundamenta to the success of an acquisition
organization and capture the critical content of jobs in the three career paths: Business
Management and Technica Management Professiond, Technica Management Support, and
Adminigtrative Support. These factors, discriminators, and descriptors shall not be modified or
supplemented.

Thefactors for the three career paths are the same:

- Problem Solving. Describes persond and organizationd problem-solving results.

- Teamwor k/Cooper ation. Describes individua and organizationa teamwork and cooperation for
both forma and informa teams.

- Customer Relations. Describes the effectiveness of persona and organizationd interactions
with customers, both interna and externd.

- Leader ship/Supervision. Describes individua and organizationa |eadership and/or supervisory
contributions.

- Communication. Describes the effectiveness of ora/written communications.

- Resource Management. Describes persona and organizationd utilization of resourcesto
accomplish the mission. (Resourcesinclude, but are not limited to, persond time, equipment and
facilities, human resources, and funds.)
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The discriminators refine the factors. For example, the Communication factor has three
discriminators (level of interaction (audience), written, and ord), which are the same for al
levels of contribution. Although the discriminators cannot be modified, it should be noted that
reasonable accommodation must be consdered when evauating the contributions of employees
with specia needs.

The descriptors define increasing levels of contribution and are different for each career path.
Table 2 (Business Management and Technical Management Professond Example
(Communication)) shows an example of the Communication factor and its associated

discriminators and descriptors for the Business Management and Technical Management
Professiona Career Path. Factors, discriminators, and descriptorsfor dl levelsin dl career paths
are provided in Appendix C (Broadband Level Descriptors).

Leve Descriptors Discriminators
- Communicates routine task status results as required. - Level of Interaction
(Audience)
I - Provides timely data and written analy ses for input to management/technical - Written
reports or contractual documents.
- Explains status/results of assigned tasks. -Ord
- Communicates team or group tasking results, internally and externally, at peer - Level of Interaction
levels. (Audience)
I - Writes, or isamajor contributor to, management/technical reports or - Written
contractual documents.
- Presentsinformational briefings. - Oral
- Communicates project or program results to al levels, internally and - Level of Interaction
externaly. (Audience)
- Written
" - Reviews and approves, or isamajor contributor to lead author of management
reports or contractual documents for external distribution. Providesinputsto
policies. -Ord
- Presents briefings to obtain consensus/approval .
- Determines and communicates organizational positions on major projects or - Level of Interaction
policiesto senior level. (Audience)
- Prepares, reviews, and approves major reports or policies of organization for - Written
v internal and external distribution. Resolves diverse viewpoints/controversial
issues.
- Presents organizational briefingsto convey strategic vision or organizational - Oral
policies.

Table 2. Business Management and Technical Management Professional Factor Example

(Communication)

NOTE: The descriptorsindicate the contribution for the high end of each level. For example, the descriptorsfor

leve 4 (formerly GS-14 and GS-15) were developed to meet GS-15 requirements. Also the descriptors are not to be
used individually to assess contribution, but rather are to be taken as awhole to derive asingle evaluation for the
factor.

Army 6.3. Factorg/DiscriminatorgDescriptors. The descriptors were devel oped at the highest
GS grade encompassed in the broadband leve to foster employee growth within the broadband
level. It ishighly recommended that the pay pool panels meet at the beginning of each gppraisd
cycle to discuss and reach acommon understanding of the factors, discriminators, and

descriptors.

6.4 Annual Contribution-based Compensation and Appraisal System Process (CCAS). The
annual assessment period begins on October 1 and ends on September 30 of the following year.
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At the beginning of the rating period, pay pools, pay pool panedls, and pay pool managers are
identified, and factor weights are established (if used).

A pay pool isagroup of employees who share in the digtribution of CCAS dallars. It isusudly
based on the organizationa structure and is established under the guidance of the commander.
The pay poal will typicaly include employees of many functiond areas (such as contracting
personnel, engineers, and budget andysts), aswell astherr rating officids (supervisors). Itis
recommended that activities whose employees are represented by a union invite that union to
participate in the pay pool process. The union’s participation may include membership on the
pay pool pand, assgting in the design of the pay pool structure, and receiving training on the
way sdary adjustments will be made under the CCAS program and distributed under the pay
pool. The extent of thisinvolvement should be defined in the negotiated agreement.

- Every participant of the demongtration is amember of apay pool except for employees
participating in the Student Career Experience Program.

- Pay poals should typicaly be between 35 and 300 employees to congtitute a reasonable
workable 5ze. If aminimum of 35 employeesis not available, condgderation may be given to
combining Smilar groups

The pay poal pand, which includes the pay pool manager and rating officials who normaly
report directly to the pay pool manager, determines the final employee overdl contribution score
and makes recommendation for sdlary adjustments. A pay pool pane member shdl not
recommend or set his’her own pay. Prior to the gppraisa period, the pay pool pand determines
if weights are required, specific job categories to which factor weights agpply, and what the
weights are. (Refer to paragraph 6.5 for specifics on weighting.)

The pay pool manager isthe individud within the organization who is responsible for managing
the CCAS process. As such, the pay pool manager has annual pay adjustment authority.
Determinations made by the pay pool manager may be subject to higher management review.
The pay pool manager shal not recommend or set hisher own pay.

Army 6.4 Annual Contribution-Based Compensation and Appraisal System Process.
(CCAYS) The pay poal structure and alocated funds are under the authority of the local
commeander or equivalent. The following minimal guiddineswill gpply:

(&) apay pool isbased on the organizationd structure and should include arange of
sdaries and contribution levels,
(b) apay pool should be large enough to condtitute a reasonable Satistical sample, i.e,
not less than 35 individuds (when possible) or more than 300 individuas;
(c) apay pool must be large enough to include a second leve of supervison, since the
CCAS process uses a group of supervisorsin the pay pool to determine OCS and
recommended salary adjustments,
(d) nether the pay pool manager nor the supervisors within a pay pool will recommend
or set their own individud pay levels, and
the number and compaosition of pay poolswill be certified annualy by the commander or
equivaen.
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Army 6.4 Annual Contribution-based Compensation & Appraisal System Process (CCAS).
Thefdlowing timeline a Army Table 6-1 should be used for the Contribution-based
Compensation and Appraisa System:

Contribution-based Compensation and Appraisal System (CCAS) Timeline

Time Period Task

October 1 — September 30 Annual CCASrating cycle

October (beginning of
CCAS rating cycle)

Supervisor/Rating Official discusses with employee the expectations of contribution
for the appraisal period. See Para6.4.1.

120 days prior to rating or Mid-point discussion between supervisor/rating official and employee. See Para

NLT May 1 6.4.2.

September 1 CCAS Salary Appraisal Form. See Appendix D.
Supervisor/rating Official provides Employee completes Part 111 of the CCAS
CCAS Sdlary Appraisal Form to Salary Appraisal Form and return form to
employee. supervisor NLT October 15. See Para

6.4.3, Step 1.

October Supervisor/Rating Official assesseslevel of employee’s contribution. See Para6.4.3,

Step 2.

October-November Pay Pool Panel meets and reviews appraisals IAW Para 6.4.3, Steps 3-10.

November-December

Rating Official communicatesfina OCS,
factor scores and pay adjustments to
employee; and potential opportunitiesfor

Rating Official discusses with employee
the expectations of contribution for the
new appraisal period (Oct 99-Sep 00).

increasing contribution for the new See Para6.4.1.
appraisal period are also discussed. See

Para6.4.1, Step 11.

December Complete personnel actions to document pay adjustments NOAC 894. See Para6.4.5

January Pay adjustments effective first full pay period in January.

Army Table 6-1

Army 6.4 Annual Contribution-based Compensation and Appraisal System Process
(CCAYS). If on October 1, the employee has served for less than six months, the rating officid

will walit for the subsequent annud cycle to assess the employee. Therating period will be the
employee' s effective date through September 30 of the following year, e.g., effective date was
June 1, 1999, the rating period would be June 1, 1999, through September 30, 2000. The CCAS
rating process takes place from October 1, 2000, through December 31, 2000. The CCAS pay-
outswill be the first pay period in January 2001.

Army 6.4a Minimum Period for Contribution Appraisals. A contribution gppraisal will be
scheduled annualy athough an employee contribution appraisd may be conducted at any time
after the minimum gppraisa period of 180 daysis met. Employees cannot be rated until they
perform under approved contribution objectives for at least 180 days. The CCAS appraisa
process brings supervisors and employees together for forma discussions on expectations of
contribution and results in (1) written appraisds, (2) contribution factors ratings, and (3) overdl
contribution score. The CCAS process shal consst of two meetings (minimum) between
employee and supervisor — the expectations of contribution for the appraisal period meeting and
the contribution feedback meeting (normaly a the midpoint of the CCAS cycle).

Army 6.4b Rating Official Leaves Prior to the End of the Appraisal Period. When the

supervisor/rating official leaves before the end of the appraisal period, the departing

supervisor/rating official will complete an interim Superviosr Assessment (Part |1 of the CCAS
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Salary Appraisal Form), discuss the interim appraisal with the employee, and provide copies to
the employee and pay pool manager.

Army 6.4c_Annual CCAS Appraisal Period.

(1) All employees are rated for a 12-month period, beginning October 1 and ending
September 30 of the subsequent year.

(2) Employees who move between pay pools within the demonstration project and has
served less than six months in the new pay pool as of September 30 will receive arating of
record which is an expected OCS in the new pay pool for that rating period. Employees who
move from a pay pool between September 30 and the subsequent payout will receive an OCS
and the payout from the former pay pool.

(3) Employeeswho are new hire or trandfer into the demonstration with less than six
months to the end of the rating period will be consdered to bein parity with hisher current pay
until an officia written contribution gppraisd is rendered. These new hirgltransferred employees
will not be rated that year but will receive the full amount of any Genera Pay Incresse.
Depending upon the time the employee is hired/transferred, the initidl CCAS appraisal can occur
up to 18 months after employment or tranfer.

(4) When an employee cannot be evauated readily by the normal CCAS gppraisd
process due to specia circumstances that take the individua away from norma duties or duty
station (e.g., temporary promotion outside of the parent organization or outside the demo, long-
term full-time training, active military duty, extended sick leave, leave without pay, etc.), the
rating official will document the specid circumstances on the CCAS Sdary Appraisal Form.
Theraing officid will then determine which of the following options to use:

Option 1 -- Re-certify the employee slast contribution gppraisd; or
Option 2 -- Presume the employee is contributing consstently with hisher pay
level and will be given the full generd increase.

In either case, the annua appraisa form must document the circumstances behind the
aopraisa.

Army 6.4d Special Reguir ements.

(1) Required Contribution Objectives. Some positions include specific requirements for
which clearly defined contribution objectives should be developed for each rating period.
Among these requirements are Supervison and Diversty/Equa Opportunity planned efforts for
al supervisors and managers; plans to increase competition and achieve cost savingsin
contracting; individud efforts to eiminate wasteful practices and achieve cost savingsin
inventory management (Section 323 of Public Law 101-510); career development (Army
Acquisition Policy Memorandum No. 96-01) and discharge of security, interna control, safety,
and other relevant responsibilities of the postion.

(2) Raingsfor Temporary Promations and Details. Temporary promotions and details
for 180 days or more require contribution objectives and normaly are documented by specia
gopraisals. Information provided in the specid gppraisa should be considered in preparing the
annua appraisal.

(@ The exception to preparing a gpecid rating involves temporary promotions
which are ongoing at the end of the employee’ s annud rating period. A temporarily promoted
employee officidly occupies the position to which promoted. Therefore, if the employee's
scheduled annud rating period ends while on a temporary promotion that has lasted at least 180
days and the employee has performed under the gpproved contribution objectives for at least 180
days, the supervisor of the position to which temporarily promoted prepares the annud appraisa.

(b) Conversdly, an employee who is detailed continues to occupy the position
from which detailed for officia purposes. Thus, the supervisor of the detailed position prepares
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aspecid apprasa if the employee’ s annual rating period ends during the detail. The supervisor
for the position from which the employee is detailed may ether attach the specid gppraisal to the
annua appraisal he/she prepares or, if detail lasted for most of the rating period, adopt the specia
gopraisa as the annual appraisal.

6.4.1 Communicating CCAS Requirements at the Beginning of the Appraisal Cycle.

At the beginning of the appraisal period, the supervisor discusses with the employee the
expectations of contribution for the appraisa period. Thisincludes discussion of career path,
broadband level, factors, and weights (if applicable). The supervisor is encouraged to review
with each employee the expected contribution level (OCS range) corresponding to current salary.
See Figure 3 for an overview of the CCAS process. Additiondly, employees will be informed
that all factorsare“critical.”

CCAS Process

Employee
Prepares
Summary of
Contributions

$$$

Pay adiustment
effective 1st
pay period
in January

Pay Pool
Manager/Panel
Annual Planning

Rating official
Places employees in
contrib. matrix

Pay pool panel
determines
final OCS and

Rating official notifies
employee of

1) career path and
broadband level,
factor weights
discriminators,
descriptors,
and

Rating official
communicates
final OCS,factor
scores, and pay
adjustments to
employee.

2) overall contribution
score’s (OCS) which

Informal, frequent
communication between
rating official and
employee
throughout the year

correspond to
Employee’s pay

Figure3. CCASProcess

6.4.2 Feedback During the Appraisal Cycle. During the appraisd cyde, informa and
frequent communication between reting officia and employee isessentid. This must include
discusson of any inadequate contribution in one or more of the factors. At the mid-point of the
firss CCAS cycle, each pay pool is required to conduct a CCAS evauation up to the point of
loading data into the DCPDS.

Each Service, Agency, or organization may require one or more forma or informa
feedback sesson(s). Additiondly, feedback sessons may be governed by loca bargaining
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agreements. During the feedback sessons, discussions should include the employee' s Strengths
and weaknesses in areas of contributions to the organization's mission, professional
development, and career development activities.

Army 6.4.2 Feedback During the Appraisal Cycle. Periodic reviews and
supervisor/employee discussions should occur during the CCAS cycle and should be
documented as such on the CCAS Sdary Appraisal Form and initialed and dated by both
supervisor/rating officid and employee.

6.4.3 Evaluation at the End of the Appraisal Cycle. The following describes the steps
of the contribution assessment process. These steps usualy occur over atwo-month period
(typicaly October and November).

STEP 1. At the conclusion of the gppraisa period, the rating officid (normally the fird-
level supervisor) requeststhat employees provide narrative comments describing their own
contributions throughout the year for each factor. However, an employee may eect not to
provide such information. See Appendix D for CCAS gppraisa forms.

Army 6.4.3 Evaluation at the End of the Appraisal Cycle. Step 1. If an employee eects not
to provide narrative comments describing hisher own contributions, the supervisor will annotate
Part 111 of the CCAS Sdary Appraisd Form. |If the employee cannot provide such information,
see Army 6.4c.

STEP 2. Therating officia congders inputs from the employee, persond observations,
and may consider other sources as appropriate, to assess the level of the employee s contribution
for each factor usng amatrix asillustrated in Table 3.

Army 6.4.3 Step 2 Contribution Matrix. See Appendix O for reproducible samples of
Contribution Matrices.
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FACTORS

Problem Teamwork/ Customer Leadership/ | Communi- | Resource
Solving Cooperation Relations Supervision | cation Management

Very
High

High

v Med

Low

High X

Leve 1" Med X X

Low X

High

MH

I Med X

ML

Low X

High

I Med

Low

Table3. Sample Contribution Matrix for Business Management and Technical
M anagement Professional

The contribution matrix, which includes the Sx factors across the top and different levels down
the sde, is used to assess the level of contribution for each factor. For example, in Table 3, an
individua contributing at level 111 for Customer Relations would be making a greeter
contribution than someone contributing at leve 11. It should be noted thet the levels are
subdivided into low, medium, and high, except for leve 11, which contains five categories to
accommodate the wider broadband level range (formerly GS-5 through GS-11).

STEP 3. The pay pool panel (pay pool manager and the rating officids in the pay pool who
report directly to himvher) meetsfor thefirs time.

- Inthefirg meeting, each rating officid in the pay poal, in turn, entersinto the contribution
metrix the name of an individua (darting with those who fit the descriptors best). The“Very
High” category is reserved for those individuas who score well above the descriptorsin any one
of the six factors. Placement into this category is designed to ensure equity for those individuals
who begin the cycle at the top of the rails and to recognize exceptiona contribution. Typicdly,
employees placed in the “Very High” point range will be those individuds & the top sdary limit
of their career path.

- This process continues until al employees are placed in the contribution matrix. Rating
officids are not incdluded in the matrix.

- The pay pool pand reviews each cell of the matrix for equity and consstency. Are the right
people grouped together? For example, are the individuals who communicate at the same leve
grouped together? Areindividuas who are making exceptiond contributionsin afactor or
factorsrated in the “Very High” category?
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- Adjustments are made until consistency and equity are reached. If disagreements perss, the
pay pool panel meets until issues are resolved. 1f agreement cannot be reached, the pay pool
manager decides.

Army 6.4.3 Step 3. See Appendix F for anotiona pay pool example.

STEP 4. Before adjourning the first meeting, the pay pool pand converts the matrix placement

of each employee from Step 3 into a numerica contribution score for each factor using Table 4.
The overdl contribution scores (OCSs) are then caculated. Thisis where weights for individua
factors would be incorporated, if applicable. (See paragraph 6.5 for discussion of factor weights.)
Note that within Table 4, different point ranges relate to different career paths. For example, for
the Business Management and Technica Management Professiond, an employee' s placement in
the matrix at the medium leve 111 could be scored as 71. An employee in the Technica
Management Support career path, placed in the matrix at the medium leve |11, could be scored
as 56.

Business and Technical Administrative
Technical Support Support
Professional ‘
Point Range Point Range Point Range
Very 115 9%5 70
High
High 96-100 79-83
IV | Med 84-95 67-78
Low 79-83 61-66
L High 79-83 62-66 57-61
E Il | Med 67-78 52-61 47-56
Vv Low 61-66 43-51 38-46
E High 62-66 47-51 42-46
L MH 51-61 41-46
S Il | Med 41-50 36-40 3041
ML 30-40 30-35
Low 22-29 22-29 22-29
High 24-29 24-29 24-29
I Med 6-23 6-23 6-23
Low 0-5 0-5 0-5

Table 4. Point Ranges

- Following the first meeting, the pay pool manager ligs al employeesin order by OCS and
name, severd persons may be a the samelevel. Thelig isdigtributed to the pool pand officids
for their review prior to the second mesting.

For larger pay pools where one meeting may be insufficient, sub-panes may meet to accomplish
the previous steps. Figure 4 contains a notiond example of how this larger pay pool (with severd
different levels) might gppear. The sub-pands may be comprised of rating officids (firs-level
supervisors) and the second-level supervisor.
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Figure 4. Notional Larger Pay Pool Example

In this example, following the firg meeting of the sub-panels, the second-leve supervisors meet
with the third-level supervisor (who, in most cases, will be the pay pool manager) to review sub-
pand results. This meeting ensures consstency across the various divisons and includes the
firg-level supervisor’'s OCSin the pay pool. If inconsstencies are noted, they are discussed and
resolved with the respective rating officid.

STEP 5. Inthis step, the pay pool pand meets for the second time to identify any
percaived incongstencies in the employees OCS consolidated listing. (This meeting should be 1
to 2 weeks after the first meeting to dlow the pay pool members time to reflect on the resultant
OCS iding of the employees.) If incongstenciesin the OCS ligt are identified, the rating
officids revigt the contribution matrix, reconsder the placement of the employees, and make
adjustmentsif gppropriate.

STEP 6. The pay pool pane turns over the OCS list to the pay pool manager for officia
gpprova after which this approved OCS becomes the employee’ s rating of record.
Supervisors/Rating Officials complete Part 11 Supervisor Assessment.

STEP 7. After the pay pool manager approves the OCS, the current sdary versus OCS is
plotted for dl employees on achart smilar to Figure 5. This plot relates contribution to
compensation, and identifies the placement of each employee into one of three regions.
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inappropriately compensated - A region (above therails), appropriately compensated region, or
ingppropriately compensated - B region (below the rails).
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Overall Contribution Score (OCS)
Figure5. Compensation Regions Defined by NPR

In Figure 5, employee C is appropriately compensated (fals on or within therails).
Employee B isingppropriately compensated — B (falls below the lower rail) for hisher
contribution to the organization. Employee A isin the ingppropriately compensated -A region
above the upper rail (i.e., receives high pay but is not contributing enough to judtify the pay).

STEP 8. The pay pool manager, in consultation with the pay pool pand, determinesthe
potentiad sdary adjustment and contribution award for each employee. Table 1 illustratesthe
sdary adjusments available for the three groupings of employees.

- All employees are entitled to the full locdlity pay.

- The gppropriately compensated employee (employee whose contribution versus pay
fals on or within the rails) mud receive the full general pay increase, may receive a contribution
rating increase of up to 6%, and may receive a contribution award. The contribution rating
increase isincluded as a permanent increase in base pay, but the contribution award is alump-
sum payment that does not affect base pay.

- Theinappropriately compensated — A employee could be denied part or dl of the
generd pay increase and will receive no contribution rating increase nor contribution award.
The intent of the demonstration project is to alow managersto retain the ability to determine
how much, if any, of the generd pay increase an ingppropriately compensated - A employee
shall receive, on a case-by-case basis.
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- Theinagppropriately compensated - B employee mud receive the full generd pay

increase, may receive up to a 20% permanent increase in pay, and aso may receive a

contribution award.

Category General Pay Contribution Contribution | ocality Pay
Increase Rating I ncrease Award
I nappropriately Could be reduced or
Compensated - A denied NO NO YES
Appropriately
Compensated YES YES® - Up to 6% YES® YES
Inappropriately YES YES**- Up to 20% YES VES
Compensated - B

Basic pay pluslocality pay may not exceed Executive Level IV basic pay.

May not exceed upper rail of NPR for employee’s OCS or maximum salary for current broadband level.

Over 20% requires local commander’s approval.

May not exceed 6% above the lower rail or the maximum salary for current broadband level.

Pay pool manager approves up to $10,000. Amounts exceeding $10,000 requirelocal commander’s approval.

arwbdpE

Table 1. Compensation Eligibility Chart

The amount of money available for contribution rating increases within a pay pool is determined
by the generd pay increase, money that would have been available for quality and within-grade
step increases, and career promotions. Funds not distributed from the general pay increase and
the contribution rating increase pools may be used to augment the contribution award pool.
However, the awards money portion cannot be used for incrementsto sdary. The contribution
rating increase pool of money will be set at aminimum of 2.4% the first year and will bea
minimum of 2% theresfter. These floors represent a budgetary minimum amount; Components
may st higher amounts within their budgetary limits. No celling amount is directed by these
Operating Procedures.

The contribution award pool includes what were formerly performance awards. This pool will
be used for awards given under the CCAS process. The fund will be set at not less than 1.0 % of
the activity’ stotal sdary budget. This bresks down asfollows.

a Upto 90% of the total award budget will be set aside for the CCAS awards; and

b. Up to 10% of the total award budget will be set asde for other awards throughout the

year.

For the first year, the contribution award pool will be set at 1.3%, and theratio of 9:1 will be
alocated. Organizations that increase the CCAS award pool above the stated floors will maintain
the 9:1 ratio.

These stlated minimums are floors only; pay pool managers may increase the pool of money at
their discretion, or as specified in loca bargaining agreements, within approved budgetary
limitations. Amounts above the minimum for the contribution rating increase and the
contribution award pools are negotiable for employees participating in the demondration project
who are represented by an appropriate labor organization.

One example of how a contribution awvard may be effectively used iswhen an employee ssdary
equas or exceeds the maximum sdary of their assigned broadband level. Such an employee
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could not receive a contribution rating increase (CRI) because hisher new sdlary would exceed
the maximum salary of hisher broadband leve. I, based upon higher gppraisd, the employeeis
eligible to receive a CRI, the amount that would have been paid out as a CRI, may be moved to
the contribution award pool and paid out to that employee as alump-sum contribution award.
(Additiond funds could aso be drawn from the contribution award pool and added to that
amount so that the resulting contribution award recognizes the employee' s contribution

appropriately.)

Locdity pay adjustments are not included in the pay pool but are incorporated in the
demondtration project participants pay. The dollar amount to be included in the pay pool will be
computed based on the salaries of the employeesin the pay pool as of 30 September each year.

If Genera Schedule (GS) employees receive an increase under 5 U.S.C. 5303 that exceedsthe
amount otherwise required by that section on the publication date of the fina Federal Register
notice, the excess portion of such increase shdl be paid to demongiration project participantsin
the same manner asto GS employees. The excess portion of such increase shdl not be
distributed through the pay pool process.

Army Note 1 to Step 8: If on October 1, 1999, the command/organization was in the Project for
less than six months, the employees are not digible under CCAS and will not receive appraisals
until the end of the next annua cycle September 30, 2000. The rating period will be
implementation date through September 30, 2000, e.g., implementation date was June 1, 1999,
the rating period would be June 1, 1999, through September 30, 2000. The CCAS rating process
takes place from October 1, 2000 through December 31, 2000. The CCAS pay-outs will be the
first pay period in January 2001. In this Stuation, thiswill be the initid (first year) pay-out ad

the command/agency budgets must reflect those rates required for the first year - 2.4% for the
Contribution Rating Increase pool and 1.3% for the Contribution Award pool.

Army Note 2 to Step 8: In addition to the contribution award, supervisors can still give
employees special act and on-the-spot awards throughout the year.

Army 6.4.3 Evaluation at the End of the Appraisal Cycle Step 8. It isrecommended that any
employee who is digible to receive an Contribution Rating Increase, which is an adjustment to
base sdlary, and that CRI does not exceed the upper limit of hig’her broadband, the employee
should receiveit asa CRI and not as a contribution award. If the CRI exceeds the employee's
broadband upper limit, the distribution should be first to the CRI and the balance asa

contribution award.

STEP 9. The pay pool pand reviews the compensation adjustments for fairness and
consistency with the contribution scores. If consensus cannot be reached, the pay pool manager
decides.

STEP 10. Following the review, the pay pool manager officidly approves the
contribution scores and salary adjustments. Once the scores and sdlary adjustments have been
approved, they are documented on the Contribution-based Compensation and Appraisa System
Sdary Appraisa Form, Part |, see Appendix D. Thisform serves asthe basis for individua
discussions with the employees.

STEP 11. Therating officia communicates the find OCS, factor scores and pay
adjustments to each employee. Potentia opportunities for increasing contribution for the
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upcoming gppraisal period are dso discussed. (Reference Appendix E for discusson with
employee) Therating officias and employee sgn the origina of the CCAS summary form and
the employee receives acopy. Thisinformation will be maintained consstent with established
agency procedures. The pay adjustments become effective the first full pay period in January.

The preceding steps are summarized in Figure 3, CCAS Process.

6.4.4 Salary Adjustment Guidelinesvia Relative Score. In order to ensure equitable
digribution of funds, employees may belisted by their “relative score” Rdative score (RS) isa
measure of the relative distance from the middle of the NPR (the standard pay line (SPL)). RSis
caculated asfollows:

Relative score % = [(Current base sdlary) — (SPL) /(SPL)] * 100.

See Appendix F for relative score example in detall. All employees may be ordered highest to
lowest by their relative scores, and those at the top of the list should receive the greatest
percentage compensation adjustments.

6.4.5 Pay Adjustments. Pay adjustments are based on the CCAS appraisal and the employee's
current salary. Pay adjusments will be documented by an officiad personne action. For

higoricd and andytica purposes, the effective date of CCAS assessments, actud appraisa

scores, actud salary increases, and applicable contribution award amounts must be maintained

for each demondtration project employee. Contribution rating increases will be documented

using anature of action code (NOAC) 894. Contribution awards will be documented as

gpecified in Appendix G.

6.4.5.1 Traditional Pay Plan and Grade. Traditiona pay plan and grade must be considered
for recording in DCPDS.

6.5 Factor Weighting. The descriptors are written so that dl factors are weighted equaly. If
pay pool pane membersmanagers agree that some factors are more important than othersto
effectively accomplish the organization’s mission, they may establish factor weights. However,
contribution in &l s factorsisimportant to ensure the individud’ s career growth and the overdl
success of the organization’s mission, aswell asto develop the attributes of the acquisition
workforce. Therefore, weights should be used sparingly.

At the discretion of the pay pool manager, different weights may be applied to the factors to
produce a weighted average, provided that the weights are gpplied uniformly across the pay pooal.
Weights must be consstent within the job category. The rating officd must inform the

employee of weights at the beginning of the rating period. Weights must be reviewed annudly.

All factors are consdered critical, and none may be given aweight of less than 0.5.

When using weights, OCS is determined by multiplying the score for each factor by the
associated weight, adding the results, and then dividing by the sum of the weights.

The following parameters are provided for weighting factors:
-- Weights may be assigned any vaue, in increments of 0.1 from 0.5 to 1.0.
-- At least three factors must have aweight of 1.0.
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Army 6.5. Example of Factor Weighting. Assume that a engineering pay pool manager
decides that employeesin the XXX serieswill not be required to contribute as fully in the areas

of communication and resource management as they will in the other four factors. The pay pool
manager is authorized to weight these two factors differently than the others. In this example,
theweights 1.0, 1.0, 1.0, 1.0, 0.7, and 0.5, are applied to the six factorsfor al XXX seriesin the
pay pool. Refer to the column headed “Factor Weights’ in Army Table 6-2. For example, a
given XXX series from this hypothetical pay pool receives CCAS scores of 70, 63, 74, 62, 64,
and 57. Army Table 6-2 contains an illustration of how the overall average CCAS score for this
individua is computed. The average CCAS scores, corresponding to weighted and un-weighted
(i.e., unit weighted) scores, are computed. (The average CCAS scores calculation required when
weights are not used has been included for reference only.) In this example, the employee's
actual overal/average CCAS score would be 65.8 (rounded up to 66). Please remember that the
same set of weights would be applied to dl other XXX seriesin the pay poal.

Numerica Unweighted Unit Weight Factor Weighted
Factor Contribution Multiplier Score Weights Score
Score
Problem Solving 70 1.0 70 1.0 70
Teamwork/ 63 1.0 63 1.0 63
Cooperation
Customer Relations 74 1.0 74 1.0 74
Leadership/ 62 1.0 62 1.0 62
Supervision
Communication 64 1.0 64 0.7 448
Resource Mgt 57 1.0 57 05 285
SUM 6.0 390 5.2 342.3
AVG =390/6.0 =342.3/5.2
65 65.8
Weighting Example— Army Table 6-2

6.6 CCAS Grievance Procedures. Bargaining unit employees who are covered under a
collective bargaining agreement may grieve CCAS pay determinations under the grievance-
arbitration provisons of the agreement.

Other employees who are not included in abargaining unit, or who are in abargaining unit but
grievances over OCS are not covered under negotiated grievance procedure, may utilize the
gppropriate adminigreative grievance procedure (5 CFR Part 771), with supplementa ingtructions
asfollows

(@ The employee submits the grievance firdt to the rating officid who submitsa
recommendation to the pay pool pand.

(b) The pay pool pand accepts the rating official's recommendation or reaches an
independent decison. In the event that the pay pool pand's decision is different from the rating
offica’s recommendation, written justification shall be provided to both the rating officia and
the employee.

(c) The pay poal pand'sdecison isfind unless the employee requests reconsideration

by the next higher officid to the pay pool manager. That officid would then render thefind
decison on the grievance.
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Army 6.6 CCAS Grievance Procedures. Bargaining unit employees who are covered under a
collective bargaining agreement may grieve CCAS pay determination and CCAS OCS (rating of
record) under the grievance-arbitration provisons of the agreement. The negotiated grievance
system will be used by employeesincluded in a bargaining unit and whose negotiated grievance
procedure does not exclude such grievances. Employees not covered by a collective bargaining
agreement, or who's negotiated grievance procedure specifically excludes grievances over pay
determination and ratings of record, shall use the administrative grievance procedure (5 CFR

771) with supplementd ingtructions as follows

(& The employee submits his or her grievance to the rating officia who forwards the
grievance, along with the rating officid's recommendation, to the pay pool pand. The employee
mugt file this grievance no later than 15 days following the act or event that the employee
believes created the problem, or within 15 days following receipt of the rating.

(b) The pay pool pand consders the grievance and the rating officia's recommendation.
A written decison is provided with a copy to the employee and the rating officid, within 60 days
from the filing of the grievance.

(c) If an employee is dissatisfied with the pay pool pand's decison, within 15 days he or
she may request reconsideration with the next higher officid to the pay pool manager. That
officiad would render afina and binding decison on the grievance.

6.7 Records

6.7.1 Supervisors Records. Supervisors may maintain acopy of dl formsused inthe
evauation process. In accordance with DoD Component or locally-established personnd
procedures, or an applicable bargaining unit agreement, the supervisor provides the employee
with a copy of hisgher sgned appraisd and forwards a copy to the gppropriate personne office.

Army 6.7.1 Supervisors Records. A copy of the employee gppraisal will be maintained with
the supervisor’ s record of the employee for five years or the duration of the project.

6.7.2 Official Personnel File. The servicing personnd organization must appropriatdy filea
copy of the annua employee gppraisa.

6.7.3 CCASProgram Data. CCAS program data produced through the CCAS software
program will be maintained by the pay pool manager for a leadt five years or the life of the
demondtration project, whichever isless. All software documents should be annotated “ Subject
to Privacy Act.”

6.8. Software

6.8.1 Management Tool. The CCAS software program is a management tool to assst
supervisors and pay pool managersin the annual assessment process for administering CCAS. It
adsin determining OCSs, resultant pay adjustments, and contribution avards anounts. The
CCAS software program duplicates the manual CCAS process described in paragraph 6.4. It
alows pay pool managers to compile and review the OCS of al employeesin the pay pool.
Additiondly, it dlows supervisors and pay pool managers to compile and adjust awards
didributions within available funding. It contains built-in criteriato guide the process to ensure
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that payout decisions made within budgetary congtraints and that CCAS principles and rules are
observed.

Army 6.8.1 Management Tool. Managerswill usethe CCAS software program or an
alternative method, i.e., spreadsheet, approved by the Army Project Office and the DoD Project
Management Office for this demonstration project.

6.8.2 Interface with Defense Civilian Personnel Data System (DCPDS). The program is
designed to interface with DCPDS.  Centrally maintained employee data for the pay pool
membersis downloaded to form the basdine data for the CCAS software program. Once the pay
pool managers have approved the OCS, pay adjustments, and awards decisions, the CCAS
program datawill be uploaded to the DCPDS to update individua employee officid personnd
records. Asthisisthe only data up-link to DCPDS, pay pool managers who do not use the
CCAS software package to determine OCS, pay adjustments, and contribution awards will have
to manualy input the approved digtributionsinto the program.

Army 6.8.2 Interface with Defense Civilian Personnel Data System. (DCPDS). Managers
will use the CCAS software program or_an alter native method, i.e., spreadsheet, approved by the
Army Project Office and the DoD Project Management Office for this demonstration project.

6.8.3 Determination of Rails. The CCAS software program uses the OPM -established annua
Genera Schedule pay scale to determine the upper and lower rails and the standard pay line of
the NPR (see Figure 2). In January of each year, the railswill be set using the generd pay
increase (GPI) authorized. The OSD demongtration project office is responsible to ensure the
CCAS software is updated accordingly.

6.8.4 Release of CCAS Assessment I nformation. Pay pool managers and supervisors must
ensure the employee information contained in the program is safeguarded during the CCAS
assessment process. The Privacy Act appliesto release of the data onceit isfinadized by the
gpprova authority. Pay pool managers are encouraged to convey the outcomes of the CCAS
assessment process, in the aggr egate, to employees within their pay pool. This may be done, for
example, by distribution of a scattergram depicting the OCS plot both before and after sdary
adjusment. No names or other identifiable notations may be released.

6.8.5 CCAS Softwar e Description (See Appendix | for details).

The software package provides both tabular and graphic displays and a set of toolsto help pay
pool managers carry out their responghbilities. Built into the software is a sandard dgorithm that
pay pool managers may useto set pay. The generd increaseis automatic for everyone in apay
pool, except those in the ingppropriately compensated — A region. The dgorithm can be used to
alocate some, part, or dl of the pay pool’s contribution awards.

The default dgorithm alocates the contribution rating incresse to those individuals below the
SPL/Upper Rail. After each person has received a new contribution assessment score, their
current basic pay (in dollars per year) is compared to what the SPL/Upper Rail indicatesthey
should be earning for their level of contribution; the difference is calculated and called the delta
Those above the SPL/Upper Rail will have a negative ddta, and those below the SPL/Upper Rail
will have apostive ddta. The default dgorithm adds up dl of the positive ddtas in the pay pool
and divides the sum into the budget the pay pool manager has dlocated to the dgorithm. This

produces artio that indicates what portion of each individua’ s delta can be “paid off” within
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the available budget. For example, if the sum of the positive ddtasin a pay pool is $100,000 and
the available budget is $50,000, then each person with a positive delta will be digible to receive
acontribution rating increase equd to haf of their delta. If theratio is greater than 1.0, the
default agorithm truncatesit to 1.0, so that employees in the ingppropriately compensated — A
region are not further advanced within their broadband levels.

The software ensures that no one exceeds the maximum basic pay rate for the demongtration
(equivdent to GS-15, step 10) and that those individuals below the lower/upper rall
(appropriately compensated and ingppropriately compensated — B region ) receive a percentage
contribution rating increase as required by the find Federal Register notice. The software dso
automaticaly handles the payment of one-time bonuses to employees who dready receive the
maximum alowable pay rate for their broadband levels.

The default dgorithm is designed to adjust pay in auniform manner, while staying within the

pay pool manager’ s budget and complying with the demongtration project requirements. Should
the pay pool manager choose to use some other method of determining contribution rating
increases (e.g., an Excel spreadshest), those increases must be manudly entered into the CCAS
software, since the software provides the linkage back to the personnd and payroll data systems.
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Chapter 7- CONTRIBUTION-BASED ACTIONS

7.1 Introduction. This chapter gppliesto reduction in pay or remova of demongtration project
employees based on inadequate contribution. Inadequate contribution in any one factor a any
time during the gppraisal period is considered grounds for initiation of reassgnment, reduction in
pay, or remova action. Inadequate contribution can aso result at the time of the annual gppraisal
if the OCSfdlsin the ingppropriately compensated — A region. Supervisors should consult with
their servicing personnd office when consdering any action described in this chepter.

An objective of the Contribution-based Compensation and Appraisd System (CCAYS) isto
properly pay employees for their contribution to the misson. The demonstration project

provides that employees may be reassgned, their pay may be reduced, or they may be removed
from the Federd Service based on a determination of inadequate contribution. Thisissamilar to
the authority for identifying poor performers under the current Federal Government- wide
personnd system. CCAS s a contributionbased appraisal system that goes beyond a
performance-based rating system. Contribution is measured againgt six critica factors, each
having levels of increasing contribution corresponding to the three career paths. (For the

purposes of this chapter, “critica factors’ are synonymous with “critica dements’ as defined in

5 U.S.C. Chapter 43.). Pay is set according to paragraph 5.5 for actions taken under this chapter.

7.2 Identification. At the end of the rating period, if an employee’s OCS (rating of record) falls
above the upper rail of the norma pay range (Figure 2), the rating officid shal make an
assessment as to whether or not action is necessary. There are two scenarios under which an
employee may be determined to be contributing inadequately, and the rating officid must
consider which scenario is gppropriate to the Situation at hand.

If it is determined that the employee’ s contribution in any factor is at or less than the midpoint of
the next lower broadband level (or afactor score of zero for broadband level | employees), the
employee is consdered to be contributing inadequately. In this case, the supervisor must inform
the employee, in writing, that unless the contribution increases to a score above the midpoint of
this next lower broadband level (thereby meeting the standards for adequate contribution), and is
sustained at this level, the employee may be reduced in pay or removed. For broadband level |
employees, afactor score that increases to and is sustained above zero is determined to be
adequate. Thiswritten notification will include a contribution improvement plan (CIP) discussed
in paragraph 7.3.1.

Additionaly, when an employee s contribution plots in the area above the upper rail of the
norma pay range, the employee is considered to be contributing inadequately. In this case, the
supervisor hastwo options. Thefirg isto take no action but to document thisdecisionin a
memorandum for the record. A copy of this memorandum will be provided to the employee and
to higher levels of management. The second option is to inform the employee, in writing, thet
unless the contribution increases to, and is sustained &, a higher leve, the employee may be
reduced in pay or removed.

The provisonsin the two preceding paragraphs aso apply to an employee whose contribution
deteriorates during the year. In such instances, the group of supervisors (pay pool pand) who
meet during the CCAS assessment process may reconvene any time during the year to review the
circumstances warranting the recommendation to take further action on the employee.
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Army 7.2 ldentification. |f the | nappropriately Compensated — A rating is due solely to the
employee status of pay retention then no CI P is required; however, this must be documented
in a memorandum for record and filed with the approved appraisal.

7.3 Required Actions.

7.3.1 Noticeto Employee and Initiation of Contribution Improvement Plan. When the
rating officid informs the employee in writing that the employee may be reduced in pay or
removed, the rating officia will afford the employee a reasonable opportunity (a minimum of 60
days) to demondtrate adequate contribution with regard to one or more factors in which the
employeeisdeficient. Thiswritten notification will include a contribution improvement plan
(CIP) which outlines specific areas in which the employee is inadequately contributing, and what
improvements are required. Additionaly, the CIP must include standards for adequate
contribution, actions required of the employeg, the time in which they must be accomplished to
increase and sustain the employee’ s contribution at an adequate level, what assstance the agency
shdl offer to the employee in improving inadequate contribution; and the consequences to the
employee if he/shefailsto improve.

7.3.2 Action Upon Completion of Reasonable Opportunity to Demonstrate Adequate
Contribution. Once an employee has been afforded a reasonable opportunity to demonstrate
adequate contribution, but fallsto do so, areduction in pay (which may include achangeto a
lower broadband level, and/or reassignment) or remova action may be proposed. If the
employee' s contribution increases to an adequate level and is again determined to deteriorate in
any factor within two years from the beginning of the opportunity period, actions may be

initiated to effect reduction in pay or remova with no additiond opportunity to improve. If an
employee has contributed acceptably for two years from the beginning of the opportunity period,
and the employee s overal contribution once again declines to an inadequete leve, the employee
will be afforded an additiona opportunity to demonstrate adequate contribution beforeit is
determined whether or not to propose areduction in pay or remova. An employee whose
reduction in pay or removal is proposed, is entitled to a 30-day advance notice of the proposed
action that identifies specific instances of inadequate contribution by the employee on which the
actionisbased. The employee shdl be afforded a reasonable time (usudly five business days) to
answer the notice of proposed action oraly and/or in writing. Employees covered by a
bargaining unit may have a different advance notice period.

7.4 Decision to Take Contribution-Based Action. A decision to reduce pay (which may
include achange to alower broadband level, and/or reassgnment) or remove an employee for
inadequate contribution shdl be based only on those instances of inadequate contribution that
occurred during the two-year period ending on the date of issuance of the proposed action. The
employee shall be issued written notice of decison to take a contribution-based action at or
before the time the action will be effective. Such notice specifies the ingances of inadequate
contribution by the employee on which the action is based and informs the employee of any
gpplicable apped or grievance rights.

7.5 Documentation. All relevant documentation concerning areduction in pay or removd that
is based on inadequate contribution shal be preserved and made available for review by the
affected employee or designated representative. At a minimum, the records consist of acopy of
the notice of proposed action; the written answer of the employee or a summary thereof when the
employee makes an ord reply; and the written notice of decison and the reasons therefore along
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with any supporting materid including documentation regarding the opportunity afforded the
employee to demondirate adequate contribution.

When the action is not taken because of contribution improvement by the employee during the
notice period, the employee is not reduced in pay or removed, and the employee's contribution
continues to be deemed adequate for two years from the date of the advanced written notice, any
entry or other notation of the proposed action shal be removed from al records relaing to the
employee.

7.6 Appeals. The above procedures replace those established in 5 U.S.C. 4303 pertaining to
reductionsin grade or remova for unacceptable performance except with respect to appedls of
such actions. 5 U.S.C. 4303(e) provides the statutory authority for gppedls of contributionbased
actions, which shall be sustained if the decision is supported by substantia evidence. The Merit
Systems Protection Board shal not have mitigation authority with respect to such actions. The
Separate statutory authority to take contribution-based actions under 5 U.S.C. 75, as modified in
waivers granted to this demondtration project, remains unchanged by these procedures.
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Chapter 8- REALIGNMENT INITIATIVE [Note: Thisitemisreserved for final
evaluation.]
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Chapter 9- ACADEMIC DEGREE AND CERTIFICATE TRAINING

9.1 Introduction. The purpose of thisinitiative isto facilitate continued training and
development for employees under this demongtration project. Trained and educated personnel
areacriticd resource in an acquisition organization, and developing and maintaining their skills
is essentidl.

9.2 Provisions. Currently, DAWIA authorizes degree and certificate training for acquigition
coded positions through the year 2001. This demonstration project extends that authority for the
duration of this demongtration and expands its coverage to the acquisition support positions
identified in this demondtration project. It dso provides authorization at the locd leve to
administer and pay for these degree and certificate traning programs. Funding for thistraining
isthe respongibility of the participating organization. Funds availability must be consdered
before granting approval.

9.3 Implementation. Loca authority to implement this portion of the demonstration project
will rest with the ingtallation Commander, Executive Director or equivadent, or hisher designee.
Funding and adminigtration, including establishment of any locd condraints and procedures,
will be the responsibility of thisloca authority. Local procedures should seek to ensure that
employees are sdlected for educationa programs leading to degrees or certificates in a manner
that isfair and equitable. Additionally, selected employees may be required to sgn continued
Service agreements when necessary to protect significant Government interests. Participating
DoD Component headquarters are encouraged to issue guidance to the field on these matters.

Army 9.3 Implementation. The Army Acquisition Corpswill continue to centrally fund
acquisition-coded positions. Funding for acquisition support postions identified in this
demondration project is the respongbility of the loca command/activity and funding availability
must be considered before granting approval.
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Chapter 10 - SABBATICALS

10.1 Introduction. The purpose of thisinitiative isto provide loca organizations the authority
to grant sabbaticals to employees participating in the Acquisition Demongtration Project.
Sabbaticaswill permit demonstration project employees to engage in study or work experience
that will contribute to their individua development and the organization’s effectiveness. The
sabbatica provides opportunities for an employee to acquire knowledge and expertise that
cannot be acquired in the standard working environment. Potential uses of the sabbaticd include
training with industry; on-the-job work experience with public, private or nonprofit

organizations, participating in an academic or industrid environment; or devoting full-time effort
to technica or managerid research.

10.2 Implementation. Locd authority to implement this portion of the demonstration project
will rest with the ingalation Commander, Executive Director, or equivaent, or hisher designee.
Funding and adminigtration, including designation of any loca congtraints and procedures for
sdlection of participants, will be the responsiility of thislocd authority.

Locd authority must establish procedures by which employees gpply for this program and
management acceptysalects participants. Generdly, it is expected that application to this
program will be made by the employee through the chain-of-command to the employee’'s
ingtdlation Commander, Executive Director or equivaent, who will have find gpprova
authority and who will ensure that the activity contributes to the organization’'s misson and to
the employee’ s development. Participating DoD Component headquarters are encouraged to
issue guidance to the field on these matters.

10.3 Constraints. Locd authorities may make the sabbatical available to any demonstration
project employee who has seven or more years of Federa servicein any Agency. Each
sabbatica may be of three to twelve months in duration and must result in a product, service,
report, or study that will benefit the acquisition community, as well as increase the employee’'s
individud effectiveness

The only congtraint imposed by the demongtration project on any potential sabbeatica activity is
that the activity must contribute to the organization’s misson and the employee s devel opment.
Loca authorities should specify any other congraints necessary, such as frequency of sabbaticals
and requirements for a continued service agreement, to ensure that loca requirements and
training policies are met.
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Chapter 11 - VOLUNTARY EMERITUS PROGRAM

11.1 Introduction. Periodicaly, Commanders/Directors may need to temporarily retain the
services of retired or separated individuals. The purpose of thisinitiative isto provide a means
for such individuas to continue working on a project for a specified period of time while taking
advantage of the retirement or buy-out opportunity. Thisinitiative is geared only to individuas
whose series are included in the Business Management and Technica Management career path
who chose to accept retirement or buy-out opportunities, yet wish to continue working on a
project or for adefined period of time. Such individuals could aso provide valuable on-the-job
training or mentoring to less experienced employees. Voluntary Emeritus Program volunteers
will not be permitted to monitor contracts on behdf of the Government, but may participate on
any contract if no conflict of interest exists. The volunteer may be required to submit afinancid
disclosure form annualy and will not be permitted to participate on any contracts where a
conflict of interest exists. The same rules that gpply to source sdection members will gpply to
volunteers.

11.2 Eligibility. To be sdected for a voluntary emeritus assgnment, an employee must be
recommended to the decision-making authority by one or more acquisition
managerssupervisors. No one who gppliesis entitled to a voluntary emeritus assgnment. To
encourage participation, the volunteer’ s Federd retirement pay (whether military or civilian) or
buy-out or severance payment based on earlier separation from Federa Service will not be
affected while the volunteer is serving in emeritus status. This program may not be used to
replace or subgtitute for work performed by civilian employees occupying regular positions
required to perform the mission of the command.

11.3 Implementation Procedures. Locd authority to implement thisinitiative rests with the
Commander, Executive Director, or equivaent, or hisher designee. Any funding and
adminigtration, including designation of any loca congraints and procedures for selection of
volunteers, will be the regpongibility of thislocad authority. Among other issues, these locdl
procedures should address security clearance requirements for performance of voluntary
emeritus assgnments (e.g., if a selectee would require a security clearance for such an
assignment, the clearance should be obtained while the sdectee is il a Federa employee)

11.3.1 Application to Participate. An individud interested in gpplying for avolunteer emeritus
assignment must submit a written request to the gppropriate supervisor which includesthe
reasons for wanting to volunteer, what he/she hopes to cortribute to the mission, and a brief
gtatement of relevant experience.

11.3.2 Approval. The supervisor will review the package and indicate recommendation to
approve or disgpprove, including the judtification for the position taken. The supervisor's
recommendation will be forwarded to the locd authority for find consideration and decison. If
the recommendetion is gpproved, a volunteer work agreement will be formalized as shownin
Appendix J.

11.3.3 Authorization. After reviewing the request containing the recommendation from the
supervisor, the local authority will inform the applicant of the decison. If unfavorable, the
goplicant will be informed in writing of the reasons for non-sdection. If favorable, the local
authority will Sgn the volunteer work agreement and return it to the supervisor. The gpplicant
will be notified in writing of hisher selection for the VVoluntary Emeritus Program. Al
documentation of the selection decision process for each applicant (whether accepted or
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rejected) must be in writing and be retained throughout the assgnment. Documentation of
rgectionswill be maintained for at least two years after the date of decison.
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Chapter 12 - REVISED REDUCTION-IN-FORCE (RIF) PROCEDURES

12.1 Introduction. RIF shdl be conducted according to the provisons of 5 CFR 351, except as
otherwise specified below.

12.2 Displacement. For purposes of this demongtration project, displacement means the

movement via RIF procedures of afully qudified employee into a position held by an employee

of lower retention standing in the same or lower broadband level. Same broadband level is one

that has no higher or lower maximum rate of pay than the maximum rate of pay of the
employee's current broadband level. Lower broadband level is one whose maximum rate of pay
is less than the maximum rate of pay of the employee's current broadband level.

12.3 Competitive Area. All positions participating in the demondration project within agiven
Component and located within the same commuting areamay be considered a separate
competitive area. Alternatively, Components may establish al or part of the Component at a
given geographic location as a competitive area. In any event, employees under this
demongtration shall be placed in a different competitive area from employees who are not
covered.

12.4 Adjusted Service Computation Date. Employees are entitled to additional years of
retention service credit in RIF, based on appraisal results. This credit will be based on the
employee' s three most recent annua overall contribution scores (OCSs) of record received
during the four-year period prior to the issuance of RIF notices. However, if at thetime RIF
notices are issued, three CCAS cycles have not yet been completed, the annua performance
rating of record under the previous performance management system will be substituted for one
or more OCSs, as appropriate. Y ears of retention for a previous performance management
system will be accomplished by comparing pattern “E” of 5 CFR 430.208(d) (the OCS pattern)
to the non-OCS rating and assigning the appropriate retention credit to that rating as follows:

RETENTION SERVICE CREDIT APPRAISAL RATING LEVEL
20 Outstanding or equivalent, Level 5
16 Highly Successful or equivalent, Level 4
12 Fully Successful or equivalent, Level 3
0 Unsuccessful, Level 1

An employee who has received at least one but fewer than three previous ratings of record shall
receive credit for performance on the basis of the value of the actud rating(s) of record divided
by the number of actud ratings received. Employees with three OCS or performance ratings
shall receive credit for performance on the basis of the vaue of the actud ratings of record
divided by three. The score derived by this method will be rounded up to the next whole number.
In cases where an individual employee has no annua OCS or performance rating of record, an
average OCS or performance rating will be assgned and used to determine the additiond service
credit for that individud. (The average rating is derived from the current ratings of record for the
employeesin the individud’ s career path and broadband leve within the competitive area
affected by the given RIF.). Table 6, Retention Service Credit associated with appraisal resuts
(See Chapter 13) shows the years of retention service credit associated with gppraisal results.
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12.5 Master Retention List. When acompeting employee isto be released from hisher
position, the activity shal establish separate madter retention lists for the competitive and
excepted sarvices, by type of work schedule and (for excepted service master retention lists) by

gppointing authority.

12.6 Order of Retention. Within the above groups, competing employees shdl be listed on the
madter retention list in descending retention standing order as defined by their tenure, veterans
preference, and length of service as determined by their adjusted service computation date (see
12.4, above). Employeeswill be listed as follows: By tenure group |, group 11, group 111; within
each group by veterans preference subgroup AD (preference digible employees with a
compensable service-connected disability of 30 percent or more), subgroup A (other preference
eligible employees), subgroup B (non-preference eigible employees); and, within each group, by
length of service as determined by the adjusted service computation date, beginning with the
earliest service date.

12.7 Reduction-in-For ce Placement Process. Employeeswill be ranked in order of their
retention standing, beginning with the most senior employee. This employee may displace an
employee of lower retention standing occupying a position thet is a the same or lower

broadband level and isin a series for which the senior employeeis fully qudified. (Thisincudes
aseiesin adifferent career path from the one the employee currently occupies, if that employee
isfully qudified.) The undue interruption standard of 5 CFR 351.403(a)(1) shdl serve asthe
criterion to determine if an employee isfully qudified. In addition, to be fully qudified, the
employee must mest DAWIA satutory requirements for the postion, if gpplicable. (However,
gtatutory waivers shal continue to apply.) The displaced employee must be appointed under the
same authority, if excepted service, and in the same work schedule. Offer of assgnment shdl be
to the position that requires no reduction or the least possible reduction in broadband. Where
more than one such position exists, the employee must be offered the position encumbered by the
employee with the lowest retention standing. See Table 5, Example of RIF Process.

12.8 Displacement Rights. Displacement rights are normdly limited to one broadband leve
below the employee’ s present position. However, a preference-digible employee with a
compensable service-connected disability of 30 percent or more may displace up to the two
broadband levels below the employee’ s present position (or the equivaent of five Generd
Schedule grades) below the employee’ s present level.

12.9 Pay Retention. Employees covered by the demondtration are not eligible for grade
retention. Pay retention will be granted to employees downgraded by reduction in force whose
rate of basic pay exceeds the maximum sdary range of the broadband level to which assigned.
Such employees will be entitled to retain the rate of basic pay received immediately before the
reduction, not to exceed 150% of the maximum sdary of the lower broadband level.

12.10 Reduction-in-For ce Appeals. Under the demongtration project, al employees affected by
areduction-in-force action, other than a reassgnment, maintain the right to apped to the Merit
Systems Protection Board (MSPB) if they believe the process/procedures were not properly

applied.

Army 12.10 Reduction-in-For ce Appeals. Those employees for whom RIF actions are covered
by a negotiated grievance procedures (NGP) must grieve through their NGP, not to the Board.
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12.11 Vacant Positions. Prior to RIF, employees may be offered a vacant postion in the same
broadband as the highest broadband available by displacement. Employees may also be offered
placement into vacant positions for which management has waived the qudifications
requirements. If the employeeis not placed into a vacant position and cannot be made an offer
of assgnment via displacement, the employee shdl be separated.
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ANNOTATED MASTER RETENTION LIST

TENURE & RIF CAREER PATH & CLASSIFICATION RIF IMPACT EMPLOYEE PLACEMENT/

SUBGROU SCD BROADBAND SEPARATION

P

| AD 06-02-52 | Bus Mgt/Tech Mgt Prof IlI NH-2003 Supply Prgm Mgr Brown, Samuel

| AD 05-03-53 | Bus Mgt/Tech Mgt Prof IlI NH-1102 Contract Position abolished White, Bryan Displaces Gates
Negotiator

| AD 07-26-55 | Tech Mgt Support IV NJ-802 Engineering Tech Arnold, Joseph

A 11-07-53 | Bus Mgt/Tech Mgt Prof llI NH-346 Logistics Mgt Spec Position abolished Thomas, Displaces Lowe

Franklin

I A 02-05-54 | Bus Mgt/Tech Mgt Prof IlI NH-201 Pers Mgt Spec Smith, Jonathan

A 02-07-54 | Bus Mgt/Tech Mgt Prof | NH-2001 Supply Spec Ludy, Andrew

A 02-10-54 | Bus Mgt/Tech Mgt Prof Il NH-1102 Contract Specialist Waters, Edward

I A 04-22-54 | Admin Support | NK-326 Ofc Automation Clk Richards, Ralph

I A 05-09-54 | Bus Mgt/Tech Mgt Prof | NH-346 Logistics Mgt Spec Goode, Vincent

I A 10-08-54 | Bus Mgt/Tech Mgt Prof Il NH-346 Logistics Mgt Spec Sugg, Steven

IB 1-17-51 Admin Support | NK-326 Ofc Automation CIk Price, Jane

IB 03-07-53 | Bus Mgt/Tech Mgt Prof IlI NH-2003 Supply Prgm Mgr Jones, Rose

IB 07-07-53 | Bus Mgt/Tech Mgt Prof Ill NH-2001 Supply Spec Franc, Lizette

I B 07-17-53 | Bus Mgt/Tech Mgt Prof IV | NH-201 Pers Mgt Spec Worth, Jean

IB 12-01-53 | Bus Mgt/Tech Mgt Prof | NH-2003 Supply Prgm Mgr King, Elizabeth

| B 10-31-54 | Tech Mgt Support Il NJ-856 Electronics Tech Hart, Carole

| B 11-08-54 | Tech Mgt Support Il NJ-802 Engineering Tech Ross, Barbara

I B 01-10-55 | Bus Mgt/Tech Mgt Prof Il NH-2003 Supply Prgm Mgr Dante, Michele

Il AD 06-08-51 | Bus Mgt/Tech Mgt Prof IlI NH-201 Pers Mgt Spec Displaced by Thomas | Lowe, Lydia Displaces Higgs

A 02-20-51 | Bus Mgt/Tech Mgt Prof Il NH-1102 Contract Specialist | Displaced by White Gates, Lionel Separated

A 07-01-52 | Bus Mgt/Tech Mgt Prof | NH-201 Pers Mgt Spec Displaces by Lowe Higgs, Sylvia Separated

Table 5. Example of RIF Process

Explanation: (1) White’s position is abolished. Review of White’s official personnel records shows he is fully qualified only for
positions in the 1102 series; there is ho employee in White's current broadband and the 1102 series; and thus, he displaces Gates,
who is in that series and the next lower broadband. Gates, in turn, is separated because there is no one else with a lower retention

standing who holds a position for which Gates is fully qualified. (2) Thomas’ position is abolished. Thomas displaces Lowe
because Thomas is fully qualified for 201 positions, this offer of assignment requires no reduction in broadband, and Lowe is the
employee of lowest retention standing. Lowe, in turn, displaces Higgs. As a 30 percent disabled veteran (subgroup AD), Lowe can
be placed up to the equivalent of five GS grades below her present level; thus, she can go from the NH-IIl to the NH-I broadband in
RIF. Finally, Higgs is separated.
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RIF Displacement Entitlements' For The Business M anagement and Technical Management Professional (NH)

Career Path
If employeeisin Then employee may displace another Remarks
employeein’
Caregr Path BBL Career Path BBL
Business [ Prof (NH) [ Current Prof BBL--no lower BBLs
Management
and Technical Tech (NJ) I
Management Admin (NK) I
Professional I Prof (NH) Iland | Current and lower Prof BBLs
Tech (NJ) [, 11, and | Encompasses current and lower Prof BBL grades
(NH) Admin (NK) [, 11, and | Encompasses current and lower Prof BBL grades
1" Prof (NH) Il and 1l Current and lower BBL
Tech (NJ) IV andlll Encompasses current and lower Prof BBL grades
Admin (NK) "l Encompasses |ower Prof BBL grades
v Prof (NH) IV andlll Current and lower BBLs
Tech (NK) v Encompasses |ower Prof BBL grades

Career Path and GS Grades

Bus. Mgmt & Tech Prof | BBL | (GS 1-4) BBL I (GS511) BBL 11 (GS12-13) | BBL IV (GS14-15)
(NH)

Technical Mgmt Support | BBL 1 (GS 1-4) BBL Il (GS58) BBL Il (GS9-11) BBL IV (GS12-13)

(NJ)

Administrative Support | BBL I (GS 1-4) BBL I (GS57) BBL 111 (GS8-10)

(NK)

! Entitlements are based on the range of GS grades encompassed by each Career Path BBL. Employees have no displacement entitlement to aBBL inanother carear path thet would
result in greater GS grade/pay potential than the employee’s current Career Path and BBL confers (see Chapter 5). Employees aso have no displacement entitlement to aBBL in
another career path that encompasses alower GS grade/pay rate than the next lower BBL in the employee’s current career path.

2 preference-eligible (Veteran) employee with a compensable service-connected disability of 30 percent or more may displace up to two BBLs below the employee’ s present BBL

(equivalent of five GS grades).
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RIF Displacement Entitlements® For the Technical Management Support (NJ) Career Path

If employeeisin Then employee may displace another employeein” Remarks
Career Path BBL Career Path BBL
Technical Management | | Tech (NJ) I Current BBL--no lower BBL
Support Prof (NH) I
Admin (NK) I
(NJ) I Tech (NJ) Il and | Current and lower Tech BBLs
Prof (NH) I Encompasses lower Tech BBL grades- No current
Tech BBL equivalent
Admin (NK) Il and | Encompasses lower Tech BBL grades- No current
Tech BBL grades
" Tech (NJ) Il and I Current and lower Tech BBLs
Prof (NH) I Encompasses current and lower Tech BBL grades
Admin (NK) Il and I Encompasses lower Tech BBL grades - No current
Tech BBL grades
v Tech (NJ) 1V and I Current and lower Tech BBLS
Prof (NH) Iland Il Encompasses current and lower Tech BBL grades
Admin (NK) 1l Encompasses grades of lower Tech BBL

Career Path and GS Grades

Bus. Mgmt & Tech Prof | BBL | (GS 1-4) BBL Il (GS511) BBL Il (GS12-13) | BBL IV (GS14-15)
(NH)

Technical Mgmt Support | BBL I (GS 1-4) BBL Il (GS59) BBL 111 (GS9-11) BBL IV (GS12-13)

(NJ)

Administrative Support | BBL I (GS 1-4) BBL Il (GS57) BBL 111 (GS8-10)

(NK)

! Entitlements are based on the range of GS grades encompassed by each Career Path BBL. Employees have no displacement entitlement to aBBL in another career path that would
result in greater GS grade/pay potential than the employee's current Career Path and BBL confers (see Chapter 5). Employees aso have no displacement entitlement toaBBL in
another career path that encompasses a lower GS grade/pay rate than the next lower BBL in the employee’s current career path.

2 Preference-eligible (Veteran) employee with a compensable service-connected disability of 30 percent or more may displace up to two BBLs below the employee’ s present BBL

(equivalent of five GS grades).
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RIF Displacement Entitlements® For The Administrative Support (NK) Career Path

If employeeisin

Then employee may displace another employeein”

Remarks

Career Path BBL Career Path BBL
Administrative Support | | Admin (NK) I Current BBL--no lower BBL
Prof (NH) I
(NK) Tech (NJ) I
I Admin (NK) Il and | Current and lower Admin BBLs
Prof (NH) I Encompasses lower Admin BBL grades- No
current BBL match
Tech (NJ) I Encompasses lower Admin BBL grades- No
current BBL match
1" Admin (NK) Il andl Current and lower Admin BBLs
Prof (NH) No entitlement No Prof BBL encompasses current and/or lower
Admin BBL grades
Tech (NJ) [l Encompasses one current Admin BBL grade and

lower Admin BBL grades

Career Path and GS Grades

Bus. Mgmt & Tech Prof | BBL | (GS1-4) BBL Il (GS5-11) BBL Il (GS12-13) BBL IV (GS 14-15)
(NH)

Technical Mgmt Support | BBL | (GS1-4) BBL Il (GS5-8) BBL Il (GS9-11) BBL IV (GS12-13)

(NJ

Administrative Support | BBL | (GS1-4) BBL Il (GS5-7) BBL Il (GS8-10)

(NK)

“ Entitlements are based on the range of GS grades encompassed by each Career Path BBL. Employees have no displacement entitlement to aBBL in ancther career path that would
result in greater GS grade/pay potential than the employee’s current Career Path and BBL confers (see Chapter 5). Employees also have nodiplacemat entitementtoaBBL in
another career path that encompasses a lower GS grade/pay rate than the next lower BBL in the employee’s current career path.

2 Preference-eligible (Veteran) employee with a compensable service-connected disability of 30 percent or more may displace up to two BBL s below the employee’ s present BBL

(equivalent of five GS grades).
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Chapter 13- MOVEMENT OUT OF THE DEMONSTRATION PROJECT

13.1 Introduction. This chapter describes procedures for movement of employees out
of the demongtration project and their conversion to the General Schedule.

If ademonstration project employee is moving to a Generd Schedule (GS) position
not under the demongtration project, or if the project ends and each project employee
must be converted back to the GS system, the following procedure will be used to
convert the employee' s project pay band to a GS grade and the employee's
demondtration rate of pay to a GS rate of pay.

The converted GS grade and GS rate of pay must be determined before movement or
conversion out of the demongtration project and any accompanying geographic
movement, promotion, or other Smultaneous action. For conversions upon termination
of the project and for lateral assgnments, the converted GS grade and rate will become
the employee's actud GS grade and rate after leaving the demondtration project
(before any other action). For transfers, promotions, and other actions, the converted
GS grade and rate will be used in applying any GS pay adminigtration rules applicable
in connection with the employee's movement out of the project (e.g., promation rules,
highest previousrate rules, pay retention rules) as if the GS-converted grade and rate
were actudly in effect immediatdy before the employee |eft the demondration project.
In the case of transfer or promotion out of the demonstration project, pay setting isthe
respongbility of the gaining agency. However, the losing agency will document the

GS grade and step the employee would be at if the demongtration project ended at the
time the termination SF50 is issued.

13.2 Grade-Setting Provisions. Each broadband leve in this demongtration
encompasses two or more grades. An employee is converted to one of the gradesin
their current broadband level according to the following rules:

(& The employee's adjusted rate of pay under the demongtration project, which
includes any locality payment, is compared with the step four rate in the highest
gpplicable GSrate range. For this purpose, a GS rate range includes arate range in (1)
the GS base schedule; (2) the locdlity rate schedule for the locality pay areain which
the pogition is located; or (3) the gppropriate specid rate schedule for the employee's
occupationa series, as gpplicable. If the seriesis atwo-grade-interva series, only
odd-numbered grades are considered below GS-11.

(b) If the employee's adjusted demonstration project rate of pay equals or
exceeds the gpplicable step four rate of the highest GS grade in the band, the employee
is converted to that grade.
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Example of an employee whose salary equals or exceeds Step 4 of the
highest grade:

The individual is a Business Management & Technica Management
Professiona Broadband |11 employee with a slary of $63,000.

BBL 11 $43,876Min =-X---- $67,827Max
$63,000

Conversion:

- Compare $63,000 to Step 4 of highest grade in the broadband:
GS-13, Step 4 = $56,103

- $63,000 = or > $56,103

- Therefore, assign as GS-13

- $63,000 is between GS-13, Step 8 pay at $62,903 and Step 9 pay
a $64,603

- Assgn Step 9 = $64,603

- Convert out as GS-13, Step 9

(Conversion used 1997 GS Salary Table)

Army Figure 13-1

(¢) If the employee's adjusted demonstration project rate of pay is lower than the
applicable step four rate of the highest grade, the adjusted rate is compared with the step four rate
of the second-highest grade in the employee's pay band. If the employee's adjusted rate equas or
exceeds the step four rate of the second-highest grade, the employee is converted to that grade.

Example of an employeewhose salary doesnot egualsor exceeds Step 4
of the highest grade:

The individual is a Business Management & Technica Management
Professiona Broadband |11 employee with a salary of $54,403.

BBL 111 $43,876Mmin ----- X --$67,827Max
$54,403
Conversion:
- Compare $54,403 to Step 4 of highest grade in the broadband:
GS-13, Step 4 = $56,103
- $54403< $56,103
- Next compare $54,403 to GS-12, Step 4 pay a $47,180
- $54,403 = or > $47,180
- Therefore, assign as GS-12
- $54,403 is between GS-12, Step 9 pay at $54,330 and Step 10 pay
a $55,760
- Assign Step 10 = $55,760
- Convert out as GS-12, Step 10

(Conversion used 1997 GS Salary Table)
Army Figure 13-2
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(d) Thisprocessis repeated for each successvely lower grade in the band until agradeis
found in which the employee's adjusted demondtration project rate of pay equals or exceeds the
gpplicable step four rate of the grade. The employeeis then converted at that grade. If the
employee's adjusted rate of pay is below the step four rate of the lowest grade in the band, the
employee is converted to the lowest grade.

(€) Exception: If the employee's adjusted demonstration project rate of pay exceeds the
maximum rate of the grade assigned under the above-described step four rule but fitsin the rate
range for the next higher applicable grade (i.e., between step one and step four), then the
employee shdl be converted to that next higher gpplicable grade.

Example of an exception to the Step 4 Rule:

The individual is a Business Management & Technica Management
Professional Broadband |11 employee with a salary of $56,000.

BBL 111 $43,876Mmin --X $67,827Max
$56,000

Conversion:

- Compare $56,000 to Step 4 of highest grade in the broadband:
GS-13, Step 4 = $56,103

- $56,000< $56,103

- Therefore, assign as GS-12; but GS-12, Step 10 pay is $55,760

- Since $56,000 > $55,760, assign as GS-13

- $56,000 is between GS-13, Step 3 pay at $54,403 and Step 4 pay
a $56,103

- Assgn Step 4 = $56,103

- Convert out as GS-13, Step 4

Note: An employee will not be converted to alower grade than the grade held
by the employee immediately preceding a conversion, lateral assignment, or
latera transfer into the project, unless since that time the employee has
undergone a reduction in broadband.

(Conversion used 1997 GS Salary Table) Amy Fguel3-3

(f) Exception: An employee will not be converted to alower grade than the grade held by
the employee immediately preceding a converson, laterd assgnment, or laterd trandfer into the
demondtration project, unless, since that time the employee has undergone areduction in
broadband leve or reduction in pay based upon an adverse action, a contribution-based action, a
reduction-in-force action, or avoluntary change to lower broadband level.

Army 13.2 Grade-Setting Provisions. The conversion process described above will be used for
registration purposes in the career programs, Priority Placement Program, and applications for
centralized sdlection boards. Since the Army area of consideration is worldwide, employees who
did not convert may very well be referable in some areas and not in others.

13.3 Pay-Setting Provisions. An employee's pay within the converted GS gradeis st
by converting the employee's demonstration project rate of pay to a GS rate of pay in

accordance with the following rules:
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(8 The pay conversion is done before any geographic movement or other pay-
related action that coincides with the employeg's movement or conversion out of the
demongtration project.

(b) An employee's adjusted rate of basic pay under the demonstration project
(including any locdlity payment) is converted to a GS rate on the highest applicable
rate range for the converted GS grade. (For this purpose, a GSrate range includes a
rate range in (1) the GS base schedule, (2) an applicable locdity rate schedule, or (3)
an gpplicable specid rate schedule.)

(o) If the highest applicable GSrate range is alocdity pay rate range, the
employee's adjusted demongtration project rate is converted to a GS locdlity rate of
pay. If thisratefdls between two stepsin the locality- adjusted schedule, the rate of
pay must be set a the higher step. The converted GS unadjusted rate of basic pay
would be the GS base rate corresponding to the converted GS locality rate (i.e., same
sep postion). (If thisemployeeis aso covered by a specia rate schedule as a GS
employee, the converted specid rate will be determined based on the GS step position.
This underlying specia rate will be basic pay for certain purposes for which the
employee's higher locdity rateis not basic pay.)

(d) If the highest applicable GSrate range is a specid rate range, the
employee's adjusted demondtration project rate is converted to a specid rate. If this
rate falls between two steps in the specid rate schedule, the rate must be set at the
higher step. The converted GS unadjusted rate of basic pay will be the GS rate
corresponding to the converted special rate (i.e., same step position).

(e) If an employeeisreceiving aretained rate under the demondtration project, the
employee’' s GS-equivalent grade is the highest grade encompassed in histher broadband level.
The Deputy Under Secretary of Defense (Acquisition Reform) and the Deputy Assistant
Secretary of Defense (Civilian Personnel Policy) will coordinate with OPM to prescribe a
procedure for determining GS-equivalent pay rates for employees receiving retained rates.

13.4 Within-Grade Increase -- Equivalent Increase Determination. Service under
the demondtration project is creditable for within-grade increase purposes upon
conversion back to the GS pay system. CCAS base sdary increases (including a zero
increase) under the demondtration project are equivaent increases for the purpose of
determining the commencement of awithin-grade increase waiting period under 5

CFR 531.405(b).

13.5 Retention Service Credit Associated with Appraisal Results. Table 6 below
illustrates the years of retention service credit associated with appraisa results.
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Business Management and Technical Management Professional

OCS Range
Broadband OCS Years of Retention Service Credit
Level Normal 20 16 12
Range
[ 0-29 21 or above 11-20 0
Il 22 - 66 56 or above 39-55 22-38 |21 or lower
i 61-83 76 or above 69-75 | 61-68 |60 or lower
v 79 - 100 95 or above 87-94 79-86 |78 or lower

Technical Management Support

OCS Range

Broadband OCS Years of Retention Service Credit
Level Normal 20 16 12
Range
[ 0-29 21 or above 11-20 1-10 0
Il 22-51 42 or above 32-41 22-31 |21 or lower
i 43 - 66 59 or above 51-58 43-50 |42 or lower
v 61 - 83 76 or above 69-75 61-68 |60 or lower

Administrative Support

OCS Range
Broadband OCS Years of Retention Service Credit
Level Normal 20 16 12
Range
[ 0-29 21 or above 11-20 1-10 0
Il 22 - 46 39 or above 30-38 22-29 |21 or lower
Il 38 -61 54 or above 46-53 38-45 |37 or lower

Table6. Retention Service Credit Associated with Appraisal Results

The retention service credit thet is based on the employee’ s OCS as shown in Table 6 will be
trandated to summary level designators as shown in Table 7 for use by the gaining agency. The
ganing agency will take into consderation the datain Table 7 when determining the gpprasa

rating leve.
Retention Service Credit Appraisal Rating Level
20 Outstanding or equivaent, Level 5
16 Highly Successful or equivaent, Levd 4
12 Fully Successtul or equivaent, Level 3
0 Unsuccessful, Leve 1

Table 7. Trandation of Retention Service Credit
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Chapter 14 - TRAINING

14.1 Introduction. Trainingisavery integrd and important piece of the demongtration project.
Information concerning the initid implementation training for supervisors, employees, labor
officids and personndigsis discussed in Appendix K - Training Plan.

14.2 Responsibilities.

14.2.1 Followup Training. Participating DoD Components are responsible to support any
additiond DoD follow-up demondration training by providing adminigtrative time for
employees to attend, and training rooms and trainersif necessary.

Army 14.2.1 Followup Training. Locd ingdlationswill be responsible for providing training
resources, including classrooms and trainers.

14.2.2 Continuous Training. Participating DoD Components are aso responsible to conduct
continuous training about the demongtration project for new supervisors and employees entering
the demonsgtration project, and support staff during the life of the project within areasonable time
of entering the position.

Army 14.2.2 Continuous Training. Locd ingdlations will follow established time lines for
Supervisor training and new employee orientation.

14.2.2.1 Employee. Ataminimum, any individud entering a demondtration project position
from outside the demonstration project should be provided a generd overview of the project’s
personnd initiatives and procedures & the time of their initid orientation.

14.2.2.2 Supervisory. Any person entering a supervisory position under the demonstration
project must complete the supervisory training on demonstration project initiatives and
procedures.

14.2.2.3 Support Staff. Any person who provides administrative support or servicesto an
organization covered by the demongtration project must receive the training as presented in the
initial implementation on demonstration project processes and procedures.

14.3 Training Aids. Training aids provided by DoD during the initia implementation phase of
the demondtration project should be used in conjunction with other DoD or Agency-specific
training aids or programs. These aids include internet training, videos, briefing charts, manuals,
etc.

Army 14.3 Training Aids. Training adswill be retained a the local indalation.
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Chapter 15- EVALUATION

15.1 Introduction. Demongtrationauthorizing legidation (5 U.S.C. Chapter 47) mandates
evaluation of the demondtration project to assess the effects of project features and outcomes. In
addition, the project will be evauated for the feasibility of goplication to other Federa Agencies.
The overd| evauaion will consgt of three phases -- basdine, formative, and summétive
evauaions-- and will be conducted in accordance with the evauation plan a Appendix L. The
evauation for the participating agencies will be overseen by the Office of Merit Systems
Overgght and Effectiveness, OPM; the Office of the Secretary of Defense (Acquisition &
Technology); and the Office of the Deputy Assstant Secretary of Defense (Civilian Personndl
Policy), DaoD.

15.2 Purpose. The main purpose of the evaluation is to determine the effectiveness of the
personnel system changes to be undertaken. To the extent possible, strong direct or indirect
relationships will be established between the demondtration project festures, outcomes, and
misson-related changes and personnel system effectiveness criteria. The evaluation gpproach
uses an intervention impact modd that specifies each personnd system change as an
intervention, the expected effects of each intervention, the corresponding measures, and the data
sources for obtaining the measures.

15.3 Evaluation Methodology. Basdine measures will be taken prior to project
implementation. Then, repested post-implementation measurements will be taken to alow
longitudinal comparisons by intervention within and across DoD Components. A comparison
group will be sdlected and compared to the demongtration project group to determine the effects
and outcomes of the project.

The effectiveness of each intervention and of the demonstration project as awhole in meeting
stated objectives will be addressed using a multi- gpproach method. Some methods will be
unobtrusive in that they do not require reactions to inputs from employees or managers. These
methods include andyss of archiva workforce data and personnel office data, review of logs
maintained by Site historians documenting contextud events, and assessments of externd
economic and legidative changes. Other methods such as periodic attitude surveys, structured
interviews, and focus groups will be used to assess the perceptions of employees, managers,
supervisors, and personnel regarding the personnd system changes and the performance of their
organizationsin generd. Evaduation activities will aso take into account the unique nature of

this project in terms of geographic and organizationd diversity.

In addition to the intervention impact moded, a generd context modd will be used to determine
the effects of potentid intervening variables (e.g., downsizing, regiondization of the personnd
function, and the Sate of the economy in generd). Potentiad unintended outcomes will dso be
monitored, and an attempt will be made by the eva uation team to link the outcomes or
demondtration project interventions to organizationa effectiveness. In addition to ng the
impact of the individua project features, the evaluation will dso assess theimpact of the project
as awhole, dong with possible context effects and effects of intervening variables. The
evaduationwill also monitor impact on veterans preference and EEO groups, adherence to the
merit systems principles, and avoidance of prohibited personnd practices. In addition, the
evauation will attempt to link the demonstration project effects and outcomes to organizationd
outcomes such as misson accomplishment and productivity.
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15.4 Evaluation Phases. Theinitid evduation effort will conagt of three main phases --
basdine, formative, and summeative evaluation covering five years. The basdline phasewill
collect workforce datato determine the “as-is’ Sate.

The formétive evauation phase will include basdline data collection and analyses,
implementation evauation, and interim assessments. Periodic reports and annud summaries will
be prepared to document the findings.

The summative evauation phase will focus on an overal assessment of the project outcomes,
looking initidly at the firgt four years, with afollow-on report covering the firs five years. The
rationde for summative evaduaion after the first four yearsis to assess whether the
demondration will continue &fter the fifth year. If the analyss indicates thet the interventions
show a pogtive effect towards meeting the gods of the demonstration, then documentation will
be generated to support a request that the demonstration progress further. If the andysis
indicates that the interventions do not meet the stated objectives, or if the participating
organizations do not wish to continue in the demondtration, then documentation and planning for
conversion back to the existing personnd system must be prepared. The fifth-year summative
evauation, used in reporting to Congress, will provide overdl assessment of dl initiatives
individually and asawhole. It will also provide recommendations on broader Federal
Government application.

15.5 Site Historian. The purpose of the Site historian isto capture “history” or intervening
events which are important to the evaluation but which are not normally recorded or kept in the
usud databases. It is especidly important to maintain awritten history because of the long
period of this demongtration project (5 years) and the multiple stes, which are subject to
different influences. One Ste may be affected by a changein the local environment, which does
not affect other locdlities. Alternaively, a change in policy or an innovation in operating
procedure that occurs during one year may be well known a the time it occurs, but may be
forgotten or unknown to researchers conducting the evauation severd years later.

As mentioned in the Evauation Plan (Appendix L), Site historians will be required to document
changes within the demondtration project workforce, or in the environment or implementation
activities. The following suggestions are provided to assst in the compilation or this historica
documentation.

Changes will normally occur in environment, mission, procedures, or resources. For example,
environmenta changes could be turnover of personnd or downsizing of an organization.

Misson changes could be a shift from basic research to development, when the new skills
required would lead to different recruitment patterns. Procedural changes could be improved
recruitment procedures, a change in work schedules, or other enhancements to employee
satifaction. Resources changes could be budget congraints indicating hiring freezes and/or
RIFsarelikdy; or consolidetion of personne from one Site to another; or the renovation of office
facilities that may or may not necessitate relocating work sites. Components will develop their
own format and methodology for data collection; however, a standard protocol should be
followed: (1) every entry should be dated; and (2) names and titles of relevant parties should be
induded. Thiswill assg in locating these individuds if follow-up is needed at alater date.

Other occurrences that may be considered for recording:
Designation as developer of new wegpons system,
Internal reorganizations,
2
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Hiring freeze lifted; and
Awards received by ingdlation (or organization).

The dte higtorian is not required to make an immediate judgment about the importance or the
expected effect of an extraneous event. It is necessary merely to determine that an event might
have an effect and, therefore, should be recorded. Some events will be clearly pivota; others
anecdotal. However, even anecdota items may be useful when aggregated. It is better to err on
the 9de of caution -- compile too much data -- rather than try to reconstruct history.

Army 15.5.1 Site Historian. Each participating location or command will selected a Site
Historian to document any changes within the Army Acquisition Workforce or in the
environment as well asimplementation activities. Events documented by Ste historians may
provide aternative explanations of effects observed at the Stes. See Appendices L and P for
Role and Responsihilities of the Site Higtorian.

Army 155.2 SiteHistory Logs

As part of the evaluation effort, we are collecting ongoing history logs of events occurring at
your stes that may have an impact on your demongration project. A description of the Ste
higorian role is attached. We would like you to collect data on afisca year basis sarting this
year dfter the first Federa Register notice was published and continue through September 30,
1998. We would like you to submit your logs to us 30 days after the end of each fisca year.
These journd entries are very important, because they will help usinterpret context effects on
demonstration project outcomes.

Infield research, "higtory” is an important threet to internd vdidity. When a sgnificant effect is
found, the next quetion is, "Isthis effect the result of the demondiration interventions, or isthere
an dternative explanation?’ This question is the essence of internd validity. It iscriticd that
"higtory" be taken into account when data are analyzed.

Much of whét is being sudied in this evauation will be tested with time-series andysiswith
multiple basdines and with non-equivaent "comparison” groups. The purpose of having aste
historian isto capture "history™ or intervening events which are important to the evaluation but
which are not normally recorded or kept in the usua databases. It is especialy important to
maintain awritten history when the research extends over along period and when there are
multiple Sites, which are subject to different influences. One sSite may be affected by achangein
the loca environment that doesn't affect other locdities. Alternatively, achangein policy or an
innovation in operating procedure that occurs during one year may be well known at the time it
occurs, but may be forgotten or unknown to researchers conducting the evaluation severa years
later.

Virtudly every organization makes adjustments, sometimes subtle, other times more obvious, in
response to changes in environment, mission, procedures, or resources. These are just afew
examples of extraneous changes that could affect project results.

Environment

. Turnover tends to be inversdly correlated with unemployment.
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. If amgor employer in an area (e.g., a defense contractor) lays off alarge number
of employees, other employersin the area (e.g., the Government) will find it
easer to hire amilar employees.

. If another agency, which normally is a competitor for employees, beginsto
downsize, recruitment and retention may improve.

Mission of the organization

. If an ingdlation's misson were to shift from basic research toward devel opment,
the new skills required would leed to different recruitment patterns.

Resour ces

. Budget congtraints and current plans suggest that hiring freezes and/or RIFs are
likely.

. Recruitment and retention, particularly of young women, may improve when an

on-site day care facility is opened.
. Consolidations, with movement of personnel from one ste to another, will affect
both morade and capability.

Procedures
. Improved recruitment procedures may lead to greater successin recruiting high
quality employees.

Army 15.5.3 Role of the Site Historian

The Site higtorian is not required to make an immediate judgment about the importance or the
expected effect of an extraneous event. It is necessary merely to determine that an event might
have an effect and should be noted. Some events will be clearly pivotd. Otherswill be
anecdotal. However, even anecdotal items may be useful when aggregated. Perhaps the most
difficult job of the Ste historian is deciding what must be recorded and what may be ignored. It
is better to err on the Side of caution. Unnecessary notations are easy to delete. Notations never
made are difficult to establish later.

The site higtorian will keep ajournd of events, palicies, procedures, and other things that may
affect the mgjor dependent or intervening variablesin the study. Weeks may go by when

nothing isrecorded. Other times, there may be daily entries. The very nature of the events being
recorded virtudly guarantees that arigid format will not be helpful. However, a sandard

protocol should be followed: (1) every entry should be dated; and (2) names and titles of relevant
parties should beincluded. Thiswill assgt in locating these individuasiif follow-up is needed a
alater date.

Examplesof things which might be recorded:
Interna reorganizations
Hiring or promotion freezes
Freezeslifted
Changesin misson
Consolidations, mergers



DoD Operating Procedures as of: 19 February 1999

Army Operating Procedures as of June 18, 1999
Trandfers of function

Major moves by competitors (for skilled employees or for products and services) insde
and outside Government

Mgor changes in gaffing needs
Awards received by ingdlation

A reproducible sample historica journa form is provided for your use on the next page.
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Please record below al events (internal and externd), new policies, or changes to procedures
within your organization. Use a separate entry for each event discussed.

Submitted
by:

Name

Phone Number

Command Address

Date(s) of event

Names of Personne Involved/Impacted:

Titles of Personnel Involved/Impacted:

Type of Event (Check
One)

Interna reorgani zation/consolidation

Hiring of specid “expertiss’

Hiring/promotion freeze

Changein misson

Regiondization/commercid activities

Transfer of function

Major move by competitors (both insde and outside Government)

Magor changes in affing needs

Awards'commendations received

Budget/funding impacts

Other

Describe event below (additional sheets may be used as required):

Return to:
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Chapter 16— ARMY ACQUISITION

16.1 Introduction. Thischapter correates theinitiatives of the DoD Civilian Acquisition
Workforce Personnel Demongration Project to the Army Acquisition Corps implementation of
the Defense Acquisition Workforce Improvement Act (DAWIA).

16.2 Army Acquisition Workforce/Corps. The acquisition workforce is the personnel
component of the acquisition system. The acquisition workforce includes permanent
civilian employees and military members who occupy acquisition postions, or who are
members of the Army Acquistion Corps (AAC), or who are in acquisition development
programs.

16.3 Critical Acquisition Positions (CAP). In this Demongtration Project, CAPs are senior
level acquisition positions in the Business Management and Technicad Management Professiona
Broadband 1. All CAPs arefilled by members of the Army Acquisition Corps.

16.4 AAC Membership. Corps membership is determined by experiences, education, and
training. Once an individuad becomes amember of the Corps, they remain members even if their
position, grade, or broadband changes. Corps qualifications can be found a
http://dacm.sarda.army.mil.

16.5 Certification Levels. Broadbands or grades associated with each career level are
established to assst acquisition workforce members and supervisors in career development
planning. Broadband and grade levels shdl vary by acquisition position category and/or
acquisition career fidld. Listed broadband or grade levels shall be used asaguide. Army
encourages people to pursue next leve certification when the certification level associated with
the pogtion is achieved.

? Caetification Level | (Badc Leve) - Thislevel addresses basic leve training standards
and is designed to establish fundamenta qudifications and expertisein the individud’s
job series, functiona areaor career fiddd. Development at the basic level laysthe
foundation for career progresson and is designed to prepare qudified, motivated
personnd for positions of increasing responsibility.

? Caetification Leve Il (Intermediate Leve) — Thisleve addresses achievement of
specidization after which individuas should later begin to broaden their backgrounds
toward amore generd expertise in the overal process of their career fields.

? Cetification Levd 111 (Senior Leve) — By thetime an individua reeches Leve |11,
he/she should have completed dl of the mandatory training, education requirements (or
equivaents), and experience to that level. He/she should have advanced through a career
paitern that has given him/her in-depth knowledge in hisher career field and breadth of
knowledge across the entire acquisition process. A latera movement to arelated
pecidty, if desired and available, might follow development of the experience in the
individud’s primary career fidd.

All employees have 18 months after being assigned to a position to meet the certification
requirements.

97



DoD Operating Procedures as of: 19 February 1999
Army Operating Procedures as of June 18, 1999

16.6 Civilian Acquisition Career Modd. The grades are shown to illustrate the progresson
as one moves up through the system. The grades shown are for guidance and can be compared
to the broadband levels utilized in this demondiration project.

Civilian Acquisition Leadership Development Model

| Operational Experience |

Training Level I11 Certification Primary ACF and certification in multiple ACFs
| Army Core L eader ship Training and L eader/Executive/Devel opment
Education Business Hour sand/or Bachelor Degree and M aster’s Degree
Army Management Staff Collegethen Senior Service College
Experience Primary ACF Cross Functional
PEO/DSA/PM/TSM M SC/MACOM/HQDA/OSD
AAW/AAC CorpseEligible
AAC upon assignment to
Critical Acquisition Position (CAP)
GS58 | Gs911 | Gs12 | GSi13 GS14 | Gsis
Civilian Acquisition Workfor ce Personnel Demonstration Project
Bus Mgmt &
Tech Mgmt Broadband Level 11 Broadband Level |11 Broadband Level |V
Professional
Tech Mgmt BBL Il BBL 111 BBL IV
Support
Admin Support BBL Il | BBL III [
Science & Technology Reinvention Laboratories Demonstration Project (ARDEC & MRDEC)

Engineers & Broadband Level Il Broadband Level |11 Broadband Level |V
Scientists
Tech/Business BBL 11 BBL 111 BBL IV BBL V
Support
General BBL BBL BBL IV
Support I 11

Army Figure 16-1

16.7 CorpsEligibles (CE) Program. Any Army employee can apply for the CE Program and
be declared a Corps Eligible if he/she meets the requirements of that program no matter their
grade or broadband level.

16.8 Competitive Development Group (CDG). All CEsin Business Management and
Technical Management Professiona (NH), Band I11; Technicd Management Support (HJ), Band
IV; GS12& 13 equivaent and other demonstration project participants with equivalent pay rates
not in this Personnd Demondtration will be digible for the CDG Program.

16.9 Centralized Selection Boards. Centralized selection boards will continue to be advertised
and filled using GS grades. Individuasin the DoD Civilian Acquisition Workforce Personnel
Demonstration Project who desire to apply for centralized sdlection boards must exercise the
conversion rule in Chapter 13 to establish their comparable GS grade to determine their

digibility.

16.10 Training. In many cases where GS levels are displayed as part of the course description,
they are shown to aid the gpplicant in determining the rdative level of the course and this
guidanceis tated in the document. In those cases where grade is mandatory and the applicant is
part of this demongtration, his’her equivaent grade must be determined using the conversion
process in Chapter 13.

16.11 Senior Rater Potential Evaluation (SRPE) System. The Senior Rater Potential
Evauation (SRPE) is anew methodology currently being tested to assess future acquisition
leaders based on their possession a very specific set of nine leadership competencies—
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competencies which have been determined to be essentid in command-level acquisition
positions, indeed in managerid positions government-wide by the Office of Personnel
Management. The SRPE isan Army Acquisition Corpsinitiative to comply with the
requirement of the Defense Acquisition Workforce Improvement Act (DAWIA) that the best
quaified individuas be selected for acquidtion postions, whether civilian or military. Selection
of the “best qudified” individuals requires the evauation of acquisition career management files
of those competing for the pogtion. Current files for military personnd include a senior rater
evauation reflecting manner of performance and demonstrated potentia for advancement.
Civilianfiles, usng the Tota Army Performance Evauation System (TAPES), reflect

eva uations based solely on performance. An equitable comparison of civilian-to-military
records requires that civilians dso have eva uations based on potentia. Therefore, the AAC has
been authorized to test the SRPE in centralized PM/Command selection boards aswell asthe
CDG and SSC training boards.

16.11.1 The Senior Rater Potentidl Evaluation System is being tested by senior raters of GS13-
15 or demondtration projects equivaent applicants to the following sdection boards. the
Comptitive Development Group (thisis the only board for which SRPE is authorized for GS-12
and equivaent applicants), Product/Project Manager central selection boards, and Senior Service
College and equivaent training selection boards. For this demonstration project, the SRPE is
gpplicable to employeesin career paths Business Management and Technica Management
Professiond Broadband Leveslil and IV, and Technical Management Support Broadband Level
IV. Senior raters need to evaluate each employees on hisher potentia to successfully performin
positions of increased respongbility by recording their judgments of the employee’ s * L eadership
Effectiveness Competencies’ identified in the Senior Rater Potential Evauation System. These
Leadership Effectiveness Competencies are as follows:

?? Ora Communication — Listensto others. Makes clear and effective oral presentations
to individuas and groups.

?? Written Communication — Communicates effectively in writing. Reviews and
critiques others' writings.

?? Problem Solving — Recognizes and defines problems, analyzes relevant information,
and encourages dternative solutions and plans to solve problems.

?? Leadership — Demongtrates and encourages high standards of behavior. Adapts
leadership style to Stuations and people. Empowers, motivates, and guides others.

?? Interpersona Skills— Considers and appropriately responds to the needs, fedlings,
capabilities, and interests of others. Provides feedback and treats other equitably.

?? Sdf-Direction — Redligtically assesses own strengths, weaknesses, and impact on
others. Seeks feedback from others. Works persistently toward agoa. Demonstrates
sdf-confidence, investsin saf-development, and manages own time efficiently.

?? Hexibility — Adapts to changes in the work environment. Effectively copes with
stress.

?? Decisveness— Takes action and risks when needed. Make difficult decisons when
necessary.

2? Technica Competence — Demongtrates technica proficiency and understanding of its
impact in aress of respongbility.
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Chapter 17 - PERSONNEL POLICY BOARDS
17.1 Reference. Federd Register Notice, Section VIIIB
17.2 Out-Year Project Costs

The overadl demondration cost strategy will be to balance projected costs with benefits of the
demongtration to bring about the projected improvements to the DoD Acquisition Workforce. The
project evauation resultswill be used to ensure that out-year project costs will not outweigh the
derived benefits to the demondtration. A basdine will be established at the start of the project, and
sdary expenditures will be tracked yearly. Implementation costs, including the step and grade buy-
in costs detailed above, will not be included in the cost evaluations, but will be accounted for
Separately.

The amount of money available for contribution increases in the out-years will be determined as
part of the annud project evauation process. This starts with areview of the prior year’s data for
eech individud participating Ste by the Personne Policy Board(s) for that site, and then will be
reported to the DoD Acquisition Workforce Demonstration Project Executive Steering Committee.
The funds determination will be based on a baancing of appropriate factors, including the
fallowing:

a historical spending for WGI, qudity step increases, and in-level career promotions;

b. labor market conditions and the need to recruit and retain a skilled workforce to meet
the business needs of the organization; and

C. the fiscal condition of the organization.

Given the implications of base pay increases for long-term pay and benefit costs, the compensation
levelswill be determined after cost analysis with documentation of the missontdriven rationae for
the amount.

As part of the evaluation of the project by Military Services, participating Defense Agencies, DoD,
and OPM, the base pay costs (including average salaries) under the demonstration project will be
tracked and compared to the base pay costs under smilar demonstration projects and under a
smulation modd that replicates Genera Schedule spending. These evauations will balance costs
incurred againgt benefits gained, so that both fiscal responsibility and project success are given
appropriate weight.

17.3 Personnel Policy Boards.

17.3.1 Army shal establish a Personnel Policy Board for the demonstration project that will consst
of the senior civilian from each participating command and agency and be chaired by the Deputy
Director for Acquisition Career Management. The Office of the Assstant Secretary of the Army
for Manpower and Reserve Affairswill provide a representative to the Army Personnd Policy
Board.

17.3.2 Each participating Army organization will develop a Personnd Policy Board. If thereis
more than one participating organization at one geographic location, organizations may decide to
have one board that will represent al at one location.

17.3.3 Responsibilities. The board is tasked with the following:
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Overseaing the civilian pay budget;

Addressing issues associated with two separate pay systems (CCAS and GS) during the
firgt phase of the demondration;

Determining the composition of the CCAS pay pool in accordance with the established
guidelines, and statutory condraints;

. Reviewing operation of the Component’s CCAS pay pools;

Providing guidance to pay pool managers,

Adminigtering funds to CCAS pay pool managers,

Reviewing hiring and promotion sdaries,

Monitoring award pool distribution by organization and DAWIA vs. non-DAWIA; and
Assessing the need for changes to demonstration project procedures and policies.

17.3.4 Should any participating Component or Site eect not to establish a Personne Policy
Board, the charter of an existing group within that Component or site must be modified to
include the duties detailed above.
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APPENDIX A

OCCUPATIONAL SERIESCOVERED UNDER DEMONSTRATION PROJECT

NH - BUSINESSMANAGEMENT/TECHNICAL MANAGEMENT PROFESS ONAL

SERIESNUMBER SERIESTITLE
0011 BOND SALESPROMOTION
0018 SAFETY AND OCCUPATIONAL HEALTH MANAGEMENT
0020 COMMUNITY PLANNING SERIES
0023 OUTDOOR RECREATION PLANNING
0025 PARK RANGER
0028 ENVIRONMENTAL PROTECTION SPECIALIST
0030 SPORTS SPECIALIST
0050 FUNERAL DIRECTING
0062 CLOTHING DESIGN
0072 FINGERPRINT IDENTIFICATION
0080 SECURITY ADMINISTRATION
0095 FOREIGN LAW SPECIALIST
0099 GENERAL STUDENT TRAINEE
0101 SOCIAL SCIENCE
0106 UNEMPLOYMENT INSURANCE
0110 ECONOMIST
0130 FOREIGN AFFAIRS
0131 INTERNATIONAL RELATIONS SERIES
0135 FOREIGN AGRICULTURAL AFFAIRS
0136 INTERNATIONAL COOPERATION
0140 MANPOWER RESEARCH AND ANALY SIS
0142 MANPOWER DEVELOPMENT
0150 GEOGRAPHY
0156 ART SPECIALIST
0160 CIVIL RIGHTSANALYSS
0170 HISTORY
0180 PSYCHOLOGY
0184 SOCIOLOGY
0185 SOCIAL WORK
0188 RECREATION SPECIALIST
0190 GENERAL ANTHROPOLOGY
0193 ARCHEOLOGY
0199 SOCIAL SCIENCE STUDENT
0201 PERSONNEL MANAGEMENT
0205 MILITARY PERSONNEL MANAGEMENT SERIES
0212 PERSONNEL STAFFING SPECIALIST
0221 POSITION CLASSIFICATION
0230 EMPLOYEE RELATIONS
0233 LABOR RELATIONS
0235 EMPLOYEE DEVELOPMENT
0241 MEDIATION
0243 APPRENTICESHIP AND TRAINING
0244 LABOR MANAGEMENT RELATIONS EXAMINING SERIES
0246 CONTRACTOR INDUSTRIAL RELATIONS
0249 WAGE AND HOUR COMPLIANCE
0260 EQUAL EMPLOYMENT OPPORTUNITY

0270

FEDERAL RETIREMENT BENEFITS
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NH - BUSINESSMANAGEMENT/TECHNICAL MANAGEMENT PROFESSIONAL (cont’)
SERIESNUMBER SERIESTITLE

0299 PERSONNEL MANAGEMENT STUDENT TRAINEE SERIES

0301 MISCELLANEOUS ADMINISTRATION AND PROGRAM

0334 COMPUTER SPECIALIST

0340 PROGRAM MANAGEMENT

0341 ADMINISTRATIVE OFFICER

0343 MANAGEMENT AND PROGRAM ANALYSIS

0346 LOGISTICSMANAGEMENT

0360 EQUAL OPPORTUNITY COMPLIANCE

0391 TELECOMMUNICATIONS

0399 ADMINISTRATION AND OFFICE SUPPORT STUDENT

TRAINEE

0401 GENERAL BIOLOGICAL SCIENCE

0403 MICROBIOLOGY

0405 PHARMACOLOGY

0406 AGRICULTURAL EXTENSON

0408 ECOLOGY

0410 ZO0LOGY

0413 PHYSOLOGY

0414 ENTOMOLOGY

0415 TOXICOLOGY

0430 BOTANY

0434 PLANT PATHOLOGY

0435 PLANT PHYSIOLOGY

0436 PLANT PROTECTION AND QUARANTINE SERIES

0437 HORTICULTURE

0440 GENETICS

0454 RANGE CONSERVATION

0457 SOIL CONSERVATION

0460 FORESTRY

0470 SOIL SCIENCE

0471 AGRONOMY

0475 AGRICULTURAL MANAGEMENT

0480 GENERAL FISH AND WILDLIFE ADMINISTRATION SERIES

0482 FISHERY BIOLOGY

0485 WILDLIFE REFUGE MANAGEMENT

0486 WILDLIFE BIOLOGY

0487 ANIMAL SCIENCE

0493 HOME ECONOMICS

0499 BIOLOGICAL

0501 FINANCIAL ADMINISTRATION AND PROGRAM

0505 FINANICAL MANAGEMENT

0510 ACCOUNTING

0511 AUDITING

0512 INTERNAL REVENUE AGENT

0560 BUDGET ANALYSS

0599 FINANCIAL MANGEMENT STUDENT TRAINEE

0601 GENERAL HEALTH SCIENCE

0602 MEDICAL OFFICER

0610 NURSE

0630 DIETICIAN AND NUTRITIONIST

0631 OCCUPATIONAL THERAPIST
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NH - BUSINESSMANAGEMENT/TECHNICAL MANAGEMENT PROFESS ONAL (cont’)

SERIESNUMBER SERIESTITLE
0633 PHYSICAL THERAPIST
0635 CORRECTIVE THERARST
0637 MANUAL ARTSTHERAPIST
0639 EDUCATIONAL THERAPIST
0660 PHARMACIST
0662 OPTOMETRIST
0665 SPEECH PATHOLOGY AND AUDIOLOGY
0668 PODIATRIST
0671 HEALTH SYSTEMS SPECIALIST
0680 DENTAL OFFICER
0690 INDUSTRIAL HY GIENE
0699 MEDICAL AND HEALTH STUDENT TRAINEE
0701 VETERINARY MEDICAL SCIENCE
0799 VETERINARY STUDENT TRAINEE
0801 GENERAL ENGINEERING
0803 SAFETY ENGINEERING
0804 FIRE PROTECTION ENGINEERING
0806 MATERIALS ENGINEERING
0807 LANDSCAPE ARCHITECTURE
0808 ARCHITECTURE
0810 CIVIL ENGINEERING
0819 ENVIRONMENTAL ENGINEERING
0830 MECHANICAL ENGINEERING
0840 NUCLEAR ENGINEERING
0850 ELECTRICAL ENGINEERING
0854 COMPUTER ENGINEERING
0855 ELECTRONICS ENGINEERING
0858 BIOMEDICAL ENGINEERING
0861 AEROSPACE ENGINEERING
0871 NAVAL ARCHITECTURE
0880 MINING ENGINEERING
0881 PETROLEUM ENGINEERING
0890 AGRICULTURAL ENGINEERING
0892 CERAMIC ENGINEERING
0893 CHEMICAL ENGINERRING
08H4 WELDING ENGINEERING
0896 INDUSTRAIL ENGINEER
0899 ENGINEERING AND ARCHITECTURE STUDENT TRAINEE
0904 LAW CLERK
0905 GENERAL ATTORNEY
0950 PARALEGAL SPECIALIST
0958 PENSION LAW SPECIALIST
0965 LAND LAW EXAMINING
0967 PASSPORT AND VISA EXAMINING
0987 TAX LAW SPECIALIST
0991 WORKERS COMPENSATION CLAIMS EXAMINING
0993 SOCIAL INSURANCE CLAIMS EXAMINING
094 UNEMPLOYMENT COMPENSATION CLAIMS EXAMINING
0996 VETRANS CLAIMS EXAMING
0999 STUDENT TRAINEE
1001 GENERAL ARTSAND INFORMATION
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NH - BUSINESSMANAGEMENT/TECHNICAL MANAGEMENT PROFESS ONAL (cont’)

SERIESNUMBER SERIESTITLE
1008 INTERIOR DESIGN
1010 EXHIBITS SPECIALIST
1015 MUSEUM CURATOR
1020 ILLUSTRATOR
1035 PUBLIC AFFAIRS
1040 LANGUAGE SPECIALIST
1056 ART SPECIALIST
1060 PHOTOGRAPHY
1071 AUDIOVISUAL PRODUCTION
1082 WRITING AND EDITING
1083 TECHNICAL WRITING AND EDITING
1084 VISUAL INFORMATION
1099 ARTS STUDENT TRAINEE
1101 GENERAL BUSINESS AND INDUSTRY
1102 CONTRACTING
1103 INDUSTRIAL PROPERTY MANAGEMENT
1104 PROPERTY DISPOSAL
1130 PUBLICUTILITIES
1140 TRADE SPECIALIST
1144 COMMISSARY STORE MANAGEMENT
1145 AGRICULTURE PROGRAM SPECIALIST
1146 AGRICULTURAL MARKETING
1147 AGRICULTURAL MARKETING REPORTING
1150 INDUSTRIAL SPECIALIST
1160 FINANCIAL ANALYSIS
1161 CROP INSURANCE ADMINISTRATION
1162 CROP INSURANCE UNDERWRITING
1163 INSURANCE EXAMINING
1165 LOAN SPECIALIST
1169 INTERNAL REVENUE
1170 REALTY
1171 APPRAISING
1173 HOUSING MANAGEMENT
1176 BUILDING MANAGEMENT
1199 BUSINESSAND INDUSTRY STUDENT TRAINEE
1210 COPYRIGHT
1220 PATENT ADMINISTRATOR
1221 PATENT ADVISOR
1222 PATENT ATTORNEY
1223 PATENT CLASSIFYING
1224 PATENT EXAMINING
1226 DESIGN PATENT EXAMINING
1299 COPYRIGHT AND PATENT STUDENT TRAINEE
1301 GENERAL PHYSICAL SCIENCE
1306 HEALTH PHYSICS
1310 PHYSICS
1313 GEOPHYSICS
1315 HYDROLOGY
1320 CHEMISTRY
1321 METALURGY
1330 ASTRONOMY AND SPACE SCIENCE
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NH - BUSINESSMANAGEMENT/TECHNICAL MANAGEMENT PROFESS ONAL (cont’)
SERIESNUMBER SERIESTITLE
1340 METEOROLOGY
1350 GEOLOGY
1360 OCEANOGRAPHY
1370 CARTOGRAPHY
1372 GEODESY
1373 LAND SURVEYING
1380 FOREST PRODUCTS TECHNOLOGY
1382 FOOD TECHNOLOGY
1384 TEXTILE TECHNOLOGY
1386 PHOTOGRAHIC TECHNOLOGY
1397 DOCUMENT ANALYSIS
1399 PHY SICAL SCIENCE STUDENT TRAINEE
1410 LIBRARIAN
1412 TECHNICAL INFORMATION SERVICES
1420 ARCHIVIST
1499 LIBRARY AND ARCHIVES STUDENT TRAINEE
1501 GENERAL MATHEMATICS (AFIT FACULTY ONLY)
1510 ACTUARY
1515 OPERATIONS RESEARCH
1520 MATHEMATICS
1529 MATHEMATICAL STATISTICAN
1530 STATISTICAN
1540 CRYPTOGRAPHY
1541 CRYPTANALYSS
1550 COMPUTER SCIENCE
1599 MATHEMATICAL AND STATISCAL STUDENT TRAINEE
1601 GENERAL FACILITIESAND EQUIPMENT
1630 CEMETARY ADMINISTRATION
1640 FACILITY MANAGEMENT
164 PRINTING MANAGEMENT
1670 EQUIPMENT SPECIALIST
1699 EQUIPMENT AND FACILITIESMANAGEMENT STUDENT
TRAINEE
1701 GENERAL EDUCATION AND TRAINING
1710 EDUCATION AND VOCATIONAL TRAINING
1712 TRAINING INSTRUCTION
1715 VOCATIONAL REHABILITATION
1720 EDUCATION PROGRAM
1725 PUBLICHEALTH EDUCATION
1730 EDUCATION RESEARCH
1740 EDUCATION SERVICES
1750 INSTRUCTIONAL SYSTEMS
1799 EDUCATION STUDENT TRAINEE
1801 GENERAL INSPECTION, INVESTIGATION AND
COMPLIANCE
1802 COMPLIANCE, INSPECTION AND SUPPORT
1810 GENERAL INVESTIGATING
1816 IMMIGRATION INSPECTION
1822 MINE SAFETY AND HEALTH
1825 AVIATION SAFETY
1831 SECURITIESCOMPLIANCE
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NH - BUSINESSMANAGEMENT/TECHNICAL MANAGEMENT PROFESSIONAL (cont’)
SERIESNUMBER SERIESTITLE

184 ALCOHOL, TOBACCO AND FIREARMS INSPECTION

1862 CONSUMER SAFETY INSPECTION

1863 FOOD INSPECTION

1864 PUBLIC HEALTH QUARANTINE INSPECTION

1889 IMPORT SPECIALIST

1890 CUSTOMSINSPECTION

1899 INVESTIGATION STUDENT TRAINEE

1910 QUALITY ASSURANCE

1980 AGRICULTURAL COMMODITY

1999 COMMODITY GRADING QUALITY INSPECTION STUDENT

TRAINEE

2001 GENERAL SUPPLY

2003 SUPPLY PROGRAM MANAGEMENT

2010 INVENTORY MAANGEMENT

2030 DISTRIBUTION FACILITIESAND STORAGE MANAGEMENT

2032 PACKAGING

2050 SUPPLY CATALOGING

2099 SUPPLY STUDENT TRAINEE

2101 TRANSPORTATION SPECIALIST

2110 TRANSPORTATION INDUSTRY ANALY SIS

2121 RAILROAD SAFETY

2123 MOTOR CARRIER SAFETY

2125 HIGHWAY SAFETY

2130 TRAFFIC MANAGEMENT

2150 TRANSPORTATION OPERATIONS

2151 DISPATCHING

2152 AIR TRAFFIC CONTROL

2161 MARINE CARGO

2181 AIR CRAFT OPERATIONS

2183 AIRNAVIGATION

2199 TRANSPORTATION STUDENT TRAINEE
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NJ - TECHNICAL MANAGEMENT SUPPORT

SERIESNUMBER

SERIESTITLE

0019 SAFETY TECHNICIAN

0021 COMMUNITY PLANNING TECHNICIAN
0102 SOCIAL SCIENCE AIDE

0181 PSYCHOLOGY AID AND TECHNICIAN

0187 SOCIAL SERVICES

0332 COMPUTER OPERATION

0390 TELECOMMUNICATIONS PROCESSING
0392 GENERAL TELECOMMUNICATIONS

0404 BIOLOGICAL SCIENCE TECHNICIAN

0421 PLANT PROTECTION TECHNICIAN

0455 RANGE TECHNICIAN

0458 SOIL CONSERVATION TECHNICIAN

0459 IRRIGATION SYSTEMS OPERATION

0462 FORESTRY TECHNICIAN

0526 TAX TECHNICIAN

0592 TAX EXAMINING

0620 PRACTICAL NURSE

0621 NURSING ASSISTANT

0622 MEDICAL SUPPLY AIDE AND TECHNICIAN
0640 HEALTH AIDE AND TECHNICIAN

0642 NUCLEAR MEDICINE TECHNICIAN

0644 MEDICAL TECHNOLOGIST

0645 MEDICAL TECHNICIAN

0646 PATHOLOGY TECHNICIAN

0647 DIAGNOSTIC RADIOLOGIC TECHNOLOGIST
0648 THERAPEUTIC RADIOLOGIC TECHNOLOGIST
0649 MEDICAL INSTRUMENT TECHNICIAN
0661 PHARMACY TECHNICIAN

0664 RESTORATION TECHNICIAN

0672 PROSTHETIC REPRESENTATIVE

0675 MEDICAL RECORDS TECHNICIAN

0683 DENTAL LABORATORY AIDE AND TECHNICIAN
0698 ENVIRONMENTAL HEALTH TECHNICIAN
0802 ENGINEERING TECHNICIAN

0809 CONSTRUCTION CONTROL

0817 SURVEYING TECHNICIAN

0818 ENGINEERING DRAFTING

0856 ELECTRONICS TECHNICIAN

0873 SHIPSURVEYING

0895 INDUSTRIAL ENGINEERING TECHNICIAN
0962 CONTACT REPRESENTATIVE

0963 LEGAL INSTRUMENTS EXAMINING

0990 GENERAL CLAIMS EXAMINING

0992 LOSS AND DAMAGE CLAIMS EXAMINING
0995 DEPENDENT AND ESTATES CLAIMS EXAMINING
1016 MUSEUM SPECIALIST AND TECHNICIAN
1152 PRODUCTION CONTROL

1202 PATENT TECHNICIAN

1211 COPYRIGHT TECHNICIAN

PHYS CAL SCIENCE TECHNICIAN
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NJ - TECHNICAL MANAGEMENT SUPPORT

SERIESNUMBER SERIESTITLE

1316

HYDRAULIC TECHNICIAN

1341 METEOROLOGICAL TECHNICIAN

1371 CARTOGRAPHIC TECHNICIAN

1374 GEODETIC TECHNICIAN

1411 LIBRARY TECHNICIAN

1421 ARCHIVES TECHNICIAN

1521 MATHEMATICS TECHNICIAN

1531 STATISTICAL ASSISTANT

1658 LAUNDRY AND DRY CLEANING PLANT MANAGEMENT
1667 STEWARD

1702 EDUCATION AND TRAINING TECHNICIAN

1895 CUSTOM WAREHOUSE OFFICER

2005 SUPPLY CLERICAL AND TECHNICIAN

2135 TRANSPORTATION LOSSAND DAMAGE CLAIMS

2185

AIRCREW TECHNICIAN
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NK - ADMINISTRATIVE SUPPORT
SERIESNUMBER SERIESTITLE
0029 ENVIRONMENTAL PROTECTION ASSISTANT
0085 SECURITY GUARD
0086 SECURITY CLERICAL AND ASSISTANCE
0105 SOCIAL INSURANCE ADMINISTRATOR
0107 HEALTH INSURANCE ADMINISTRTOR
0119 ECONOMICSASSISTANT
0186 SOCIAL SERVICESAIDE AND ASSISTANCE
0189 RECREATION AIDE AND ASSISTANCE
0203 PERSONNEL CLEARANCE AND ASSISTANCE
0204 MILITARY PERSONNEL CLERICAL AND TECHNICIAN
0303 MISCELLANEOUS CLERK AND ASSISTANT
0304 INFORMATION RECEPTIONIST
0305 MAIL AND FILE
0309 CORRESPONDENCE CLERK
0312 CLERK-STENOGRAPHER AND REPORTER
0313 WORK UNIT SUPERVISOR
0318 SECRETARY
0319 CLOSED MICROPHONE REPORTER
0322 CLERK TYPIST
0326 OFFICE AUTOMATION CLERICAL AND ASSISTANCE
0335 COMPUTER CLERK AND ASSISTANCE
0342 SUPPORT SERVICES ADMINISTRATOR
0344 MANAGEMENT AND PROGRAM CLERICAL AND
ASSISTANCE
0350 EQUIPMENT OPERATOR
0351 PRINTING CLERICAL
0356 DATA TRANSCRIBER
0357 CODING
0361 EQUAL OPPORTUNITY ASSISTANCE
0382 TELEPHONE OPERATING
03%4 COMMUNICATIONS CLERICAL
0503 FINANICAL CLERICAL AND ASSISTANCE
0525 ACCOUNTING TECHNICIAN
0530 CASH PROCESSING
0540 VOUCHER EXAMINING
0544 CIVILIAN PAY
0545 MILITARY PAY
0561 BUDGET CLERICAL AND ASSISTANCE
0625 AUTOPSY ASSISTANT
0650 MEDICAL TECHNICIAN
0679 MEDICAL CLERK
0681 DENTAL ASSISTANT
0986 LEGAL CLERICAL AND ASSISTANCE
0998 CLAIMSCLERICAL
1087 EDITORIAL ASSISTANCE
1105 PURCHASING
1106 PROCURMENT CLERICAL AND ASSISTANCE
1107 PROPERTY DISPOSAL CLERICAL AND TECHNICIAN
2001 SALES STORE CLERICAL
2102 TRANSPORTATION CLERK AND ASSISTANT
2131 FREIGHT RATE
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NK - ADMINISTRATIVE SUPPORT (cont’)

SERIESNUMBER SERIESTITLE
2132 TRAVEL
2134 SHIPMENT CLERICAL
2135 TRANSPORTATION LOSSAND DAMAGE CLAIMS
EXAMINING
2144 CARGO SCHEDULING
2154 AIRTRAFFIC ASSISTANCE

112



DoD Operating Procedures as of: 19 February 1999
Army Operating Procedures as of June 18, 1999

APPENDIX B
DEFINITIONS OF CAREER PATHSAND CAREER BROADBAND LEVELS
Career Path: Business Management and Technical Management Professiond

Includes professiond and management positions in science, engineering, and business
management. These poditions often have positive degree requirements.

Level I. Includes student trainees. Education and employment must be part of aforma
student employment program. Specific, clear and detailed ingructions and supervison are
given. Theleve of education and experience completed isamgor consderation in establishing
the leve of on-the-job training and work assgnments.

Level I1. Thisisthe entry or developmenta stage, preparing employees for the full and
independent performance of their work. Specific, clear, and detailed instructions and supervison
are given upon entry; recurring assgnments are carried out independently. Conducts successive
activities with objectives and prioritiesidentified by supervisor or team leader; assstance given
on new or unusud projects or Stuations. Finished work is reviewed to ensure accuracy and
technical soundness.

Level 1. Thisisthe advanced developmental/target career leve of this career path.
Employee plans and carries out assgnments independently; conceives and defines solutions to
highly complex problems, andyzes, interprets, and reports findings of projects; and guides
technical and programmatic work of team membersin comparable junior grades. Completed
work and reports are reviewed for feasbility, compatibility with other work or effectivenessin
meeting requirements or expected results.

Level V. Professondsat thislevel are experts within their functiond aress, heads of
branches or divisons; or key program administrators. Conducts or directs activities or asssts
higher levels on chalenging and innovative program devel opment with only generd guidance on
policy, resources and planning; develops solutions to highly complex problems requiring various
disciplines, respongble for fulfilling program objectives. Results are authoritative and impact
programs or the well-being of substantial numbers of people.

Career Path: Technicd Management Support

Includes nonprofessond positions that support science and engineering activities through
goplication of various skillsin areas such asthe following:  engineering, physica, chemicd,
biologicd and mathematica sciences.

Level I. Thisincludestrainees who develop technica support knowledge through actua
work experience. Performs repetitive tasks using knowledge of standardized procedures and
operations. Receives specific, clear and detailed ingtruction and supervision. Completed work is
reviewed for technica soundness.

Level I1. Techniciansat thislevel require apractical knowledge of standard procedures
inatechnica fidd. Skill in goplying knowledge of basic principles, concepts, and methodology
of occupationa and/or technical methodsis required. Carries out prescribed procedures and
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relies heavily on precedent methods. Work is reviewed for technical adequacy and accuracy, and
adherence to ingructions.

Leve I11. Thisisthe advanced developmenta level of this career path, requiring
extengve training or experience. Work requires some adapting of existing precedents or
techniques. Receives outline of objectives desired and description of operating characteristics
and theory involved. Completed assignments are reviewed for compliance with ingtructions,
adequacy, judgment, and satisfaction of requirements.

Level IV. Techniciansa thisleve are consdered to have professond level knowledge
of aspecific fidd. Receives generd guidance on overdl objectives and resources. Conceives,
recommends, and tests new techniques or methods. Completed work is reviewed for overal
soundness and compliance with overdl project objectives.

Career Path: Adminigrative Support
Includes derical, secretarid and assistant work in nonscientific/engineering occupations.

Level I. Thisincludes student trainees as well as advanced entry leve that requires a
fundamenta knowledge of derica/adminidrative fidd. Developmentad assgnments may be
given which lead to duties at a higher group levd. Performs repetitive tasks, specific, clear, and
detalled ingtruction and supervision; with more experience utilizes knowledge of standardized
procedures and operations. Assistance is given on new or unusua projects. Completed work is
reviewed for technica soundness.

Level II. Thisisthejourney level that requires knowledge of standardized rules,
procedures or operations requiring considerable training. Generd guidanceisreceived on
overdl objectives and resources. Completed assignments may be reviewed for overal soundness
or mesting expected results.

Leve I11. Thisisthe senior leve that requires knowledge of extensve procedures and
operations requiring extensve training. Receives generd guidance on overal resources and
objectives. Skilled in applying knowledge of basic principles, concepts and methodology of
adminigtrative occupation and/or technica methods. Results are accepted as authoritative and
normaly without significant change.
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APPENDIX C
BROADBAND LEVEL DESCRIPTORS

CAREER PATH: (1) BUSINESSMANAGEMENT &
TECHNICALMANAGEMENT PROFESSIONAL

FACTOR: 1. - PROBLEM SOLVING

FACTOR DESCRIPTION: Thisfactor describes/captures personal and organizational problem-solving results.
EXPECTED PERFORMANCE CRITERIA (Applicableto all contributions at all levels):

Work istimely, efficient, and of acceptable quality. Completed work meets projects/programs objectives.
Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be

used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
Level |
?? Performs activities on atask; assists supervisor or other - Scope/I mpact
appropriate personnel.
?? Resolves routine problems within established guidelines. - Complexity/Difficulty
?? Independently performs assigned tasks within area of
responsibility; refers situations to supervisor or other - Independence

appropriate personnel when existing guidelines do not apply.
?? Takesinitiative in determining and implementing appropriate

procedures. - Creativity

Leve Il

?? Plans and conducts functional technical activitiesfor - Scope/l mpact
projects/programs.

?? Identifies, analyzes, and resolves complex/difficult problems. - Complexity/Difficulty

?? Independently identifies and resolves conventional problems
which may require deviations from accepted policies or - Independence
instructions.

?? Adapts existing plans and techniques to accomplish complex o
projects/programs. Recommends  improvementsto the - Creativity

design or operation of systems, equipment, or processes.

Leve 11l

?? Independently defines, directs, or leads highly challenging - Scope/Impact
projects/programs. Identifies and resolves highly complex
problems not susceptible to treatment by accepted methods.

?? Develops, integrates, and implements solutionsto diverse,
highly complex problems across multiple areas and disciplines. | - Complexity/Difficulty

?? Anticipates problems, develops sound solutions and action plans
to ensure program/mission accomplishment.

2? Develops plans and techniques to fit new situationsto improve | - Independence
overall program and policies. Establishes precedentsin o
application of problem-solving technigues to enhance existing - Creativity
processes.

Levd IV

?? Defines, establishes, and directs organizational focus (on - Scope/l mpact

challenging and highly complex project/ programs). Identifies
and resolves hiahly complex problems that cross organizational
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and resolves highly complex problems that cross organizational
boundaries and promulgates solutions. Resolution of problems
requires mastery of the field to devel op new hypotheses or
fundamental new concepts.

Assesses and provides strategic direction for resolution of - Complexity/Difficulty
mission critical problems, policies, and procedures.
Works at senior level to define, integrate, and implement - Independence

strategic direction for vital programs with long-term impact on
large numbers of people. Initiates actionsto resolve major
organizational issues. Promulgates innovative solutions and
methodol ogies. o
Works with senior management to establish new fundamental - Creativity
concepts and criteria and stimulate the devel opment of new
policies, methodologies, and techniques. Converts strategic
goalsinto programs or policies.
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CAREER PATH: (1) BUSINESSMANAGEMENT &
TECHNICALMANAGEMENT PROFESSIONAL

FACTOR: 2. - TEAMWORK/COOPERATION

FACTOR DESCRIPTION: Thisfactor, applicableto all teams, describes/captures individual and organizational
teamwork and cooperation.

EXPECTED PERFORMANCE CRITERIA (Applicableto all contributions at all levels):

Work istimely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster
cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as agroup to derive a single evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS

Level |

??  Workswith othersto accomplish routine tasks - Scope of Team Effort

?? Contributes ideas in own area of expertise. Interacts - Contribution to Team
cooperatively with others.

?? Regularly completes assignments in support of team goals. - Effectiveness

Leve Il

??  Workswith others to accomplish projects/programs. - Scope of Team Effort

?? Uses varied approaches to resolve or collaborate on - Contribution to Team
projects/programsissues. Facilitates cooperative interactions
with others.

?? Guides/supports othersin executing team assignments. - Effectiveness
Proactively functions as an integral part of the team.

Leve Il

?? Workswith othersto accomplish complex projects/programs. - Scope of Team Effort

?? Appliesinnovative approaches to resolve unusual/difficult
issues significantly impacting important policies or programs. - Contribution to Team
Promotes and maintains environment for cooperation and
teamwork.

?? Leadsand guides othersin formulating and executing team
plans. Expertiseis sought by peers. - Effectiveness

Leve IV

?? Leads/guides/mentors workforce in dealing with complex - Scope of Team Effort
problems.

??  Solves broad organizational issues. |mplements strategic plans | - Contribution to Team
within and across organizational components. Ensuresa
cooperative teamwork environment.

?? Leads/guides workforce in achieving organizational goals. - Effectiveness
Participates on high-level teams. |Is sought out for consultation.
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CAREER PATH: (1) BUSINESSMANAGEMENT &
TECHNICALMANAGEMENT PROFESSIONAL

FACTOR: 3.- CUSTOMER RELATIONS

FACTOR DESCRIPTION: Thisfactor describes/captures the effectiveness of personal and organizational
interactions with customers (anyone to whom services or products are provided), both internal (within an assigned
organization) and external (outside an assigned organization).

EXPECTED PERFORMANCE CRITERIA (Applicableto all contributions at all levels):
Work istimely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer
relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised

appropriately.

Descriptorsindicate the type of contribution appropriate for the high end of each level. Descriptorsare not to be
used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the

factor.

LEVEL DESCRIPTORS

DISCRIMINATORS

Level |

?? Independently carries out routine customer requests.

?? Participates as ateam member to meet customer needs.

?? Interacts with customers on routine issues with appropriate
guidance.

- Breadth of Influence
- Customer Needs
- Customer Interaction Level

Level Il

?? Guidesthetechnical/functional efforts of individuals or team
members as they interact with customers.

?? Initiates meetings and interactions with customers to understand
customer needs/expectations.

?? Interactsindependently with customers to conmunicate
information and coordinate actions.

- Breadth of Influence

- Customer Needs

- Customer Interaction Level

Leve Il

?? Guides and integrates functional efforts of individuals or teams
in support of customer interaction. Seeksinnovative approaches
to satisfy customers.

?? Establishes customer alliances, anticipates and fulfills customer
needs, and translates customer needs to programs/projects.

?? Interactsindependently and proactively with customers to
identify and define complex/difficult problems and to develop
and implement strategies or techniques for resolving
program/project problems (e.g., determining priorities and
resolving conflict among customers’ requirements).

- Breadth of Influence

- Customer Needs

- Customer Interaction
Level

Leve IV

?? Leads and manages the organizational interactions with
customers from a strategic standpoint.

?? Worksto assess and promulgate political, fiscal, and other
factors affecting customer and program/project needs. Works
with customer at management levelsto resolve problems
affecting programs/projects(e.g., problems that involve
determining priorities and resolving conflicts among customers’
requirements).

?? Worksat senior level to stimulate customer alliances for
program/project support. Stimulates, organizes, and leads
overall customer interactions.

- Breadth of Influence

- Customer Needs

- Customer Interaction Level
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CAREER PATH: (1) BUSINESSMANAGEMENT &
TECHNICALMANAGEMENT PROFESSIONAL

FACTOR: 4. - LEADERSHIP/SUPERVISION

FACTOR DESCRIPTION: Thisfactor describes/capturesindividual and organizational |eadership and/or
supervision. Recruits, develops, motivates, and retains quality team membersin accordance with EEO/AA and
Merit Principles. Takestimely/appropriate personnel actions, communicates mission and organizational goals; by
example, creates a positive, safe, and challenging work environment; distributes work and empowers team members.

EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at al levels):
Work istimely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes
commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
?? Takesinitiative in accomplishing assigned tasks. - Leadership Role
?? Providesinputs to othersin own technical /functional area. - Breadth of Influence
?? Seeks and takes advantage of developmental opportunities. - Mentoring/Employee
Development
LEVEL Il

?7? Actively contributes as ateam member/leader; providesinsight | - Leadership Role
and recommends changes or solutions to problems.
?? Proactively guides, coordinates, and consults with othersto

accomplish projects. - Breadth of Influence
?? Identifies and pursues individual/team devel opment
opportunities. - Mentoring/Employee
Development
Levd Il
?? Provides guidance to individual s'teams; resolves conflicts. - Leadership Role

Considered a functional/technical expert by othersin the
organization; isregularly sought out by othersfor advice and
assistance.

?? Defines, organizes, and assigns activities to accomplish - Breadth of Influence
projects/programs goals. Guides, motivates, and overseesthe
activities of individuals and teams with focus on
projects/programs issues.

?? Fostersindividual/team development by mentoring. Pursuesor | - Mentoring/Employee

creates training devel opment programs for self and others. Development
LEVEL IV
?? Establishes and/or leads teamsto carry out complex projectsor | - Leadership Role

programs. Resolvesconflicts. Creates climate where
empowerment and creativity thrive. Recognized asa
technical/functional authority on specific issues.

?? Leads, defines, manages, and integrates efforts of several - Breadth of Influence
groups or teams. Ensures organizational mission and program
success.

?? Fosters the development of other team members by providing - Mentoring/Employee
guidance or sharing expertise. Directs assignmentsto Development

encourage employee development and cross-functional growth
to meet organizational needs. Pursues personal professional
development.
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CAREER PATH: (1) BUSINESSMANAGEMENT &
TECHNICALMANAGEMENT PROFESSIONAL

FACTOR: 5.- COMMUNICATION

FACTOR DESCRIPTION: Thisfactor describes/captures the effectiveness of oral/written communications.
EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at al levels):

Work istimely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level.

Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive a single evaluation of the

factor.

LEVEL DESCRIPTORS

DISCRIMINATORS

LEVEL |
?? Communicates routine task status/results as required.

?? Providestimely data and written analyses for input to
management/technical reports or contractual documents.

?? Explains status/results of assigned tasks.

- Level of Interaction
(Audience)
- Written

- Ord

LEVEL Il

?? Communicates team or group tasking results, internally and
externally, at peer levels.

?? Writes, or isamajor contributor to, management/technical
reports or contractual documents.

?? Presentsinformational briefings.

- Level of Interaction
(Audience)
- Written

- Ord

LEVEL Il

?? Communicates project or program resultsto all levels, internally
and externally.

?? Reviewsand approves, or isamajor contributor to/ lead author
of, management reports or contractual documents for external
distribution. Providesinputsto policies.

?? Presents briefings to obtain consensus/approval.

- Level of Interaction
(Audience)
- Written

- Ord

LEVEL IV

?? Determines and communicates organizational positions on
major projects or policiesto senior level.

?? Prepares, reviews, and approves major reports or policies of
organization for internal and external distribution. Resolves
diverse viewpoints/controversial issues.

?? Presents organizational briefingsto convey strategic vision or
organizational policies.

- Level of Interaction
(Audience)
- Written

- Oral
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CAREER PATH: (1) BUSINESSMANAGEMENT &
TECHNICALMANAGEMENT PROFESSIONAL

FACTOR: 6. - RESOURCE MANAGEMENT

FACTOR DESCRIPTION: Thisfactor describes/captures personal and organizational utilization of resources to
accomplish the mission. (Resourcesinclude, but are not limited to, personal time, equipment and facilities, human
resources, and funds.)

EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):
Work istimely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission.
Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS

LEVEL |

?? Uses assigned resources needed to accomplish tasks. - Scope of Responsibility

?? Plansindividual time and assigned resources to accomplish - Planning/Budgeting
tasks.

?? Effectively accomplishes assigned tasks. - Execution/Efficiency

LEVEL Il

?? Plansand utilizes appropriate resources to accomplish project - Scope of Responsibility
goals.

?? Optimizes resources to accomplish projects/programs within - Planning/Budgeting
established schedules.

?? Effectively accomplishes projects/programs goals within - Execution/Efficiency
established resource guidelines.

LEVEL Il

?? Plansand allocates resources to accomplish multiple - Scope of Responsibility
projects/programs.

?? Identifies and optimizes resources to accomplish multiple - Planning/Budgeting
projects/programs goals.

?? Effectively accomplishes multiple projects/programs goals - Execution/Efficiency
within established guidelines.

LEVEL IV

?? Develops, acquires, and allocates resources to accomplish - Scope of Responsibility
mission goal's and strategic objectives.

?? Formulates organizational strategies, tactics, and budget/action | - Planning/Budgeting
plan to acquire and all ocate resources.

?? Optimizes, controls, and manages all resources across - Execution/Efficiency
projects/programs. Develops and integratesinnovative
approaches to attain goals and minimize expenditures.
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CAREER PATH: (2) TECHNICALMANAGEMENT SUPPORT
FACTOR: 1. - PROBLEM SOLVING

FACTOR DESCRIPTION: Thisfactor describes/captures personal and organizational problem-solving.
EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):

Work istimely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility,
adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the

factor.

LEVEL DESCRIPTORS DISCRIMINATORS

LEVEL |

?? Conducts activities on atask; assists supervisors or other - Scope/Impact
appropriate personnel.

?? Resolves routine problems within established guidelines. - Complexity/Difficulty

?? Workswith othersin solving problems with appropriate - Independence
guidance.

?? Takesinitiativein selecting and implementing appropriate - Creativity
procedures.

LEVEL Il

?? Plansand conducts technical activitiesfor projects. - Scope/Impact

?? ldentifies and resolves non-routine technical problems utilizing | - Complexity/Difficulty
established patterns and methods.

?? ldentifies and resolves problems; adapts accepted policies, - Independence
procedures, or methods with moderate guidance. o

?? Adapts existing plans and techniques to accomplish projects. - Creativity

LEVEL I

?? Plans and conducts challenging and difficult technical activities | - Scope/lmpact
for projects/programs.

?? Develops, integrates, and implements sol utions to complex - Complexity/Difficulty
problems on projects/programs.

?? ldentifies problems; develops solutions and action plans with - Independence
minimal guidance. o

?? Develops plans and techniques to fit new situations. - Creativity

LEVEL IV

?? ldentifies and resolves complex problems that may cross - Scope/Impact
functional/technical boundaries and promul gates solutions.

?? Develops, integrates/implements sol utions to diverse, complex
problems which may cross multiple projects/programs or - Complexity/Difficulty
functional/technical areas.

?? Independently resolves and coordinates technical problems
involving multiple projects/programs. - Independence

?? Develops plans and techniques to fit new situations and/or to o
address issues that cross technical/functional areas. - Creativity
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CAREER PATH: (2) TECHNICALMANAGEMENT SUPPORT

FACTOR: 2.- TEAMWORK/COOPERATION

FACTOR DESCRIPTION: Thisfactor describes/capturesindividual and organizational teamwork and cooperation.
EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):

Work istimely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster
cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be

used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
??  Works with othersto accomplish routine tasks. - Scope of Team Effort
?? Contributesideasin own area of expertise. Interacts - Contribution to Team
cooperatively with others.
?? Regularly completes assignments in support of team goals. - Effectiveness
LEVEL I
?? Works with othersin accomplishing projects. - Scope of Team Effort
?? Contributesideasin own area of expertise. Facilitates - Contribution to Team
cooperative interactions with others.
?? Supports others in executing team assignments. Proactively - Effectiveness
functions as an integral part of the team.
LEVEL Il
?7?  Workswith others to accomplish complex projects/programs. - Scope of Team Effort
?? Guides othersto resolve or collaborate on complex
projects/programs issues. Promotes cooperative interactions - Contribution to Team
with others.
?? Integratestechnical expertise and guides activities to support
team accomplishment. - Effectiveness
LEVEL IV
?? Leadsothersto accomplish complex projects and programs. - Scope of Team Effort
?? Appliesinnovative approaches to resolve unusual/difficult
technical/management issues. Promotes and maintains - Contribution to Team
environment for cooperation and teamwork.
?? Leadsand guides othersin formulating and executing team
plans. Expertiseis sought by others.
- Effectiveness
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CAREER PATH: (2) TECHNICALMANAGEMENT SUPPORT
FACTOR: 3.- CUSTOMER RELATIONS

FACTOR DESCRIPTION: Thisfactor describes/captures the effectiveness of personal and organizational
interactions with customers (anyone to whom services or products are provided), both internal (within an assigned
organization) and external (outside an assigned organization).

EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):
Work istimely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer
relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised

appropriately.

Descriptorsindicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
?? Assists customer support activities. - Breadth of Influence
?? Participates as ateam member to meet customer needs. - Customer Needs
?? Interacts with customers on routine issues with appropriate - Customer Interaction Level
guidance.
LEVEL Il
?? Actively participates with others to satisfy customer requests. - Breadth of Influence
?? Interacts with customersto respond to customer
needs/expectations. - Customer Needs
?? Interacts with customers to communicate information and
coordinate action. - Customer Interaction Level
LEVEL Il
?? Guidesthe technical efforts of individuals or teams as they - Breadth of Influence
relate with customers. Deviates from standard approaches when
necessary.

?? Initiates meetings and interactions with customers to understand | - Customer Needs
customer needs/expectations.

?? Interacts independently and proactively with customers to - Customer Interaction Level
identify/define problems and to implement solutions.

LEVEL IV

?? Leadsand coordinates technical efforts of individuals or teams | - Breadth of Influence

in support of customer interactions. Developsinnovative
approaches to satisfy customers.

?? Establishes customer alliances; anticipates and fulfills customer | - Customer Needs
needs and translates customer needs to projects/programs.
Organizes and |eads customer interactions.

?? Interacts proactively with customersto identify and define
complex/controversial problems and to develop and implement | - Customer Interaction Level
strategies or techniques for resolving projects/programs i Ssues.
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CAREER PATH: (2) TECHNICALMANAGEMENT SUPPORT
FACTOR: 4. - LEADERSHIP/SUPERVISION

FACTOR DESCRIPTION: Thisfactor describes/capturesindividual and organizational |eadership and/or
supervision. Recruits, develops, motivates, and retains quality team membersin accordance with EEO/AA and
Merit Principles. Takes timely/appropriate personnel actions, communicates mission and organizational goals; by
example, creates a positive, safe, and challenging work environment; distributes work and empowers team members.

EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):
Work istimely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes
commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive a single evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS

LEVEL |

?? Takesinitiativein accomplishing assigned tasks. Asksfor - Leadership Role
assistance as appropriate.

?? Providesinput to othersin technical /functional area. - Breadth of Influence

?? Seeks and takes advantage of developmental opportunities. - Mentoring/Employee

Development

LEVEL Il

?? Actively contributes as team member; takesinitiative to - Leadership Role
accomplish assigned projects.

?? Consults and coordinates with others to compl ete projects - Breadth of Influence
within established guidelines.

?? Identifies and pursuesindividual /team developmental - Mentoring/Employee
opportunities. Development

LEVEL Il

?? Actively contributes as team member or leader. Recognized for - Leadership Role
functional/technical expertise.

?? Defines, organizes, and assigns activities to accomplish goals. - Breadth of Influence
Guides, motivates and oversees others in accomplishing
projects/programs.

?? Promotes developmental opportunities for self and team. - Mentoring/Employee
Advises othersto seek specific training. Development

LEVEL IV

?? Provides guidance to individual s'teams; resolves conflicts. - Leadership Role
Serves as subject matter expert.

??  Guides, motivates, and oversees multiple complex - Breadth of Influence
projects/programs.

?? Directs assignments to encourage employee development and | - Mentoring/Employee
cross-technical/functional growth to meet organizational needs. | Development
Pursues self-devel opment.
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CAREER PATH: (2) TECHNICALMANAGEMENT SUPPORT

FACTOR: 5.- COMMUNICATION

FACTOR DESCRIPTION: Thisfactor describes/captures the effectiveness of oral/written communications.
EXPECTED PERFORMANCE CRITERIA (Applicableto all contributions at all levels):

Work istimely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level.
Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be

used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
?? Communicates routine task/status/results as required. - Level of Interaction
(Audience)
?? Provides data and accurate draft documentation of assigned - Written
tasks for input to reports or documents.
?? Explains status/results of assigned tasks. -Oral
LEVEL Il
?? Communicates team or group project status/results at equivalent | - Level of Interaction
levels within the agency. (Audience)
??  Writes segments of management/technical reports or - Written
documents.
?? Communicates group/team results. -Oral
LEVEL Il
?? Communicates projects/programs status/results to management. | - Level of Interaction
?? Consolidatesinput and writes management/technical (Audience)
reports/documents for projects/programs. - Written
?? Presents projects/programs briefings.
- Oral
LEVEL IV
?? Determines and communicates projects/programs positions at - Level of Interaction
senior levels. (Audience)
?? Prepares, reviews, and approves management/technical reports | - Written
for internal and external distribution.
?? Presents projects/programs briefings to obtain -Oral
consensus/approval. Represents the organization as technical
subject matter expert.
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CAREER PATH: (2) TECHNICALMANAGEMENT SUPPORT
FACTOR: 6. - RESOURCE MANAGEMENT

FACTOR DESCRIPTION: This factor describes/captures personal and organizational utilization of resources to accomplish the
mission.

EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):
Work istimely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility,
adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be used
individually to assess contributions, but rather are to be taken as a group to derive a single evaluation of the factor.

LEVEL DESCRIPTORS DISCRIMINATORS

LEVEL |

?? Usesassigned resources to accomplish tasks. - Scope of Responsibility

?? Plansindividual time to accomplish tasks. - Planning/Budgeting

?? Effectively accomplishes assigned tasks with appropriate - Execution/Efficiency
guidance.

LEVEL Il

?? ldentifies and uses resources appropriately to accomplish - Scope of Responsibility
projects.

?? Plans resources to achieve task schedules. - Planning/Budgeting

?? Independently accomplishes assigned tasks. - Execution/Efficiency

LEVEL Il

?? Plansand utilizes appropriate resources to accomplish - Scope of Responsibility
projects/programs.

?? Optimizes resources to accomplish projects within established | - Planning/Budgeting
milestones.

?? Effectively accomplishes projects/programs within established | - Execution/Efficiency
resource guidelines.

LEVEL IV

?? Plansand allocates resources to accomplish multiple - Scope of Responsibility
proj ect/program goals.

?? Identifies and optimizes resources to accomplish multiple - Planning/Budgeting
proj ect/program goals.

?? Effectively accomplishes multiple project/program goals within | - Execution/Efficiency
established thresholds. Develops innovative approaches to
attain goals and minimize resource expenditures.
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CAREER PATH: (3) ADMINISTRATIVE SUPPORT

FACTOR: 1. - PROBLEM SOLVING

FACTOR DESCRIPTION: Thisfactor describes/captures personal and organizational problem solving.
EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):

Work istimely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility,
adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be

used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
?? Conducts activities on a segment of atask. Assists supervisor - Scope/Impact
or other appropriate personnel.
?? Applies standard rules, procedures, or operations to resolve - Complexity/Difficulty
routine problems.
?? Independently carries out routine tasks. - Independence
?? Takesinitiative in selecting and implementing appropriate - Crestivity
procedures.
LEVEL Il
?? Plans and conducts administrative activities for projects. - Scope/Ilmpact
?? Develops, modifies, and/or applies rules, procedures, or - Complexity/Difficulty

operations to resolve problems of moderate
complexity/difficulty.

?? Independently plans and executes assignments; resolves - Independence
problems and handles deviations. o

?? ldentifies and adapts guidelines for new or unusual situations. - Creativity

LEVEL Il

?? Plansand conducts complex administrative activities. - Scope/I mpact

?? Develops rules, procedures, or operations for complex/difficult | - Complexity/Difficulty
organizational tasks.

?? Identifiesissues and determines approaches and methods to - Independence
accomplish tasks. Initiates effective actions and resolves related
conflicts. o

?? ldentifiesissues requiring new procedures and develops - Creativity

appropriate guidelines.

128



DoD Operating Procedures as of: 19 February 1999
Army Operating Procedures as of June 18, 1999

CAREER PATH: (3) ADMINISTRATIVE SUPPORT

FACTOR: 2. - TEAMWORK/COOPERATION

FACTOR DESCRIPTION: Thisfactor describes/capturesindividual and organizational teamwork and cooperation.
EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):

Work istimely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster
cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the highend of each level. Descriptors are not to be

used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
?? Workswith others to accomplish routine tasks. - Scope of Team Effort
?? Contributesideas on routine procedures. Interacts cooperatively | - Contribution to Team
with others.
?? Regularly completes tasksin support of team goals. - Effectiveness
LEVEL Il
??  Workswith othersto accomplish tasks. - Scope of Team Effort
?? Resolves administrative problems; facilitates cooperative - Contribution to Team
interactions with others.
?? Guides others and coordinates activitiesin support of team - Effectiveness
goals. Proactively functions as an integral part of the team.
LEVEL Il
??  Works with others on complex issues/problems that may cross | - Scope of Team Effort
functional areas.
??  Applies expertise in resolving complex administrative issues. - Contribution to Team
Promotes and maintains environment for cooperati on/teamwork.
Sets tone for internal/external cooperation.
?? Leads and guides othersin formulating and executing plansin
support of team goals. - Effectiveness
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CAREER PATH: (3) ADMINISTRATIVE SUPPORT
FACTOR: 3.- CUSTOMER RELATIONS

FACTOR DESCRIPTION: Thisfactor describes/captures the effectiveness of personal and organizational
interactions with customers (anyone to whom services or products are provided), both internal (within an assigned
organization) and external (outside an assigned organization).

EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):

Work istimely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer
relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised
appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
?? Assists customer support activities. - Breadth of Influence
?? Meetsroutine customer needs. - Customer Needs
?? Interacts with customers on routine issues within specific - Customer Interaction Level
guidelines.
LEVEL Il
?? Guidesthe administrative efforts of individual s or team - Breadth of Influence

members as they interact with customers.
?? Independently interacts with customers to understand customer | - Customer Needs
needs/expectations.

?? Interactsindependently with customers to communicate - Customer Interaction Level
information and coordinate actions.

LEVEL Il

?? ldentifies, defines, and guides administrative effortsin support | - Breadth of Influence

of customer interactions; coordinates and focuses activitiesto
support multiple customers.
?? Establishes customer alliances and translates needs to customer | - Customer Needs
service.
?? Worksindependently with customers at all levelsto define - Customer Interaction Level
services and resolve non-routine problems.
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CAREER PATH: (3) ADMINISTRATIVE SUPPORT
FACTOR: 4. - LEADERSHIP/SUPERVISION

FACTOR DESCRIPTION: Thisfactor describes/capturesindividual and organizational |eadership and/or
supervision. Recruits, develops, motivates, and retains quality team members in accordance with EEO/AA and
Merit Principles. Takes timely/appropriate personnel actions, communicates mission and organizational goals; by
example, creates a positive, safe, and challenging work environment; distributes work and empowers team members.

EXPECTED PERFORMANCE CRITERIA (Applicableto all contributions at all levels):
Work istimely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes
commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
?? Takesinitiative in accomplishing assigned tasks. Asksfor - Leadership Role
assistance as appropriate.
?? Providesinput in administrative/functional area. - Breadth of Influence
?? Seeks and takes advantage of developmental opportunities. - Mentoring/Employee
Development
LEVEL I
?? Actively contributes as team member or leader; takesinitiative - Leadership Role
to accomplish assigned projects.
?? Guides othersin accomplishing projects. - Breadth of Influence
?? Identifies and pursues individual/team developmental - Mentoring/Employee
opportunities. Development
LEVEL 1l
?? Provides guidance to individual s'teams; resolves conflicts. - Leadership Role
Expertise solicited by others.
?? Guides and accounts for results or activities of individuals, - Breadth of Influence
teams, or projects.
?? Promotesindividual/team devel opment; leads devel opment of - Mentoring/Employee
training programs for self and others. Development
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CAREER PATH: (3) ADMINISTRATIVE SUPPORT

FACTOR: 5.- COMMUNICATION

FACTOR DESCRIPTION: Thisfactor describes/captures the effectiveness of oral/written communications.
EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):

Work istimely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level.
Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptorsare not to be

used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS
LEVEL |
?? Communicates routine task/status results as required. - Level of Interaction
(Audience)
?? Writes timely and accurate draft documentation. - Written
?? Explains status/results of assigned tasks. - Oral
LEVEL Il
?? Interprets and communicates administrative procedures within - Level of Interaction
immediate organi zation. (Audience)
?? Prepares, coordinates, and consolidates documents, reports, or - Written
briefings.
?? Communicates/presents internal administrative/functional -Oral
procedures and tasks internally and externally.
LEVEL 11l
?? Develops and advises on administrative procedures and - Leve of Interaction
communicates them to al levels, both internally and externally. (Audience)
?? Prepares, reviews, and/or approves documents, reports, or
briefings. - Written
?? Explainsand/or communicates administrative/functional
procedures at all levels. - Oral
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CAREER PATH: (3) ADMINISTRATIVE SUPPORT
FACTOR: 6. - RESOURCE MANAGEMENT

FACTOR DESCRIPTION: This factor describes/captures personal and organizational utilization of resourcesto
accomplish the mission. (Resources include, but are not limited to, personal time, equipment and facilities, human
resources, and funds.)

EXPECTED PERFORMANCE CRITERIA (Applicableto al contributions at all levels):
Work istimely, efficient, and of acceptable quality. Available resources are utilized effectively to accomplish
mission. Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level. Descriptors are not to be
used individually to assess contributions, but rather are to be taken as a group to derive asingle evaluation of the
factor.

LEVEL DESCRIPTORS DISCRIMINATORS

LEVEL |

?? Usesassigned resources to accomplish tasks. - Scope of Responsibility

?? Plansindividual time and assigned resources to accomplish - Planning/Budgeting
tasks.

?? Effectively accomplishes assigned tasks. - Execution/Efficiency

LEVEL Il

?? ldentifies and uses resources to accomplish projects. - Scope of Responsibility

?? Plansresources to achieve project schedules. - Planning/Budgeting

?? Effectively accomplishes projects within established resource - Execution/Efficiency
guidelines.

LEVEL Il

?? Plans, acquires, and allocates resources to accomplish - Scope of Responsibility
objectives.

?? Coordinates resources across projects. - Planning/Budgeting

?? Optimizes resource utilization across projects. - Execution/Efficiency
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APPENDIX D
NAME: Appraisal Period: From:
SSAN:
. To:
Location:
Cigattizauott. Series: Career Path/Broadband level:
PART I Discuss evaluation with employee and obtain signatureconfirming discussion. Signature of employee does not congtitute
agreement with CCAS appraisal.
Overall Contribution Score:
Pay Pool Manager Date
Signature
Supervisor Signature Date
Employee Signature Date
EMPLOYEE SALARY CONTRIBUTION PAY COMPARISON CHART:
Employee'sCurrent Rateof BasePay  $
Generd Pay Increase Received $ %

Amount of Contribution Rating Increase $

Employee' s New Rate of Basic Pay $

Contribution Award $

Page 1
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PART II

Supervisor Assessment

Instruction: Provide narrative comments regarding employee's contribution
against each factor during the current year and a score for each factor.

Problem Solving:
V-1

Teamwork/Cooperation:

&

Customer Relations:
&

Leadership/Supervision:

&

Communications:
&5

Resource Management:

&

Factor
Weight:

Factor
Score:

Weighted
Score:

Counseling

Initial

Mid-Point

Additional

Signature and Date

Date

Employee' s Initials

Supervisor’s Initials

Page 4
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PART Il Employee Self Assessment

Instruction: Provide narrative comments regarding your contribution against each contribution
factor during the current year.

Problem Solving:
V.4

Teamwork/Cooperation:
&

Customer Relations:
&

Leadership/Supervision:
&

Communications:
&

Resource Management:
&5

Factor
Weight:

Counseling Initial Mid-Point

Additional

Date

Employee’sinitials

Employee signature  Date Supervisor'sInitials

Page 3
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The Contribution-based Compensation and Appraisal System (CCAS) uses sets of factor
descriptors and key elements to annually assess the employee’s level of contribution to the
organization. Based on the assessment, the broadband level and salary are reviewed and
appropriately adjusted. The CCAS Appraisal Form is a three-part form which documents the
annual evaluation of an employee’s contribution. Part | of this form is a summary CCAS
assessment, Part Il is the supervisor's assessment of each factor, and Part Ill is the employee’s
self-assessment with regard to each evaluation factor.

INSTRUCTIONS FOR COMPLETING CCAS SALARY APPRAISAL FORM
Part Il

Starting about 1 September of each year, the supervisor provides each employee with a copy of
Part Ill, Employee Self Assessment, and requests the employee complete a self-assessment
which will be returned to the supervisor not later than 5 October.

The employee provides a bulletized description of his/her contribution against each of the
evaluation factors. Additional pages of narrative may be added to the form by the employee as
(s)he deems necessary. The employee signs and dates Part Il and provides the original copy
to the supervisor.

The supervisor will discuss this input directly with the employee between 5 and 30 October to
clarify any potential discrepancy, disagreement, and/or misunderstanding.

Part Il

After receiving Part 11l from the employee, the supervisor completes a draft of Part Il, Supervisor
Assessment, for each employee. The draft assessment is completed not later than 30 October.

The draft assessment is the basis for discussions during the annual pay pool meeting which is
held prior to 10 November. The Pay Pool Manager (PPM) receives recommendations for pay
adjustments from the supervisors assigned to the pay pool. After internal discussions and
agreement within the pay pool, results are submitted to the PPM for approval. Upon approval,
supervisors formalize Part Il, Supervisor Assessment, including completion of the factor scores
and weighted values (factor score times corresponding factor weight). Completion of Part Il will
be accomplished not later than 15 November. The completed form becomes the basis for
discussion with each employee on management’s assessment of annual contribution.

Part |

Part I, Summary Evaluation, is completed by 30 November. Part | is a computer generated form
that is produced for each employee and contains the overall contribution score and space for
the signature of the PPM, the supervisor, and the employee. The overall contribution score
shown in Part | is an average of the sum of the weighted scores for the factors as determined in
Part Il. The signatures of the PPM and the supervisor will be completed before presentation of
the form to the employee. After discussing the evaluation with the employee, the employee will
be asked to sign the form indicating that copy of the evaluation was provided to him or her. If
the employee refuses to sign the form, the form will be appropriately annotated by the
supervisor.

Upon completion of the employee-supervisor discussion and signatures on Part | of the form, a
copy of all parts of the form will be given to the employee and one copy will be retained in the
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Supervisor's Record of Employee. The original of Part | will be maintain in accordance with
agency procedures.

Army Appendix D, Insructionsfor Completing CCAS Salary Appraisal Form.

1. Theorigind of Part | will be maintained consstent with agency procedures. The intent is
that thisform isal the required documentation for contribution and award payot.

2. No additiona documentation will be required for awards. What is written on the gppraisal
form will suffice

Starting on the next page is a stand-alone document that can be used to
provide information and quidance on the CCAS Salary Appraisal Form.
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Army Appendix D
Contribution-based Compensation and Appraisal System
(CCAS

This gppendix introduces and briefly explains the new Contributionbased Compensation and
Appraisa System. It provides examplesfor rating officids and employeesto follow in preparing
the new forms. Policy on the Contributionbased Compensation and Appraisal System isin the
Federd Register Notice dated January8, 1999, and in the DoD/Army Operating Procedures,
dated XX XX/XXXXX, Chapter 6.

CONTENTS

SECTION | - GLOSSARY - DEFINITIONS OF TERMS

SECTION Il - OVERVIEW

SECTION Il1- COMPENSATION ELIGIBILITY AND SALARY ADJUSTMENT
SECTION IV — PERFORMANCE AND CONTRIBUTION

SECTION YV - INITIAL COUNSELING AND MID-POINT REVIEW

SECTION VI — AWARDS

SECTION VII - EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION
OBLIGATIONS FOR SUPERVISORS

SECTION VIII - LEADERSHIP OBLIGATIONS OF CONTRIBUTION MANAGEMENT
SECTION IX — RESPONSIBILITIESAND ROLE OF THE RATEE

SECTION X —INADEQUATE CONTRIBUTION, DEALING WITH INDIVIDUAL
CONTRIBUTION PROBLEMS

SECTION XI —EXAMPLES OF COMPLETED CCAS SALARY APPRAISAL FORM
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SECTION |. GLOSSARY

APPROPRIATELY COMPENSATED REGION. The appropriately compensated region is
the area on or between the upper and lower rails of the norma pay range. Under CCAS, an
employee whose sdary versus OCS plots within this region must receive the full generd pay
increase, may receive a contribution rating increase, and may receive a contribution award.

BROADBAND LEVEL. A broadband levd isa pay range derived from the General Schedue
pay rates.

CAREER PATH. One of three categories that an employee is placed in which corresponds to
the employee’ s occupational series currently held.

CONTRIBUTION. A mgor god or related short-term goas to be achieved during the current
rating period that contribute to mission accomplishment. Contribution objectives should be
written as objectively as feasible (e.g. to include timeframe, dlocated resources, legd/regulatory
compliance requirements) and should be of such significance that failure to make satisfactory
progress or complete the contribution objective or group of related objectives for reasons within
the employee's control could result in the employee's remova from the position.

CONTRIBUTION AWARD. A lump-sum payment based upon an individud’ s contribution to
the mission of the organization. This award does not affect base sdary.

CONTRIBUTION-BASED COMPENSATION AND APPRAISAL SYSTEM (CCAS).
CCAS s a contribution-based assessment system that links sdlary adjustments to the individud’s
overdl contribution to the organization’s misson.

CONTRIBUTION-BASED COMPENSATION AND APPRAISAL SYSTEM (CCAS)
SALARY APPRAISAL FORM PART I. Theform used in CCAS to document the Overdl
Contribution Score for the rating period, and any sdary adjustments and contribution award.

CONTRIBUTION-BASED COMPENSATION AND APPRAISAL SYSTEM (CCAYS)
SALARY APPRAISAL FORM PART Il (Supervisor Assessment). Theform used in CCAS
to record results of contribution counsding sessions (initid and midpoint) and to record the

rating officid’ s assessment of the leve of the employee' s contribution for each factor.

CONTRIBUTION-BASED COMPENSATION AND APPRAISAL SYSTEM (CCAYS)
SALARY APPRAISAL FORM PART Il (Employee Self-Assessment). Theformused in
CCAS to record results of contribution counsgling sessons (initid and midpoint). The
counsdling documented on the form should set forth specific contribution goa's (work
expectations and professiond development plans and describe results of progress reviews of
contributions and status of training) as agreed to between the rating officid and ratee. At the end
of the rating period, September 30 of each year, the ratee will usethe CCAS Sday Apprasa
Form Part I11 to document his’her contribution againgt each of the evauation factors on the form.
The information documented on the CCAS Sdlary Appraisa Form Part 111, coupled with the
project’ s factors and ratee’ s Position Requirements Document (PRD), serves as the Performance
Pan defined in 5 CFR 430.

CONTRIBUTION IMPROVEMENT PLAN (CIP). The contribution improvement planisa
document issued by therating officid that outlines specific areasin which the employeeis
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inadequately contributing. This document states how the employee' s contribution is inadequate;
what improvements are required; recommendations on how to achieve increased contribution;
assistance that the agency will offer to the employee in improving inadequate contribution; and
the consequence of failure to improve.

CONTRIBUTION RATING INCREASE (CRI). A contribution rating increase is a base
sdary increase based upon an individud’ s contribution to the misson of the organization.

DAYS. Cdendar days.

DESCRIPTORS. Destriptors are narrative statements that describe contributions typica for the
broadband levels a increasing levels of contribution, and are the basis for contribution

assessment. Descriptors are not used individually to assess contributions but taken asawhole to
derive asingle evauation for each factor.

DISCRIMINATORS. Various categories in which an employee s contribution is assessed.
Discriminators for each factor are the same for dl career paths and al broadband levels.

EXPECTED RATING. The expected rating isarating derived by use of the employee'slast
OCSto plot a scatter diagram (chart) assuming the employee' s performance continued exactly as
it wasin the previous rating period, i.e., the dot on the plot movesin direct relaion to the
gandard pay line. In instances where no previous rating exists, the expected rating is derived by
plotting slary in relation to the SPL for that employee’s career path and broadband levd.

FACTORS. Factorsarethe basisfor assessng contributions. The same six factors (problem
solving, teamwork/cooperation, customer relations, leadership/supervison, communicetion,
resource management) apply to al career paths.

FEEDBACK. Feedback is communication between the rating official and employee about the
employee' s contribution during the gppraisa cycle. Feedback should focus onthe employee’'s
strengths and wesknesses in areas of contribution to the organization’s mission, professiona
development, and career development activities.

GENERAL SCHEDULE PAY INCREASE. The Genera Schedule pay increase dlowsfor a
percentage increase to the Generd Schedule, as authorized by Congress and the President each
year.

INADEQUATE CONTRIBUTION. Anemployeeisconsdered to be inadequatdy
contributing if hisher contribution in any factor is a or less than the midpoint of the next lower
broadband level (or afactor score of zero for broadband level | employees). Additionally, when
an employee' s contribution plots in the area above the upper rail of the norma pay range, the
employee is considered to be contributing inadequately.

INAPPROPRIATELY COMPENSATED ABOVE THE RAILS. Thisregionisthe area
above the upper rail of the normal pay range. Under CCAS, an employee whose salary versus
OCS plotswithin this region could be denied part or al of the generd pay increase and will
receive no contribution rating increase or contribution award.

INAPPROPRIATELY COMPENSATED BELOW THE RAILS. Thisregionisthe area
below the lower rail of the norma pay range. Under CCAS, an employee whose sdary versus
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OCS plots within this region mus receive the genera pay increase, may receive a contribution
rating increase, and may receive a contribution award.

LOWER BROADBAND LEVEL. Thelower broadband leve is one whose
maximum rate of pay isless than the maximum rate of pay of the employees current
broadband levd.

LOWER RAIL. Thecurved linethat isbeow the standard pay line (SPL) by an 8 percent
difference in sdary from the SPL throughout the OCS range. It is used to define the lower
bound of the NPR.

MIDPOINT REVIEW. Reviews of the ratee's achievements compared with documented
expectations and professona development plans that take place at least around the midpoint of
the rating period. Midpoint reviews are to be documented on the CCAS Sdary Appraisal Form
Part [11.

NORMAL PAY RANGE (NPR). Thenorma pay range is the region bounded by the upper
and lower rals.

OBJECTIVE. A mgor god or related short-term gods to be achieved during the current rating
period that contribute to misson accomplishment. Objectives should be written as objectively as
feasble (e.g. to include timeframes, alocated resources, lega/regulatory compliance
requirements) and should be of such significance that failure to make satisfactory progress or
complete the objective or group of related objectives for reasons within the employee's control
could result in the employees remova from the position.

OVERALL CONTRIBUTION SCORE (OCS). Theoverdl contribution score (OCS) isa
numerica vaue which represents the employee s contribution to the misson of the organization.
It is computed by averaging the scores of the Six contribution factors.

PAY POOL. A group of employees among whom a certain amount of salary increase and
award money isdistributed. Each participant in the demonstration project is amember of only
one pay pool.

PAY POOL PANEL. The pay pool pand, which includes the pay pool manager and rating
officias (who normaly report directly to the pay pool manager), conducts afind review of the
OCSs and the recommended compensation adjustments for the pay pool members.

PAY POOL MANAGER. The manager of the pay pool who has annud pay adjustment
authority.

POSITION REQUIREMENTS DOCUMENT (PRD). The position requirements document
for each employee provides job- specific information, broadband level descriptors, and other
information pertinent to the job, including staffing requirements and contribution expectations.
Thisone- or two- page document replaces the current agency-devel oped position description
form.

RAILS (UPPER AND LOWER). Theralsarelines+/-8.0 percent in sdary from the sandard
pay line and define the norma pay range.
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RATEE. Theemployeewho isbeing rated.

RATING OFFICIAL. Theraing officid istheindividua who formaly rates or gppraisesthe
employee for the annud rating of record. Normdly, thiswill be the firg-level supervisor. The
terms “rating offidd” and “firg-level supervisor” are frequently used interchangeably in this
document.

RATING OF RECORD. Therating of record isthe officid rating thet is entered into the
employee' sofficid personnd file (or data base) to include the overdl contribution score, sdary
adjustment, and contribution award assgned to the annua gppraisa.

RATING PERIOD. The period of time, normaly 1 year but not less than 180 days under an
approved plan, for which the employee receives awritten contribution gppraisa. The CCAS
rating period starts October 1 and ends September 30 of the following year.

RELATIVE SCORE (RS). Therdative scoreisamessure of the relative distance of an
employee' ssdary from the SPL. The relaive score may be used to ensure equitable distribution
of funds. Relative scores may be caculated asfollows:

Relative score % = [(Current base sdlary caculated for employee’ s OCS minus SPL) divided by
SPL sdary caculated for employee’ s OCS multiplied by 100.

RS= [(Current base salary) — (SPL)/SPL] * 100.

SAME BROADBAND LEVEL. The same broadband leve is one that has no higher or lower
maximum rate of pay than the maximum rate of pay of the employee's current broadband level.

SPECIAL CIRCUMSTANCESFOR PROVIDING A RATING OF RECORD. Certain
employees cannot be eva uated readily by the normal CCAS appraisa process due to specid
circumstances that take the individua away from normal duties or duty station (e.g., long-term
ful-time training, active military duty, extended sick leave, leave without pay, €tc.).

STANDARD PAY LINE (SPL). The standard pay line isamathematical relationship between
contribution and sdlary. The standard pay line tracks from the lowest pay, GS-1/1, to the highest
pay, GS-15/10. It isincreased annudly in accordance with the Generd Schedule pay increase.

SUPERVISOR. Thefirg-leve supervisor isusudly the individud who formally retes or
appraises the employee for the annual contribution assessment (rating of record). The terms
“rating officd” and “fird-level supervisor” are frequently used interchangeably in this
document.

UPPER RAIL. Thecurved linethat is above the SPL by an 8 percent differencein sdary from
the SPL throughout the OCSrange. It is used to define the upper bound of the NPR.

WEIGHTS. Weights are valuesfrom 0.5 to 1.0 that may be used to define the rdative
importance of the factors.
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The purpose of the Contribution-based Compensation and Appraisal System (CCAS) is
to provide an equitable and flexible method for appraising and compensating the DoD
acquisition workforce. CCAS will corrdate individua compensation to organizationd misson
contribution. CCAS dlows for more employee involvement in the performance gppraisal
process, increases communication between supervisors and employees, promotes a clear
accountability of contribution by each employee, facilitates employee progression tied to
organizationa contribution, and provides an understandable basis for sdlary changes. The

following figure shows the CCAS Process.

CCASProcess

Pay Pool
Manager/Panel
Annual Planning

Rating official notifies
employee of

1) career path and
broadband level,
factor weights
discriminators,
descriptors,

and

$$$
Employee
Prepares
Summary of
Contributions

Pay adjustment
effective 1st

pay period
in January

Rating official
Places employees in
contrib. matrix

Pay pool panel
determines
final OCS and

Rating official
communicates

final OCS,factor
scores, and pay

adjustments to
employee.

2) overall contribution
score’s (OCS) which

Informal, frequent
communication between
rating official and

employee
throughout the year

correspond to
Emplovee’s pay

SEP OCT JAN APR SEP OCT

Beginning of Cycle End of Cycle

All employees are rated for a 12-month period, beginning October 1 and ending
September 30 of the subsequent year. 1f on September 30, the employee has served for less than
ax months, the rating officid will wait for the subsequent annud cydle to assess the employee.
The rating period will be the employee’ s effective date through September 30 of the following
yedr, e.g., effective date was June 1, 1999, and the rating period would be June 1, 1999, through
September 30, 2000. The CCAS pay-outs will be the first pay period in January 2001.

Employees who move between pay pools within the demongtration project and has served
less than six months in the new pay pool as of September 30 will receive arating of record which
is an expected OCS in the new pay pool for that rating period. Employees who move from a pay
pool between September 30 and the subsequent payout will receive an OCS and the payout from
the former pay pool.
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Employees who are new hire or trandfer into the demondtration with less than Sx months
to the end of the rating period will be considered to be in parity with hisher current pay until an
officia written contribution appraisa is rendered. These new hire/transferred employees will not
be rated that year but will receive the full amount of any Generd Pay Increase. Depending upon
the time the employee is hired/transferred, the initid CCAS gppraisal can occur up to 18 months
after employment or trandfer.

When an employee cannot be evauated readily by the normal CCAS gppraisal process
due to specid circumstances that take the individua away from norma duties or duty ation
(e.g., long-term full-time training, active military duty, extended sick leave, leave without pay,
etc), therating officia will document the specid circumstances on the CCAS Sdary Apprasa
Form. Therating officid will then determine which of the following options to use:

Option 1 -- Re-certify the employee slast contribution gppraisd; or

Option 2 -- Presume the employee is contributing consstently with hisher pay
level and will be given the full generd pay increase and is digible for a Contribution Rating
Increase and a Contribution Award.

In either case, the annua appraisa form must document the circumstances behind the
goprasd.

Temporary promotions and details for 180 days or more require contribution objectives
and normdly are documented by specid gppraisds. Information provided in the specia
gppraisal should be considered in preparing the annual appraisal. (@) The exception to preparing
aspecid rating involves temporary promotions which are ongoing at the end of the employee’s
annud rating period. A temporarily promoted employee officidly occupies the postion to which
promoted. Therefore, if the employee’ s scheduled annual rating period ends while on a
temporary promotion that has lasted at least 180 days and the employee has performed under the
approved contribution objectives for at least 180 days, the supervisor of the position to which
temporarily promoted prepares the annua gppraisa. (b) Conversdy, an employeewhois
detailed continues to occupy the position from which detailed for officid purposes. Thus, the
supervisor of the detailed position prepares a specid appraisd if the employee’ sannud rating
period ends during the detail. The supervisor for the position from which the employeeis
detailed may either attach the special appraisa to the annua appraisal he/she prepares or, if
detail lasted for most of the rating period, adopt the specid appraisal as the annual appraisal

CCAS s a contribution-based appraisal system that goes beyond a performance-based
rating system. That is, it measures the employee’ s contribution to the mission and godss of the
organization, rather than how well the employee performed ajob as defined by a performance
plan.

An employee’ s performance is a component of contribution thet influences the ultimate
overal contribution score (OCS). Contribution is measured by using a set of factors,
discriminators, and descriptors, each of which isrelevant to the success of aDoD acquisition
organization. Taken together, these factors, discriminators, and descriptors capture the critical
content of jobsin each career path. The factors, discriminators, and descriptors may not be
modified or supplemented. These factors, discriminators, and descriptors are the same as those
used to classify a pogition at the gppropriate broadband leve.

The six (6) factorsare: Problem Solving, Teamwork/Cooperation, Customer Relations,
L eadership/Supervison, Communication, and Resource Management.
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These factors were chosen for eva uating the yearly contribution of DoD acquigition
personnel in the three career paths: Business Management & Technica Management
Professona, Technica Management Support, and Administrative Support.

Each factor has multiple levels of increasing contribution corresponding to the broadband
levels. Each factor contains descriptors for each respective level within the relevant career path.
See Appendix C for the applicable Career Path and Factors.

Some positions include specific requirements for which clearly defined contribution
objectives should be developed for each rating period. Among these requirements are
Supervison and Diversity/Equa Opportunity planned efforts for dl supervisors and managers,
plans to increase competition and achieve cost savings in contracting; individua efforts to
eliminate wasteful practices and achieve cost savings in inventory management (Section 323 of
Public Law 101-510); career development (Army Acquisition Policy Memorandum No. 96-01)
and discharge of security, internd control, safety, and other relevant responsibilities of the

position.
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SECTION I1l. COMPENSATION ELIGIBILITY AND SALARY ADJUSTMENT

CCAS promotes sdlary adjustment decisions made on the basis of an individud’s overdl
annua contribution when compared to dl other employees and level of compensation.
Therefore, larger than average sdary increases are possible for employees who are determined to
be “inappropriately compensated - below therails (B)” and smdler than average increases are
permitted for employees who are deemed to be “inappropriately compensated - above therails
(A)” inrddion to their organizationd contributions. The following chart depictsthe
contribution digibility regions
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Overall Contribution Score (OCS)
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Employees rated above the Upper Rail are categorized as “Inappropriately Compensated A”
Employees rated between the rails are categorized as “ Appropriately Compensated”

Employees rated below the Lower Rail are categorized as “Inappropriately Compensated B”
Only employees who are rated as “ Appropriately Compensated” (between the rails) and “Inappropriately Compensated B” (below the

Lower Rail) are eligible for compensation from the Contribution Rating Increase and Contribution Award pay pools.
These contribution digibility regionswill determine the digibility for the Generd Pay
Increase, Contribution Rating Increase and Contribution Award. See the following chart for

compensation digibility.

Compensated - B

Category General Pay Contribution Rating Contribution 1Locality Pay
Increase Increase Award
Inappropriately Could be reduced or
Compensated - A denied NO NO YES
Appropriately
Compensated YES YES? - Up to 6% YES® YES
Inappropriately YES YES®*- Up to 20% YES VES

agrwNE

Basic pay plus locality pay may not exceed Executive Level IV basic pay.
May not exceed upper rail of NPR for employee’s OCS or maximum salary for current broadband level.
Over 20% requires local commander’s approval.
May not exceed 6% above the lower rail or the maximum salary for current broadband level.
Pay pool manager approves up to $10,000. Amounts exceeding $10,000 require local commander’s approval.
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SECTION IV. PERFORMANCE AND CONTRIBUTION

CCAS s acontributionbased appraisal system that goes beyond a performance-based
rating system. That is, it measures the employee’ s contribution to the mission and gods of the
organization, rather than how wel the employee performed a job as defined by a performance

plan.

Contribution to the misson isadifficult concept to understand. The CCAS System
emphasizes the misson of the organization, and how each employee contributes to the misson
by what they do and how well they do it. Oneway to think about the difference is that job
performance looks at such things asthe level of effort, expertise, experience, dependability, and
0 forth. While important, in a sense these are dl inputs.

Contribution focuses on outcomes; that is, what does the employee do to help the
organization accomplish its mission.

Y ou may think that some jobs have a higher impact on the mission, and you're right.
For example, if we were dl employees of afactory manufacturing widgets, workers on the
widget manufacturing line probably would have a better chance to contribute directly to the
mission of manufacturing chegp, high quality widgets than janitoria workers. It'sthe samein
the personnel demonstration project.

Of course, doing the job wel is il important, Snce performing the tasks a a high leve
means that the employees are maximizing the potentid of their jobs to contribute to the misson.
It may seem obvious, but employees can't improve their contribution if they don’t understand the
mission of the organization and their rolesin it. If nothing ese, the CCAS sysem isgoing to
force dl of us (supervisors and employees) to better understand the mission.

The Rating Officid should discuss the organization’ s mission with the employee as part
of theinitid counsding. Ask questions to make sure the employee understand the mission and
give him/her an opportunity to ask questions about it.

Next, the employee must know how their pogition relates to the misson. Rating Officid
and employee should discuss how the job contributes to the mission. If the job wasn't important
to the misson, the government wouldn't be spending the money to get it done.

One way for an employee to improve their contribution is to seek additiond
responsibilities. Serving on project teams or task forces can dso help insure that other
supervisors notice and gppreciate their work, which can be important when the pay pool pand
meets to rate employees.

Doing ajob well is still important. Employees should look &t the factors and descriptors
for their career path and broadband level and ask themsalves — Do the factors and the broadband
level describe the work | do? Look at the descriptors for the next higher level and ask — Can |
contribute &t thet level?

The factors and descriptors for al career paths and broadband levels are at Annex 1.
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SECTION V. INITIAL COUNSELING AND MID-POINT REVIEWS

Under the demonstration project procedures, discussion between the supervisor and
employee must be completed within 30 days after the sart of the appraisa cycle.

Supervisors mugt discuss with the employee the expectations of his’her contributions for
the gppraisa period. The supervisor is encouraged to review with the employee the expected
contribution level or Overdl Contribution Score (OCS) corresponding to their current sdary.
The table a the next page for the Norma Pay Range — Standard Pay Line for 1999 should be
used during thisinitid counsding.

To determine the expected level of contribution:

Step 1 - Therating officia must know the employee’ sbase sdary. Base Sdary does not
indude Locality Pay. Therating officid can find the base sdary on the employee' s SF50 or
obtain it from the employee.

Step 2 — Udng the table on the next page, find the base sday dollar amount in the “SPL”
column closest to the employee's base sdary. Do not round up round down, but find the SPL
dollar amount that is the closest to the employee's base sdary. For example, if the employee's
base sdary is $32,310. $32,310 is between SPLs $31,994 and $32,635; but is closest to $31,994
because $32,310 - $$31,994 = $316 while $32,635 - $32,310 = $325.

Normgl Pay Range
Standard Pay Line anq Overall Contribution Score
for 1999

0oCS SPL *0.92 *1.08
Score Lower rail Upper Rail
39 $ 28p72 $ 26,654 $ 31,290
40 $ 29F53 $ 27,189 $ 31917
41 $ 30j45 $ 27,734 $ 32557
42 $ 3049 $ 28,289 $ 33,209

$ . $ 28,856 $ 33875
44 § 31,994 |\ $ 29,435 $ 34554

A 32,635 |I $ 30,025 $ 35246
46 $ . $ 30,626 $ 35953
47 $ 33,957 $ 31,240 $ 36,673
48 $ 34,637 $ 31,866 $ 37,408
49 $ 35332 $ 32505 $ 38158

I I I

Step 3 - Look to the“OCS’ column immediately to the left of that dollar amount for the
Overdl Contribution Score (OCS). If the employee’ s base salary is $32,310, the closest SPL is
$31,994, and the OCSis44. The OCS of 44 isthe employee' s expected leve of contribution, in
relation to the employee’ s base sdary.
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Standard Pay Line and Overall Contribution Score for 1999

Normal Pay Range

OCSs SPL *0.92 *1.08 OCS SPL *0.92 *1.08
Score Lower rail Upper Rail Score Lower rail Upper Rail

GS01/1 1 $ 13,630 $ 12540 $ 14,720 51 $ 36,762 $ 33,821 $ 39,703
2 $ 13903| $ 12,791| $ 15,015 52 $ 37,499 $ 34499 $ 40,499

3 $ 14,182 $ 13,047| $ 15,316 53 $ 38,250 $ 35190| $ 41,310

4 $ 14466 $ 13,309| $ 15,623 54 $ 39,017 $ 35896 $ 42,138

5 $ 14,756 $ 13576| $ 15,936 55 $ 39,799 $ 36,615 $ 42,983

6 $ 15,052 $ 13,848| $ 16,256 56 $ 40597 $ 37,349 $ 43,844

7 $ 15,353 $ 14,125| $ 16,582 57 $ 41410 $ 38,097| $ 44,723

8 $ 15661| $ 14408| $ 16,914 58 $ 42,2401 $ 38861| $ 45,619

9 $ 15975 $ 14697 $ 17,253 59 $ 43,087 $ 39,640| $ 46,534

10 $ 16,295 $ 14992 $ 17,599 60 $ 43950 $ 40,434| $ 47,466

11 $ 16,622 $ 15,292 $ 17,951 61 $ 44831 $ 41,245| $ 48,418

12 $ 16,955 $ 15,598| $ 18,311 62 $ 45730 $ 42,071| $ 49,388

13 $ 17,295 $ 15911| $ 18,678 63 $ 46,646 $ 42914 $ 50,378

14 $ 17641 $ 16,230 $ 19,053 64 $ 47581 $ 43,774 $ 51,387

= 15 $ 17995| $ 16,555| $ 19,434 65 $ 48535 $ 44652 $ 52,417

B 16 $ 18,356 $ 16,887 | $ 19,824 66 $ 49507 $ 45547| $ 53,468

8 17 $ 18,723 $ 17,226 $ 20,221 67 $ 50500 $ 46,460| $ 54,540
O 18 $ 19,099| $ 17571| $ 20,627 68 $ 51512 $ 47,391 $ 55,633

g ks] 19 $ 19481 $ 17,923 $ 21,040 69 $ 52544 $ 48,341| $ 56,748

E 8 20 $ 19872 $ 18,282 $ 21,462 70 $ 53597 $ 49,309| $ 57,885

3 (@] 21 $ 20,270 $ 18,649 $ 21,892 71 $ 54671 $ 50,298 $ 59,045

o § 22 $ 20676 $ 19,022| $ 22,331 72 $ 55767 $ 51,306| $ 60,228

g Q 23 $ 21,091 $ 194404 $ 22,778 73 $ 56,885 $ 52,334| $ 61,436

b 3— 24 $ 21514 $ 19,792| $ 23,235 74 $ 58,025| $ 53,383 $ 62,667

E A 25 $ 21945 $ 20,189 $ 23,700 75 $ 59,188 $ 54453 $ 63,923

= c'\'l 26 $ 22384 $ 20594 $ 24,175 76 $ 60,374 $ 55544 $ 65,204

d 29 27 $ 22833 $ 21,006 $ 24,660 77 $ 61584 $ 56,657 $ 66,511
7o IR § 28 $ 23291 $ 21,427 $ 25,154 78 $ 62818 $ 57,793| $ 67,844
% @S 29 $ 23,758 $ 21,857| $ 25,658 79 $ 64,077 $ 58951 $ 69,203
= g 5 30 $ 24234 $ 22,295| $ 26,172 80 $ 65362 $ 60,133| $ 70,590
5 s 8 31 $ 24719 $ 22,742 $ 26,697 81 $ 66671 $ 61,338| $ 72,005
s E <;°, 32 $ 25215 $ 23,198| $ 27,232 82 $ 68,008 $ 62567| $ 73,448
o = % 33 $ 25720 $ 23,663 $ 27,778 83 $ 69,371 $ 63,821 $ 74,920
< - 34 $ 26,236 $ 24,137| $ 28,334 84 $ 70,761 $ 65100| $ 76,422
5 g 35 $ 26,761 $ 24,621 $ 28,902 85 $ 72,179 $ 66,405| $ 77,954
o~ 36 $ 27298 $ 25,114 $ 29,482 86 $ 73626 $ 67,736 $ 79,516
8 37 $ 27845 $ 25617| $ 30,073 87 $ 75,101 $ 69,093| $ 81,110
8 38 $ 28403 $ 26,131| $ 30,675 88 $ 76607 $ 70,478 $ 82,735
o 39 $ 28972 $ 26,654 $ 31,290 89 $ 78,142 $ 71891 $ 84,393
I 40 $ 29553 $ 27,189 $ 31,917 90 $ 79,708 $ 73331 $ 86,085
(% 41 $ 30,145( $ 27,734| $ 32,6557 91 $ 81,306 $ 74,801 $ 87,810
O 42 $ 30,749 $ 28,289| $ 33,209 92 $ 82935 $ 76,300 $ 89,570
@) 43 $ 31,366| $ 28,856 $ 33,875 93 $ 84597 $ 77,830 $ 91,365
% 44 $ 31994 $ 29,435| $ 34,554 94 $ 86,293 $ 79,389 $ 93,196
I 45 $ 32635 $ 30,025| $ 35,246 95 $ 88,022| $ 80,981| $ 95,064
L 46 $ 33290 $ 30,626 $ 35,953 96 $ 89,786 $ 82,604| $ 96,969
47 $ 33957 $ 31,240| $ 36,673 97 $ 91586 $ 84,259 $ 97,201

48 $ 34637 $ 31,866| $ 37,408 98 $ 93422 $ 85948| $ 97,201

49 $ 35332| $ 32,505 $ 38,158 99 $ 95294 $ 87,670 $ 97,201

50 $ 36,040 $ 33,156 $ 38,923 | 15/10| 100 $ 97,201 $ 89425| $ 97,201

Supervisors may also use the table to explain the Normal Pay Range as discussed in the
Overview section. Continuing with the example, the employee’s base salary is $32,310 and the
employee’s expected OCS is 44 that places the employee on the Standard Pay Line and within
the Normal Pay Range.
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Appropriately Compensated
(Normal Pay Range)

$100,000 .
$90,000 / }
Inappropriately Y. /
$80,000 Compensated - A / /
& $70,000 Reoion
N 1] /,/
>
8 $60,000 77
©
o $50.000 AL
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$40,000 ///’ Compensated - B
$32.310 Reqaion
y 00 //,
$20,000
$10,000
$0 -
0 10 20 20 40 50 60 70 80 90 100
44 (OCS)
Expected OCS

For this employee, the OCS Range is between an OCS of 40 and OCS of 48.

Appropriately Compensated
(Normal Pay Ranae)

$100.000
$90.000 / }
$30.000 Inaporopriatelv y. /
. : Compensated - A /
» Reagjon
~ $70.000 i/
2 / /
S $60.000 7
n A/
() $50.000 ////
2] "
S Inappropriatelv
o $40.000 A A Combpensated - B
$32.310 5 Redion
$20.000 “é
/—ﬁ
$10.000
$0 -
0 10 20 30 v 60 70 80 90 100
40 - 44 - 48
OCSRange
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It must be noted that an employee is considered Appropriately Compensated with an
Overdl Contribution Score between 40 and 48, and is entitled to the full Generd Pay Increase, a
Contribution Rating Increase and a Contribution Award.

If therating officid’ s overd| scoreis less than 40, the employee is considered
Inappropriately Compensated — A. Asan Inappropriately Compensated — A rated employee,
his’her General Pay Increase may be reduced or denied and this employee isnot digible for the
Contribution Rating Increase and Contribution Award.

$100.000 . |
Appropriately Compensated

$90.000 / } (Normal Pay Range)

&80 000 Inannranriatelv y. / :
e Compensated - A / /
€ s70000 Reqjon
> /,/'
< $60.000 77
5 $50.000 // //
@ $40.000 / / Inannronriatelv
@ Al A A Compensated - B

$32.310 75 < = Redion
$20.000 “é
/_—;
$10.000
OO+~~~ ~~
10 20 20 50 60 70 8]0 an 100 115
LessThan 40

Inappropriately Compensated - A

If therating officid’ s overdl score for the employee is greater than 48, the employeeis
consdered Inappropriately Compensated — B. As an Ingppropriately Compensated — B rated
employee, he/she is entitled to the full Genera Pay Increase and is digible for a Contribution
Rating Increase and a Contribution Award.

Inappropriately Compensated - B
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In addition, during thisinitial discusson, supervisors will provide the factors and
gpplicable broadband level descriptors to the employees so that they know the basis on which
their contribution will be assessed. Supervisors will inform their employeesthet al factors are
‘criticd’. The specific factors pertaining to an employee is stated in the employee’ s Position
Requirements Document (PRD). All the factors and descriptors by career paths are provided at
Appendex C.

Supervisor and employee will develop description of expected contributions addressing
each of the evauation factors using the bullet narretive format.

Thisinitid discusson must be documented on Part 111 (Employee Saf Assessment) of the
CCAS Sday Appraisa Form, initided and dated by the supervisor/rating officid and employee.
Part I11 is dso used to document mid-point and other reviews. The mid-point review should be
held no later than July 15, 1999 for the gppraisal period ending September 30, 1999, and no later
than June 15 for subsequent appraisa period. The origind of the initided and dated CCAS
Appraisd Form and any additional documentation must be provided to the employee and the

supervisor will keep a copy.

Sample of the CCAS Salary Appraisal Form is provided on the next page. The CCAS
Sdary Appraisa Form has three parts:

Part | — Record of Compensation

Part |1 — Supervisor Assessment
Part 11 — Employee Sdlf Assessment
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NAME: Appraisal Period: From:
SSAN:
Organization: To
<4— Part| (Record of Compensation)
-_— Series: Career level:
PART | Discuss evaluation with employee and obtain signature confirming discussion. Signature of employee does not constitute.

agreement with CCAS appraisal.

Overall Contribution Score:

Pay Pool Manager Date

Signature F I I ( E . A t)
Supervisor Signature Date

Employee Signature Date

EMPLOYEE SALARY CONTRIBUTION PAY COMPARISON CHART:

Employee’s Current Rate of Base Pay $ 9
PART Il Supervisor Assessment Factor Factor Weighted
Instruction: Provide narrative comments regarding employee's contribution Weight: Score: Score:
against each factor during the current year and a score for each factor.
General Pay Increase Received $ % Problem Solving:
Amount of Contribution Rating Increase  $,
[Teamwork/Cooperation:
Employee's New Rate of Basic Pay $
(Ca il e A . [Customer Relations:
Page 1
Leadership/Supervision:
[Communications:
PART Il Employee Self Assessment X X Factor
Instruction: Provide narrative comments regarding your contribution against each contribution Weight:
factor during the current year
Problem Solving:
Resource Management:
reamwork/Cooperation: —_— Br;:‘en eling Initia | Mid-Point | Additional
. Lmplovee sinitial
Signature Date Supervisor'sinitials Page 2}
Customer Relations:
Leadership/Supervision: —_—
Communications:
Resource Management:
Tounseling Thitial | Mid-Point | Additional
Date
=T Qyees initials
Employee signature  Date Supervisorsinitials
age3
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HOW DO EMPLOY EE/RATEE AND RATING OFFICIAL USE THE CCAS SALARY
APPRAISAL FORM FOR THE INITIAL COUNSEL?

» The CCAS Sday Appraisa Form Part |11 (Employee Self Assessment) isadud purpose form
on which the employeef/ratee writes what his’her contributions will be for the rating period -

work and training and as the employee' s self assessment of higher contribution at the end of the
rating period. It can betyped or handwritten and can be changed as needed. If more spaceis
needed, the Ratee and/or Rating Official can add more pages (plain paper, notebook paper, &c.).
When the Ratee and the Rating officid put their initids and the date on the form after the initid
counsdling, Part I11 becomes the Contribution Plan. The Contribution Plan becomes effective on
the date the Rater initials. At the end of the rating period, September 30 of each year, the Ratee
will finalize Part 111 to record his’her contributions for the rating period and forward Part 111 to
higher Raing Officid.

PART Il Employee Self Assessment Factor
Instruction: Provide narrative comments regarding your contribution against each contribution Weight:
factor during the current year.

Problem Solving:
&=

Teamwork/Cooperation:
=

Customer Relations:
= _

Part 111
Employee Self Assessment
See Section XI for an example
;eadership/Supervision: Of a Compl etaj Part I I I

Communications:
=

Resource Management:

. _—

Counseling Initial Mid-Point | Additional
Date

Employee’s Initials
Supervisor’'s Initials

Employeesignature  Date

age 3

WHY SHOULD THE RATING OFFICIAL COUNSEL?
* To tdl the Ratee/Employee what the work unit’s missons and goals are for the rating period.

* To tel the Ratee what you expect hinvher to be doing (what, how, and by when).
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» To hear what the Ratee would like to do now and in the future, how he/she thinks that he/she
will contribute, how the job could be done better, and what help and/or training he/she thinksis
needed.

* Initid counsding and mid- point reviews communicate misson and gods, establishes
objectives, receives/provides feedback on performance and career gods--dl to fadilitate
organizationa and individua success and to develop the Ratee.

HOW SHOULD THE RATING OFFICIAL COUNSEL?
* Talk with the Ratee face-to-face

* Be as clear as possible about what you say

* Ligten carefully to what the Ratee says

» Tak as often as needed to be sure you both understand

* Record changes to the Ratee' s Contribution Plan on Part 111 of the CCAS Sdary Appraisal
Form

WHEN SHOULD RATING OFFICIAL COUNSEL?
* Within the first 30 days of each rating period

* At least once more around the midpoint of the rating period but no later than June 15 for an
appraisa period.

WHY DO RATEE AND RATING OFFICIAL USE THE CCAS SALARY APPRAISAL FORM
PART 11177

* To record what needs to be done so each Ratee will have a current contribution plan to use and
to record how/what things are being done so each member of the pay pool pand will have
gpecific information on what was expected and what was accomplished.

HOW DO RATEE AND RATING OFFICIAL USE PART IIl OF THE CCAS SALARY
APPRAISAL FORM?

» Within the first 30 days of each rating period:

* The Rating Officid tdlls the Ratee when and why they will meet so the Ratee can be reaedy to
talk about higher idess.

* The Ratee lists proposed individua contribution objectives based on mission priorities/needs
and duties of higher position and records these contribution objectives on the CCAS Sdary
Appraisa Form Part 111 (Employee SAf Assessment). (NOTE: The intent isfor Ratees to take
initid responghility for planning their own job expectations. However, some Stuations may
dictate that the Rating Officid and the Ratee work together to establish contribution objectives,
or even that the Rating Officid develop the contribution objectives and discuss them with the
Ratee; e.g. the Ratee may be an Intern, the Ratee may be new to the position, the position itself
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may be new, or organizationd gods may be changing Sgnificantly. If the Rateeisinitiating
his’her contribution objectives, the Rating Officia may provide hisher own Part 111 form or
Support Form to the Ratee since goad's come from the top.)

» Contribution objectives should include milestones, fisca resources and other measurable
aspects to supplement generic Position Requirements Documents.  Contribution objectives can
include desired training and developmenta assgnments.

* The Rating Officid gets the Ratee's Postion Requirements Document (PRD) and Part 111 of the
CCAS Sdary Appraisal Form.

* At the meeting, the Rating Official and the Ratee talk about what contribution are expected to

be done. The Ratee gives his’her ideas and talks about training and types of work he/she would
like. The Ratee and the Rating Officid discuss and agree to the contribution objectives and list
them on the Part I11 of the CCAS Salary Appraisal Form. If they cannot agree, the Rating
Official decides. When both know what is to be done about the job and training, the Ratee writes
down the main points and both initid and date. The Rating Officid returns the origind sgned

Part 111 to the Ratee and retains a copy.

DURING THE RATING PERIOD (AT LEAST AT THE MIDDLE OF THE RATING
PERIOD)

» The CCAS Sdary Appraisal Form Part [11 (Employee Saf Assessment) is aworking document.
Organizationd priorities and goals may change during the rating cyde; individua contribution
objectives should change aswel. Asnew contribution objectives are added or contribution
objectives change, are deleted, or are accomplished, the Rating Officid and the Ratee should
document the Part 111 Form accordingly.

* The Rating Officia looks at the CCAS Sdary Appraisa Form Part 11 and decides what has
changed, what the Ratee has done and how, and what training he/she needs. He/She tellsthe
Ratee when they will meet and what they will talk about.

* At the meeting, the Rating Official and the Ratee talk and make needed changes to the plan.
When they both understand what was done, how it was done, and what needs to be done--they
write the main points, their initias and the date. The Rating Officid givesthe origind to the
Ratee and retains a copy.

* |f the Rating Officid determines that the Ratee is contributing a an inadequate level during the
rating period, the Rating Officid will usethe CCAS Sdary Appraisal Form Part 11 (Supervisor
Assessment) to initidly counsd the Ratee on inadequate contribution. The counsdling will
include standards for adequate contribution, actions required of the Ratee, the time in which they
must be accomplished to increase and sustain the Ratee' s contribution at an adequate level, what
assistance the agency shdl offer to the Ratee in improving inadequate contribution; and the
conseguences to the Ratee if he/she failsto improve. When they both understand what needs to
be done-they will initids and date the form. The Rating Officid retainsthe origind and givesa
copy to the Ratee.

AT THE END OF THE RATING PERIOD:
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* The Ratee ligts hisher contribution accomplishments on the CCAS Sdary Appraisa Form Part
[1I' (Employee SAf Assessment) using the bullet narrative formet for each of the six factors and
forwards the completed Part 111 to the Rating Officia. Accomplishments may be continued on a
separate sheet if more space is needed.

» The Ratee provides the completed Part 111 to the Rating Officidl.

» The Rating Officid usesinformation on the Ratee's Part 111 (Employee Sdf Assessment),
persona observation, and other sources as appropriate to rate the Ratee's contribution againg the
sx factors and to write the eval uation report.

* The Rating Official usesthe CCAS Salary Appraisa Form Part |1 (Supervisor Assessment) to
write hisher evauation report. The Supervisor Assessment will be in abullet narrative format.

PART Il Supervisor Assessment Factor Factor Weighted
Instruction: Provide narrative comments regarding employee's contribution Weight: Score: Score:
against each factor during the current year and a score for each factor.

Problem Solving:
g

Teamwork/Cooperation:
=

Customer Relations:
=

Part [1
Supervisor Assessment
See Section X1 for an example of a

completed Part 11.

Leadership/Supervision:
=

Communications:
=

Resource Management:

Counseling Initial | Mid-Point | Additional

. Employee’sinitials
Signature and Date Supervisor's Initials

Page 2]

» The Rating Officia will then give anumerica score for each of the Six factors. See Chapter 6
for when and why factors may be weighted. The Rating Officid will use the following chart for
the numerica score for each contribution factor.
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Business and Technical Technical Administrative
Professional Support Support
Point Range Point Range Point Range
Very 115 95 70
High
High 96-100 79-83
IV | Med 84-95 67-78
Low 79-83 61-66
L High 79-83 62-66 57-61
E I | Med 67-78 52-61 47-56
\Y Low 61-66 43-51 38-46
E High 62-66 47-51 42-46
L MH 51-61 41-46
S I | Med 41-50 36-40 30-41
ML 30-40 30-35
Low 22-29 22-29 22-29
High 24-29 24-29 24-29
Med 6-23 6-23 6-23
Low 0-5 0-5 0-5

» The Rating Officid forwards the completed Part 11 (Supervisor Assessment) to the Pay Pool
Pand for review and determination of digibility for compensation. « The Pay Pool Pand will
determine the Overal Contribution Score (OCS) by averaging the scores of the six contribution
factors (i.e., add the scores for the six factors and divide by sx).

* The Pay Pool Manager and the Pay Pool Pand review dl CCAS Saary Appraisa Forms (Part
Il and Part I11) to determine igibility for compensation and make digtribution from the pay
pools based on the ranking of the Overal Contribution Scores.

* The Pay Pool Manager approves the pay pool distributions and directs the completion of Part |
of the CCAS Sdary Appraisa Form that records the ratee’s Overall Contribution Score, current
rate of base pay, Genera Pay Increase received and percentage, amount of Contribution Rating
Increase, ratee’ s new rate of basic pay, and amount of Contribution Award.

NAME: Appraisal Period: From:
SSAN:
Organization: To:

Location
Series: Career Path/Broadband level:

PART | Discuss evaluation with employee and obtain discussion. iployee does not constitute
agreement with CCAS appraisal.

Overall Contribution Score:

Pay Pool Manager

Date
Signature

Part |
Record of Compensation
See Section X1 for an example of
acompleted Part I.

Supervisor Signature Date

Employee Signature Date

EMPLOYEE SALARY CONTRIBUTION PAY COMPARISON CHART:

Employee’s Current Rate of Base Pay $

General Pay Increase Received $ %

Amount of Contribution Rating Increase  $

Employee's New Rate of Basic Pay $

Contribution Award $
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» The rating officid/supervisor may use the right Sde of Part | (of the form) for clarification
remarks (such as employee is over-compensated due to pay retention or other specia
circumstances).

» Once Part | is completed by the Pay Pool Pandl and is approved/signed by the Pay Pool
Manager, the Rating Officid discusses the results with the Ratee, both sign Part . The Rating
Officid then establishes the contribution objectives for the new rating period. The origind of the
CCAS Sdary Appraisa Form Partsl, 11, and 111) is provided to the employee and a copy is
retained by the Rating Officid.

» The Rating Officid Pay Pool Manager forwards the results to the Civilian Personnd Advisory
Center/Civilian Personnd Office for processing and payoLt.

* The Pay Pool Manager forwards the results to the Civilian Persornd Advisory Center/Civilian
Personnd Office for processing and payoui.
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SECTION VI. AWARDS

Employeesin the Civilian Acquisition Workforce Personnd Demondtration Project are
dill digibles for On-the- Spot and Specid Act awards. Supervisors will use the DA Form 1256
(Incentive Award Nomination and Approval) to nominate/recommend and approve On-the- Spot
and Specia Act awards.
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SECTION VII. EEO/AFFIRMATIVE ACTION OBLIGATIONS FOR SUPERVISORS

* With the implementation of CCAS, accountability for improvement becomes the key to EEO
success. EEO/Affirmative Action isincluded in the Leadership/Supervison factor and isa
critica requirement for al supervisors and non-supervisory management officids whose
program areas or assgned duties may influence the achievement of program godsand
objectives. All supervisorsmanagers are accountable for establishing and striving to meet and
exceed specific EEO objectives that include appropriate Affirmative Action to correct
deficiencies to achieve true equa employment opportunity.

* Of the many personswho are actively and effectively working toward the goa of EEO,
supervisorsmanagers have the key respongbility and perhaps the greatest influence. They must
be cregtive and aggressive in finding ways to provide qudified individuas the opportunities to
join an Army team and enjoy a productive environment. They must be active participantsin
finding ways to achieve Army's EEO gods and objectives. Their responsibilities extend beyond
employment selectiondecisons. All actions affecting Army's employees or potential employees
are an integrd part of management's EEO responghilities. The following are examples of the
types of activities supervisors/managers can pursue to respond to the chdlenges of EEO/AA in
our downszing environment:

- Egtablish or strive to meet and exceed redlistic, responsve EEO/AA gods and objectives
in al areas of employment that reflect misson, work unit, community, and individua needs.

- Use available programs to support EEO/AA: Use Specia Employment programs,
especidly those that reach people with disabilities; ensure dl employees, including women and
minorities, recaive equal opportunity for career advancing work and training; mentor and advise
high potentid individuas, including women and minorities, who have historicaly been excluded
from traditiond networks, consider flexible work schedules and job sharing; provide equa
opportunity in awards, overtime and desirable work shifts, travel, etc.; make recruitment vigtsto
high schools and colleges and atend Career Day activities.

- Take quick action to fix problems. Correct Stuations that create an unheathy
environment or adversely impact morale. Take quick action if you hear of or otherwise suspect
any discriminatory treatment, to include sexua harassment.

- Support commemorative functions. Attend and send subordinates to programs sponsored
by and for protected groups (women, minorities, and persons with disabilities) attend or
paticipate in locad community activities thet facilitate EEQO/AA--e.g. civic clubs, women clubs,
children's support groups; etc.

- Involve subordinates in the effort. Allow them to serve on committees and councils that
foster increased understanding of culturd differences and equal opportunity.
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SECTION VIII. LEADERSHIP OBLIGATIONSOF CONTRIBUTION MANAGEMENT

Contribution management is about communicating goas and expectations, developing

and mentoring, reinforcing good performance, and correcting problems. All involved should
adhere to the rules of open and timely contribution and performance related communication.
Here are suggestions for cresting a meaningful, constructive process.

ROLE OF THE RATING OFFCIAL:

Tk with Ratees. For example,

Explain organizational misson and whet role each Ratee has in accomplishing
goadsmisson.

Discuss speciad emphagis and high priority areas for the upcoming rating period and
how they impact on the Rateg's responghilities.

Deveop, explain and document specific performance expectations for the rating
period--what needs to be done? how? when? with what? (Rating Officias might share
their own Contribution Objectives/Support Forms with Ratees.)

Tdl Ratees how they are doing during the rating period. If they perform well, say o
to reinforce the pogitive directions. If they are not, let them know immediately so they
can get back on track. Congtructive criticism is vital to good leadership and Ratee
professonad development.

#& igen to Ratees. For example,

Learn how Ratees think the job should be done. Do they have ideas for better ways of
doing business? Do they have adequate resources, enough or too much guidance?

Allow Ratees to express how well they think they are doing. If their idess differ from
yours, tak about it. They may have information you don't have. If not, they need to
understand what you want and how they can achieve the desired results using the right
procedures.

Hear what Ratees expect in their careers. Do they want to advance in their current
fidds? Isthat possblein your organization? If not, can you suggest dternatives?

Discover if Ratees believe they need training to do their jobs better--or would they like
to learn new sKills to contribute more, or differently? If thetraining is available, would
it enhance your work accomplishment to see thet they receiveit?

5% Provide Ratees with timely contribution evauations that reflect specific accomplishments
and information you have shared with them throughout the rating period.

164



DoD Operating Procedures as of: 19 February 1999
Army Operating Procedures as of June 18, 1999

SECTION IX. ROLE OF THE RATEE

Rating Officials and Ratees are partners in the contribution management process. Both

are respongble for cregting and maintaining the open diad ogue necessary for effective working
relations and top level contribution. Here are some suggestions for Ratees:

Be thoroughly familiar with your role in the organization and how your work
contributes to meeting organizationa gods and objectives.

Discuss contribution objectives (standards and/or objectives) to be clear on what is
expected for successful contribution. While agreement is the ided, understanding is
the godl.

Tdl the Rating Officid about ssumbling blocks to getting the job done. Share ideas for
getting the job done better.

Let the Rating Officid know about your training needs. Ensure gpproved training
requirements are documented on your Individua Development Plan (IDP).

Periodicaly do a sdf-assessment againgt contribution objectives/factors. Share this
as=ssment with the Rating Officid during counsdling sessons. |If this assessment
doesn't match that of the Reting Officid, find out why.

Listervkeegp an open mind to the Rating Officia's assessment of contribution. If there
are some areas in need of improvement, find out what is expected and how you can
achieveit.

Discuss career gods with the Rating Officid. Ask aout the possbility of
developmenta assgnments. Congder enrolling in salf-study programs.

Don't heditate to be the first one to request some time to discuss your contribution -

Remember, it'sfar more important to have the talk than to put it off waiting for the
"right" person to initiate it.
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SECTION X. INADEQUATE CONTRIBUTION

CCAS s positive-focused designed for the vast mgority of acquisition civilians who are
good contributors--who have the skills and willingness to do their jobs and who need only
organizationa misson/gods direction to be successful. However, occasiond exceptions make
addressing contribution and performance deficiencies and taking contribution based actions
important aspects of sound contribution management and holding employees accountable for
meeting contribution and performance expectations.

Inadequate contribution in any one factor at any time during the gppraisa period is
conddered grounds for initiation of reassgnment, reduction in pay, or removd action.
I nedequate contribution can also result at the time of the annua appraisal if the OCSfdlsin the
ingppropriately compensated — A region. Rating Officids should consult with their servicing
personne office when considering any action described in this chapter.

An objective of the Contribution-based Compensation and Appraisal System (CCAYS) is
to properly pay employeesfor their contribution to the misson. The demonstration project
provides that employees may be reassgned, their pay may be reduced, or they may be removed
from the Federd Service based on a determination of inadequate contribution. ThisisSmilar to
the authority for identifying poor performers under the current Federd Government- wide
personnel system. CCAS s a contributionbased appraisa system that goes beyond a
performance-based rating system. Contribution is measured against Six critical factors, esch
having levels of increasing contribution corresponding to the three career paths. (For the
purposes of this chapter, “critica factors’ are synonymous with “critica dements’ as defined in
5U.S.C. Chapter 43.). Pay is set according to paragraph 5.5 for actions taken under this chapter.

The law (5 USC 4302) requires performance standards which "to the maximum extent
feasible" permit accurate evauation of job performance on the basis on objective criteria. Many
interpreted this to mean that standards had to be numerica and thus over-emphasized numbers,
The Office of Personnd Management now advises that while performance standards should be
as objective as possible, they should not replace management judgment. Courts have said that a
proper measure to judge if a standard is sufficient is whether most people would understand what
it means and what it requires.

The Courts and the Merit System Protection Board have identified three deficiencies
which cause them to rule that performance standards fdl short of statutory requirements: (1) not
reasonably attainable, (2) improperly absolute (cannot be exceeded), and (3) do not permit an
accurate measurement of an employee'sleve of performance or tell the employee clearly what is
required for success.

CCAS provides generic standards (factors, discriminators, and descriptors) which,
coupled with the Position Requirements Document and specific misson related expectations set
forth either during counsgling or objective setting sessions, should tell Ratees what you expect
for success. However, if you supervise someone who is not meeting expectations, especidly if
you invoke aforma Contribution Improvement Plan, you may need to supplement the CCAS
documentation to more clearly state what is required to improve. Rating Officials may use the
CCAS Sday Appraisd Form Part 11 (Supervisor Assessment) to initialy counsel an employee
on inadequate contribution. Rating Officials should provide Ratees with a copy of Part 11 and
retain the origind in the Rating Officid’ sfiles
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The references, in the graphic below, provide specific ingructions for dedling with
ingtances of inadequate contribution. Y our Civilian Personnd Advisory Center representative
will assist you in gpplying the procedures. This section presented alimited discussion to help
you decide if the contribution requirements you establish routindly are sufficient to ded with a
contribution/performance problem and/or withstand scrutiny of third party review.

CONTRIBUTION STANDARDS

#& CCAS generic standards (factors, discriminators, and descriptors) coupled with
the Position Reguirements Document and organi zational goals along with proper
counseling will suffice for evaluation of most employees.

&5&5 For contribution problems, supplementation (greater detail, more specificity, more
frequent documented counseling) may be necessary.

&5e5 Contribution Standards must:

&= Be reasonably attainable
#&5 Not to be improperly absolute

&5 Tell clearly what isrequired for success and permit accurate measurement of
contribution

REFERENCES
FPM Chapter 432

AR 690-400, Chapter 4302

DoD/Army Operating Procedures, Chapter 7
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SECTION XI. EXAMPLESOF COMPLETED CCASSALARY APPRAISAL FORM

PART Il Employee Self Assessment Factor
Instruction: Provide narrative comments regarding your contribution against each contribution Weight:
factor during the current year.
Problem Solving: 1.0
£ |dentifies and resolves problems in the management of AAESA databases and Military Acquisition
Position List (MAPL); and coordinates and manages AAESA’'s MAPL submissions..
£ |dentifies and resolves manning level issues within each supported agency.
£ Resolves issues for PEO/Senior Leadership on Military Personnel Systems/Policy Integration.
£ As Military Personnel Proponent on ORI/OPMS XXI Integration IPTs/PATSs resolve integration issues.
Teamwork/Cooperation: 1.0
&  Serves as Military Personnel Proponent on AAESA’s GOSC Review Team. -
&  Works with members of the Resources Management and Structure in managing the organization’s
military personnel authorizations (TDA/ORI).
&  Works with PERSCOM assignment managers in establishing priority fill positions within the PEO
structure.
&  Serves as AAESA Personnel Policy/Personnel Systems subject-matter-expert for PEO structure.
Customer Relations:
&  Serves as a technical advisor to PEO personnel on military personnel issues. 1.0
&  Serves as ombudsman for PEO to PERSCOM in resolving personnel issues.
#  Provides technical interpretations of new personnel policy/systems to PEOs/Senior Leadership.
&  Provides automated databases to PEOs/Senior Leadership on a monthly basis.
=  Performs Personnel Assistance Staff visits to PEOs.
Leadership/Supervision:
2 Works with OASA (ALT) counterparts to establish a unified AAESA/OASA (ALT) Master Database.
£  Serves as mentor to OASA (ALT) counterpart. 10
&  Serves as Military Personnel Proponent on GOSC Review Panel, ORI/OPMS XXI Integration IPT and
othe PAT established to integrate new requirements into the AAESA structure.
& Serves as project lead to establish a Master AAESA/OASA(ALT) database.
&  Serves as AAESA Team Leader on MAPL IPTs.
Communications:
& Performs yearly personnel assistance liaison visits to each PEO. 1.0
£ Maintains working relationship with PERSCOM, keep avenues of communication open.
&  Ensures all new personnel policies/procedures are fully integrated into each PEO. Provides
clear/concise integration guidance to PEOs/Senior Leadership.
& Provides monthly databases to PEOs/Senior Leadership.
Resource Management: 10
&5 Uses existing computer programs to manage data/reports. e
&5 Utilize Internet capabilities to ensure latest Personnel Policy/Guidance is provided PEOs/Senior
Leadership.
&5 Serves as “Tester” of new automated systems, provides feedback and system refinement to
designers. Provides technical assistance to PEOs/Senior Leadership in integrating new automated
systems. . Counseling Initial Mid-Point | Additional
&5  Establishes standardized reports. Date 20Mar99
Employee’s Initials JEH
Employee signature  Date cpcn st | <RI
Page 3
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PART Il Employee Self Assessment Factor
Instruction: Provide narrative comments regarding your contribution against each contribution Weight:
factor during the current year.

Problem Solving: 1.0
&5 |dentified and resolved problems in the management of AAESA databases and Military Acquisition
Position List (MAPL); and coordinated and managed AAESA’s MAPL submissions..
£ Submitted justifications for the MAPL Board.
£ Resolved manning level issues with all PEOs.

Teamwork/Cooperation: 1.0

&  Served as Military Personnel Proponent on AAESA’s GOSC Review Team. E—
&  Submitted all military personnel authorization changes for TDA/ORI that met MOC windows.

&  Got PERSCOM assignment managers to fill all priority positions within‘the PEO structure.

&  Served as AAESA Personnel Policy/Personnel Systems subject-matter-expert for PEO structure.

Customer Relations:
&  Served as a technical advisor to PEO personnel on military personnel issues. 1.0
&  Serves as ombudsman for PEO to PERSCOM in resolving personnel issues.
&  Obtained MAPL submissions from PEOs.
&  Worked short-fuzed priority assignments.
&  Provided automated databases to PEOs/Senior Leadership.on a monthly basis.
&  Conducted four Personnel Assistance Staff visits to PEOs.

Leadership/Supervision:
&5 In collaboartion with-OASA (ALT) counterparts, established a unified AAESA/OASA (ALT) Master
Database. 10
&5 Served as Military Personnel Proponent on GOSC Review Panel, ORI/OPMS XXl Integration IPT and
other PAT established to integrate new requirements into the AAESA structure.
&  Served as AAESA Team Leader on MAPL IPTs and resolved several issues prior to submitting for
MAPL Board review.

Communications:

&  Presented update briefings at four personnel assistance liaison visits to PEOs. 1.0
£ Maintained working relationship with PERSCOM and OASA(ALT); briefed new assignment officers
and new SAAL action officers on AAESA mission and responsibilities.
&  Provided monthly databases to PEOs/Senior Leadership.
& Wrote two articles for publication.
Resource Management: 10

&  Used existing computer programs to manage data/reports.
£  Served as “Tester” of new automated systems, provided feedback and system refinement to
designers. Provided technical assistance to PEOs/Senior Leadership in integrating new automated

systems.
&5 Established standardized reports as a result of the new AAESA/OASA(ALT) Master Database.
Counseling Initial Mid-Point | Additional
Date 29Mar99 | 15Jul99 None
Employee’s Initials JEH JEH
Employee signature/Date 11 Oct 99 Supervisor slnitidds 1 RMN RMN b age 3
rage
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PART Il Supervisor Assessment Factor Factor Weighted
Instruction: Provide narrative comments regarding employee's contribution Weight: Score: Score:
against each factor during the current year and a score for each factor.

Problem Solving: 1.0 47 47
£ Coordinated with all PEOs on MAPL submissions and resolved most
issuesin atimely manner.
£ All MAPL submissions accepted thereby ensuring fills for PEOs.
£ |dentified problems with MAPL submission process.
£ Resolved PEOS' issues on assignments/reporting dates with PERSCOM.
. 1.0 52 52
Teamwork/Cooperation:
& Surveyed PEOs for their issues and presented them for consideration by
the GOSC Review Team.
& Expertise and close working relationship with PEOs ensured TDA/ORI
issues were completed on time to meet MOC windows.
£ Priority fill assignments were accepted and filled by PERSCOM.
Customer Relations: 1.0 48 48
£ Qutstanding in working with the supported PEOs, received numerous
accolades on his support and professionalism.
&  Assisted many military supervisors on-the-new-personnel-management
system under the Acquisition Workforce Personnel-Demonstration Project.
£ His monthly automated database reports were timely and current, which
assisted the PEO in their management of their military personnel.
Leadership/Supervision: 1.0 53 53
£ His leadership as the Team Leader for our MAPL IPT provided well
documented justifications and were timely submitted, which resulted in all
requests accepted by the board and approved by the DACM.
£ Took thelead in working with OASA(ALT) counterparts and established
the AAESA/OASA(ALT) Master Database.
Communications: 1.0 52 52
#  His monthly automated database reports were timely and current, which
assisted the PEOs in the management of their military personnel.
& His working relationship ensured all priority fill assignments were supported
by PERSCOM, thereby meeting the needs of the PEOs.
#  Provided articles on ORI/OPMS XXI for the ACMA/AWSS Newsletter and
Army RD&A Magazine
1.0 48 48
Resource Management:
& The establishment of the AAESA/OASA(ALT) Master Database reduced
the numbers of reports and standardized the few required reports.
Counseling Initial Mid-Point | Additional
Date 20Mar99 15Jul99 None
. Employvee’s Initials | JEH JEH
Slgnature and Date 15 Oct 99 Supervisor's Initials | RMN RMN Page 2
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CCASSALARY APPRAISAL FORM

Appraisal Period: From: 28 Mar 99

NAME: John Elmore Houver

SSAN: 000-00-0000
To: 30 Sep 99

Organization: HQ AAESA

Location: Fort Belvoir, VA 22050

NH I

Series: 205 Career Path/Broadband level:

Discuss evauation with employee and obtain signature confirming discussion. Signature of employee does not constitute

PART |
agreement with CCAS appraisal.

Overall Contribution Score: 50 22 Nov 99
Pay Pool Manager Do
Signature ;
23 Nov 99
Supervisor Signature Date
23 Nov 99
Employee Signature Data

EMPLOYEE SALARY CONTRIBUTION PAY COMPARISON CHART:
32,310

Employee'sCurrent Raeof BasePay  $

44 %

Generd Pay Increase Received \' 7 [

Amount of Contribution Rating Increase ¢ 1974

Employee' s New Rate of Basic Pay $ 35,706

Contribution Award $ 962

Page 1
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APPENDIX E

OPPORTUNITIES FOR INCREASED CONTRIBUTION
(FLOW CHART)

Arethere Opportunities
for greater contribution
in current role?

What inhibits @__’.@ Areopportunitiesfor
greater contribution

greater contribution?
available within org?

e

Capability Isperson Why are opportunities
satisfied with not sought/taken?
current role?

Isperson I Motivation IJ_i Capability I

satisfied with CarShould 1

current role? an/shou |

Organization Provide Isperson
Training? satisfied with @
| current role?
Develop Plan Adjust Provide Actively search Adjust Provide Adjust
toincrease Salary Training for opportunities Salary Internal Salary
contribution Expectations esewhere Expectations Opportunities Expectations

Note: This guide may be used by the supervisor to address waysin which an employee can
increase his’her opportunities to contribute.

Army Note: Thischart isprovided as an ad; its use is not mandatory.
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APPENDIX F
RELATIVE SCORE EXAMPLE

Example: For the Busness Management and Technical Managemert Professiona Career Path
within one Pay Poal, the following table can be congtructed, ordered by Relative Score. The
table lists the most “ Ingppropriatey- Compensated Employee” below the SPL (negative values
lessthan -4.0) to the most “Inappropriatel y-Compensated Employee’ above the SPL (positive
values greater than +4.0). Employee 15’ ssdary is-23.87% below the SPL for an OCS of 80.
Employee 8'ssdary is +59.83% above the SPL for an OCS of 35. Compensation can now be
adjusted based upon their RS; the most ingppropriatdy-compensated employee below the SPL
should receive the greatest percentage rating increase and/or award. Although other employees
may receive greater dollar increases and awards due to a higher base sdlary, the employee at the
top of theligt should receive the greatest percentage increase and/or percentage award. The god
isto bring dl sdarieswithin Normd Pay Range.

Employee Base | OCS Compensation Reative

Salary Region Score
15 $48,265 80 Inappropriately -Compensated -23.87
11 $33,284 60 Inappropriately -Compensated -21.92
5 $47,589 74 I nappropriately -Compensated -15.44
3 $46,802 73 Inappropriately -Compensated -15.17
23 $49,728 76 Inappropriately -Compensated -15.08
12 $45,339 71 Inappropriately -Compensated -14.22
1 $51,191 75 Inappropriately -Compensated -10.83
20 $48,265 70 Inappropriately -Compensated -7.16
16 $52,653 74 Inappropriately -Compensated -6.48
21 $52,653 73 Inappropriately -Compensated -457
6 $49,728 70 Inappropriately -Compensated -4.34
9 $48,265 68 Appropriately Compensated -340
10 $69.876 86 Appropriately Compensated -2.15
14 $51,191 70 Appropriately Compensated -1.47
18 $36,609 53 Appropriately Compensated -1.33
2 $52,653 71 Appropriately Compensated -0.71
25 $41,489 59 Appropriately Compensated -0.72
13 $60,871 78 Appropriately Compensated -0.10
17 $49,728 67 Appropriately Compensated +152
22 $80,151 91 Appropriately Compensated +1.93
4 $60,871 76 Appropriately Compensated +3.94
19 $60,871 63 Inappropriately -Compensated +34.54
7 $78,096 72 Inappropriately -Compensated +44.38
24 $49,728 45 Inappropriately -Compensated +57.09
8 $41,489 35 Inappropriately -Compensated +59.83

FORMULAS:

Salary ypper rail = (GS-1 Step 1) * (1.0800) * (1.020043)°°°
Salary jower rail = (GS-1 Step 1) * (0.9200)* (1.020043)°¢°
SPL = Average of the Salary rails

RS = Relative Score = [(Current base) - (SPL) /(SPL)] * 100
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APPENDIX F

ARMY RELATIVE SCORE EXAMPLE
[ Thisis an alternative method to the CAS2Net Software.]

Communicating CCAS Requirements at the Beginning of Appraisal Cycle.

At the beginning of the gppraisa cycle, the supervisor discusses with the employee the
expectations of contribution for the gppraisal period. Thisincludes discussion of career path,
broadband leve, factors, and weights (if gpplicable). Therating officid is encouraged to review
with each employee the expected contribution level (OCS range) corresponding to current salary
(see Appendix N for OCSrange). Additionaly, employeeswill beinformed thet all factors are
“critical”. This counsding, aswell as the mid-point counseling, should be documented as such

on the CCAS Salary Appraisa Form, initided and dated by both employee and supervisor. See
Appendix D for the CCAS Sdary Appraisa Form.

The pay pool pand should establish criteriafor pay pool digtribution. For this example:

7 No Genera Pay Increase (GP1) will be distributed to employeesin the
| nappropriately- Compensated- A region.

7 GP! dallars not distributed will be added to the Contribution Rating
Increase (CRI) pool.

” CRI pool will be distributed based on Relative Score.

7 When broadband sdary limits prevent an employee from receiving al or
part of the CRI, those dollars will be move to the Contribution Award (CA)
pool as additiond digtribution to the affected employee.

7 CA pool will be distributed based on Relative Score.

7 CRI dollars moved to the CA pool will be added to any CA dollars
awarded to those affected employees because of broadband salary restriction.

Evaluation at the End of the Appraisal Cycle.

Step 1. At the conclusion of the gppraisal period, the rating officid (normdly thefirst level
Supervisor) requests that employees provide narrative comments describing their own
contributions throughout the year for each factor. However, an employee may not elect to
provide such information. See Appendix D for CCAS gppraisal form.

Step 2. Therating officid consgdersinputs from the employee, persona observations, and may
consider other sources as gppropriate, to assessthe leve of the employee’ s contribution for each
factor usng amatrix. See Appendix O for contribution matrices.

Step 3. The pay pool pand (pay pool manager and the rating officidsin the pay pool who
reports directly to him/her) meetsfor thefirs time. In thisfirst meeting, eech rating officid in

the pay poal, in turn, entersinto the contribution matrix the name of an individud (darting with
those who fit the descriptors best). This process continues until al employees are placed in the
contribution matrix. See Army Table F-1.

Rating officids are not included in this matrix. (Rating officids are in their supervisor’s matrix
but dl arein the same pay pool.) The pay pool panel reviews each cdl of the matrix for equity
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and consstency. Arethe right people grouped together? For example, are the individuas who
communicate a the same level grouped together? Adjustments are made until consstency and
equity isreached. If disagreements persst, the pay pool panel meets until issues are resolved. If

Contribution Matrix FACTORS
Business M anagement & Problem Teamwork/ Customer | Leadership/ | Communication Resource
Xer’]cg"ica' Management Professonal | Solying | Cooperation | Relations | Supervision Management
Technical Management Support
Very High | 10 10
IV [ High 10 10 10
Medium 22 22 10,22 22 22 22
Low 7 15 15
High 1 13,16, 23 356,13, 15 59 1
Il 14
Leve Medium 23456 | 123457, 1,247, 1,234,556, 1,234,6,7,12, 2,3456,7,
9,12, 9,12,14,17, 12,1617 | 7,12,1314, | 13,14,15,16,17, 12,13,14,15,
13,14, 19,20,21 20,21,23 16,20,21, 20,21,23 16,17,20,21,
15,16, 23 23
20,21,
23,
Low 11,17, 11 9,19 9,11,17,19 19 9
19
High 25
Medium 25 6,18,25 11,1825 | 25 11,18,25 11,18,19
High
I Medium 18,24 24 24 18,24 24 24
Medium 8 8 8 8 8 8
Low
Low
High
I Medium
Low
Army Table =1

Step 4. Before adjourning the first meeting, the pay pool panel converts the matrix placement of
each employee into a numerica contribution score for each factor using the point rangesin Army

Table F-2.
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Point Range Table
Business and Technical Administrative
Technical Support ‘ Support
Professional
Point Range Point Range Point Range
Very 115 95 70
High
High 96-100 79-83
IV | Med 84-95 67-78
Low 79-83 61-66
L High 79-83 62-66 57-61
E I { Med 67-78 52-61 47-56
\Y Low 61-66 4351 38-46
E High 62-66 47-51 42-46
L MH 51-61 41-46
S I | Med 41-50 36-40 30-41
ML 30-40 30-35
Low 22-29 22-29 22-29
High 24-29 24-29 24-29
I Med 6-23 6-23 6-23
Low 0-5 0-5 0-5
Army Table F-2

For this example, the pay pool is composed of 25 employees from the Business Management and
Technicd Management Professond career path.

The Overdl Contribution Scores (OCS) are then calculated. Thisis where weights for individua
factors would be incorporated, if gpplicable. (Discussion of factor weightsis at Chapter 6.5.)
The pay pool manager ligs dl employeesin order by OCS and name; severd employees may be
a thesameleved. Thelig isdigtributed to the pay pool panel members for their review prior to
the second meeting. See Army Table F-3.
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NUMERICAL CONTRIBUTION SCORING WORKSHEET
Employee | Problem |Teamwork/| Customer |Leadership/{Communications| Resource Total Total
Solving [Cooperation| Relations |Supervision Management| Score | Score/6 =

OCs
1 81 67 68 73 78 83 450 75
2 74 74 71 68 71 69 427 71
3 67 74 79 73 73 72 438 73
4 78 75 75 78 77 74 457 76
5 72 72 79 70 79 72 444 74
6 74 52 81 71 69 74 421 70
7 79 72 71 69 70 71 432 72
8 35 34 34 35 37 35 210 35
9 67 67 66 65 79 66 410 68
10 115 96 88 115 96 96 606 101
11 61 62 59 61 59 58 360 60
12 74 68 69 68 71 76 426 71
13 78 82 80 75 77 76 468 78
14 70 67 79 69 69 68 422 70
15 78 84 84 80 77 77 480 80
16 74 79 73 73 74 72 445 74
17 66 67 64 67 67 69 400 67
18 50 57 54 50 54 54 319 53
19 66 63 63 63 66 59 380 63
20 74 74 67 68 70 68 421 70
21 73 75 76 73 73 69 439 73
22 89 90 90 93 91 93 546 91
23 71 81 75 73 78 78 456 76
24 45 47 45 41 46 45 269 45
25 61 57 61 53 61 63 356 59

NOTE: In calculating OCS, round to nearest whole number (73.5 round up to 74; 73.4 round down to 73)
| Army Table -3

For larger pay pools where one meeting may be insufficient, subpanels may meet to accomplish
the previous seps. The subpands may be comprised of rating officids (first level supervisors)
and the second level supervisor. This meeting ensures consstency across the various divisons
and includesthefirgt level supervisor's OCSin the pay pool. If inconsstencies are noted, they
are discussed and resolved with the respective rating officidl.

Step 5. Inthis step the pay pool pane meets for the second time to identify any inconsastencies
in the employees OCS consolidated ligting. If inconsstenciesin the OCS list are identified, the
rating officids revist the contribution matrix and recongder the placement of the employees and
make adjustments if gppropriate.

Step 6. Pay pool pand turns over the OCS ligt to the pay pool manager for officia approva
after which this approved OCS becomes the employe€’ s rating of record. Supervisor/Rating
Officd findizes Part [l — Supervisor Assessment.

Step 7. After the pay pool manager approves the OCS, the current salary versus OCSis plotted
for al employeeson achat. See Army Tables F-4 and F-5 below.
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BASE SALARY and OCS
Employee | Base Salary | OCS | Employee | Base Salary| OCS

1 $ 51,191 75 13 $ 60,871 78
2 $ 52,653 71 14 $ 51,191 70
3 $ 46,802 [ 73 15 $ 48,265 80
4 $ 60,871 76 16 $ 52,653 74
5 $ 47,589 74 17 $ 49,728 67
6 $ 49,728 70 18 $ 36,609 53
7 $ 78,096 | 72 19 $ 60871| 63
8 $ 41,489 35 20 $ 48,265 70
9 $ 48,265 68 21 $ 52,653 73
10 $ 94,287 | 101 22 $ 80,151 91
11 $ 33,284 | 60 23 $ 49,728| 76
12 $ 45,339 71 24 $ 49,728 45

25 $ 41,489 59

Army Table F-4

This plot relates contribution to compensation, and identifies the placement of each employee

into one of the three regions or groups: Inappropriately compensated — A region (above therail),
appropriately compensated region (between therails), or inappropriately compensated — B region
(below therail). See Army Table F-5.
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| Scatter Diagram Armv Table F-5

Overall Contribution Score

Note: See Appendix N for the Standard Pay Line, upper and lower rail valuesfor the Overdl
Contribution Scores.
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Step 8. The pay pool manager, in consultation with the pay pool pand, determines the potentia
sdary adjusment and Contribution Award for each employee. Army Table F-6 below illusirates
the compensation dligibility for the three groupings of employees.

Compensation Eligibility Chart
Category General Pay Contribution Contribution L ocality Pay
Increase Rating Increase Award SeeNote 1
(GPI) (CRI) (CA)
Inappropriately Could bereduced NO NO YES
Compensated - A or denied
Appropriatdy YES YES-up to 6% YES YES
Compensated SeeNote 2 SeeNote5
Inappropriately YES YES—-up to 20% YES YES
Compensated - B SeeNotes3 & 4 SeeNote5
Army Table F-6
1. Basic pay pluslocality pay may not exceed Executive Level |V basic pay.
2. May not exceed upper rail of NPR for employee’s OCS or maximum salary for current broadband level.
3. Over 20% requires local commander’s approval.
4. May not exceed 6% above the lower rail or the maximum salary for current broadband level.
5. Pay pool manager approves up to $10,000. Amounts exceeding $10,000 require local commander’s approval.

The following table F7 depicts the compensation digibility for the 25 employeesin this notiond

pay pool.
Employees’ Compensation Eligibility
Employee | Base Salary| OCS Compensation Region Employee | Base Salary| OCS Compensation Region

1 $ 51,191| 75 | Inappropriately-Compensated-B 13 $ 60,871 78 Appropriately Compensated
2 $ 52,653 71 Appropriately Compensated 14 $ 51,191 70 Appropriately Compensated
3 $ 46,802 73 [ Inappropriately-Compensated-B 15 $ 48,265 80 Inappropriately-Compensated-B
4 $ 60,871 76 Appropriately Compensated 16 $ 52,653 74 Inappropriately-Compensated-B
5 $ 47,589 74 | Inappropriately-Compensated-B 17 $ 49,728 67 Appropriately Compensated
6 $ 49,728 70 Appropriately Compensated 18 $ 36,609 53 Appropriately Compensated
7 $ 78,096 72 | Inappropriately-Compensated-A 19 $ 60,871 63 | Inappropriately-Compensated-A
8 $ 41,489( 35 [ Inappropriately-Compensated-A 20 $ 48,265 70 Inappropriately-Compensated-B
9 $ 48,265 68 Appropriately Compensated 21 $ 52,653 73 Inappropriately-Compensated-B
10 $ 94,287 101 Appropriately Compensated 22 $ 80,151 91 Appropriately Compensated
11 $ 33,284 60 | Inappropriately-Compensated-B 23 $ 49,728 76 Inappropriately-Compensated-B
12 $ 45,339 71 | Inappropriately-Compensated-B 24 $ 49,728 45 | Inappropriately-Compensated-A

25 $ 41,489 59 Appropriately Compensated

Army Table 7

The amount of money available for compensation within a pay poal is determined by the Genera
Pay Increase (GPI), money in the Contribution Rating Increase (CRI) that would have been
available for quality and within grade step increases and career promotions, and awards
(performance-based awards as defined in 5 U.S.C. 4505(a)). Funds not distributed from the GPI
and CRI pools may be used to augment the Contribution Award (CA) Pool. However, the
awards money pool cannot be used for incrementsto sdlary. The CRI pool of money will be set
a 2.4% thefirgt year and will be aminimum of 2% of the activity’ stotal sdary theregfter. The
CA pool will be set a 1.3% the first year and will be aminimum of 1.0% of the activity’ stotd
sdary thereafter. The CA pool breaks down asfollows. 90% will be set asde for the CCAS
awards and 10% will be set asde for other awards throughout the year. These stated minimums

are floors only and may be increased within gpproved budgetary limitations.

In this example the totd base sdary for the 25 employees in the pay pool is $1,331,796. The
Genera Pay Increaseis 3.1% or $41,286. The Contribution Rating Increase (CRI) is 2.4% or
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$31,963 and the award is 1.3% of which 90% is for Contribution Award or 1.17% or $15,582.
Thetotd pay pool is 6.67% of the total base sdlary or $38,831.

Dollars in Pay Pool

Total Base Salary
GPI - General Pay Increase of 3.1% 41,286
CRI - Contribution Rating Increase of 2.4% 31,963

$ 1,331,796
$
$
CA - Contribution Award of 1.17% (90% of 1.3%) |$ 15,582
$
A

Total Pay Pool (6.67% of Total Base Salary) 88,831
rmy Table F-8

Left Blank

See Next Page
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Step 9. The pay pool pane reviews the compensation adjustments for fairness and congstency
with the contribution scores. If consensus cannot be reached, the pay pool manager decides.

Step 9a. Relative Score. In order to ensure equitable distribution of funds, employees may be
listed by their “Rdative Score.” Rdative Score (RS) isameasure of the relative distance from

the middle of the Norma Pay Range (the Standard Pay Line (SPL)). RSis cdculated asfollows:
Relative Score % = [(Current Base Sdlary) — (Standard Pay Line) / (Standard Pay Line)] * 100

All employees may be rank ordered by their Relative Scores and those at the top of the list
should receive the greatest percentage compensation adjustments. See table F-9 below.

RELATIVE SCORE

Employee Base oCs Compensation Region Standard | Relative

Salary Pay Score

Line
15 $ 48,265 80 Inappropriately-Compensated-B | $ 63,394 | -23.87%
11 $ 33,284| 60 Inappropriately-Compensated-B | $ 42,627 | -21.92%
5 $ 47,589 74 Inappropriately-Compensated-B | $ 56,278 | -15.44%
3 $ 46,802 73 Inappropriately-Compensated-B | $ 55,173 | -15.17%
23 $ 49,728 76 Inappropriately-Compensated-B | $ 58,557 | -15.08%
12 $ 45,339 71 Inappropriately-Compensated-B | $ 53,026 | -14.50%
1 $ 51,191 75 Inappropriately-Compensated-B | $ 57,406 | -10.83%
20 $ 48,265 70 Inappropriately-Compensated-B | $ 51,984 | -7.15%
16 $ 52,653| 74 Inappropriately-Compensated-B | $ 56,278 | -6.44%
21 $ 52,653| 73 Inappropriately-Compensated-B | $ 55,173 | -4.57%
6 $ 49,728 70 Appropriately Compensated $ 51,984 | -4.34%
9 $ 48,265 68 Appropriately Compensated $ 49,961 | -3.39%
14 $ 51,191 70 Appropriately Compensated $ 51,984 | -1.53%
18 $ 36,609| 53 Appropriately Compensated $ 37,099 | -1.32%
2 $ 52,653| 71 Appropriately Compensated $ 53,026 | -0.70%
25 $ 41,489 59 Appropriately Compensated $ 41,790 | -0.72%
13 $ 60,871| 78 Appropriately Compensated $ 60,927 | -0.09%
10 $ 94,287| 101 Appropriately Compensated $ 94,287 | 0.00%
17 $ 49,728 67 Appropriately Compensated $ 48,980 | 1.53%
22 $ 80,151| 91 Appropriately Compensated $ 78,858 | 1.64%
4 $ 60,871| 76 Appropriately Compensated $ 58,557 | 3.95%
19 $ 60,871| 63 Inappropriately-Compensated-A | $ 45,242 | 34.55%
7 $ 78,096| 72 Inappropriately-Compensated-A | $ 54,088 | 44.39%
24 $ 49,728 45 Inappropriately-Compensated-A | $ 31,653 | 57.10%
8 $ 41,489 35 Inappropriately-Compensated-A | $ 25,956 | 59.84%
Army Table F-9
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Step 9b. General Pay Increase. Employeesin compensation regions Inappropriately
Compensated — B and Appropriately Compensated received the full Genera Pay Increase (GP1).

See Army Table F-10.
GENERAL PAY INCREASE DISTRIBUTION
Employee | Base Salary | OCS | Standard Relative Compensation Region General
Pay Line Score Pay
Increase
15 $ 48,265| 80 $ 63,394 -23.87% Inappropriately-Compensated-B $ 1,496
11 $ 33,284 | 60 $ 42,627 -21.92% Inappropriately-Compensated-B $ 1,032
$ 47589 | 74 $ 56,278 -15.44% Inappropriately-Compensated-B $ 1475
$ 46,802 | 73 $ 55,173 -15.17% Inappropriately-Compensated-B $ 1451
23 $ 49,728 | 76 $ 58,557 -15.08% Inappropriately-Compensated-B $ 1542
12 $ 45339 71 $ 53,026] -14.50% Inappropriately-Compensated-B $ 1,406
1 $ 51,191 75 $ 57,406 -10.83% Inappropriately-Compensated-B $ 1,587
20 $ 48,265 70 $ 51,984 -7.15% Inappropriately-Compensated-B $ 1,496
16 $ 52,653 | 74 $ 56,278 -6.44% Inappropriately-Compensated-B $ 1632
21 $ 52,653 | 73 $ 55,173 -4.57% Inappropriately-Compensated-B $ 1632
6 $ 49,728 | 70 $ 51,984 -4.34% Appropriately Compensated $ 1542
9 $ 48,265 68 $ 49,961 -3.39% Appropriately Compensated $ 1,496
14 $ 51,191 | 70 $ 51,984 -1.53% Appropriately Compensated $ 1,587
18 $ 36,609 [ 53 $ 37,099 -1.32% Appropriately Compensated $ 1135
2 $ 52,653 | 71 $ 53,026 -0.70% Appropriately Compensated $ 1,632
25 $ 41,489 | 59 $ 41,790 -0.72% Appropriately Compensated $ 1,286
13 $ 60,871 | 78 $ 60,927 -0.09% Appropriately Compensated $ 1,887
10 $ 94,287 | 101 $ 94,287 0.00% Appropriately Compensated $ 2923
17 $ 49,728 67 $ 48,980 1.53% Appropriately Compensated $ 1,542
22 $ 80,151 | 91 $ 78,858 1.64% Appropriately Compensated $ 2485
4 $ 60,871 | 76 $ 58,557 3.95% Appropriately Compensated $ 1,887
19 $ 60,871 63 $ 45242 34.55% Inappropriately-Compensated-A DENIED
7 $ 78,096 | 72 $ 54,088 44.39% Inappropriately-Compensated-A DENIED
24 $ 49,728 | 45 $ 31,653 57.10% Inappropriately -Compensated-A DENIED
8 $ 41,489 | 35 $ 25,956| 59.84% Inappropriately-Compensated-A DENIED
$ 1,331,796 $ 34,150
$ 41,286|GPI - General Pay Increase of 3.1% Only $34,150 of the GPI
$  31,963[CRI- Contribution Rating Increase of 2.4% was allocated, allowing
$ 15,582|CA - Contribution Award of 1.17% (90% of 1.3%) g;eatée:jlggct:g gjéélss o
$ 88,831 |Total Pay Pool (6.67% of Total Base Salary)

Army Table F10
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Step 9c. Relative Score Adjustments. The Reative Score percentages for employeesin the
Inappropriately- Compensated- B and Appropriately- Compensated regions must be adjusted to

ensure consgstency and equity in digtributing the CRI pay pool. A factor of —8.00 is added to

each relative score. This conversion is not required for employees in the Ingppropriately-
Compensated- A region. See Army Table F-10. Theformula for this adjustment is

Relative Score % Adjustment = (Relative Score) + (- 8.00)

For example: Employee #11's Relative Score % Adjustment is (—21.92) + (- 8.00) = -29.92

RELATIVE SCORE ADJUSTMENT
Employee | Base Salary| OCS | Standard | Relative Compensation Region General Adjusted
Pay Line Score Pay Relative
Increase Score
15 $ 48,265 80 | $ 63,394 -23.87% Inappropriately-Compensated-B $ 1,496| -31.87%
11 $ 33,284 60 | $ 42,627 -21.92% Inappropriately-Compensated-B $ 1,032 -29.92%
5 $ 47589 74 | $ 056,278| -15.44% Inappropriately-Compensated-B $ 1475 -23.44%
3 $ 46,802 73 | $ 55,173 -15.17% Inappropriately-Compensated-B $ 1451 -23.17%
23 $ 49,728 76 | $ 58,557 -15.08% Inappropriately-Compensated-B $ 1542 -23.08%
12 $ 45339 71 | $ 53,026 -14.50% Inappropriately-Compensated-B $ 1,406 -22.50%
1 $ 51,191 75 | $ 57,406 -10.83% Inappropriately-Compensated-B $ 1587 -18.83%
20 $ 48,265 70 [ $ 51,984 -7.15% Inappropriately-Compensated-B $ 1,496] -15.15%
16 $ 52,653 74 [ $ 56,278 -6.44% Inappropriately-Compensated-B $ 1632 -14.44%
21 $ 52,653 73 [ $ 55,173 -4.57% Inappropriately-Compensated-B $ 1632 -1257%
6 $ 49,728 70 [ $ 51,984 -4.34% Appropriately Compensated $ 1542 -12.34%
9 $ 48,265 68 | $ 49,961 -3.39% Appropriately Compensated $ 1,496 -11.39%
14 $ 51,191 70 [ $ 51,984 -1.53% Appropriately Compensated $ 1587 -9.53%
18 $ 36,609 53 [ $ 37,099 -1.32% Appropriately Compensated $ 1,135 -9.32%
2 $ 52,653 71 [ $ 53,026 -0.70% Appropriately Compensated $ 1,632 -8.70%
25 $ 41,489 59 | $ 41,790 -0.72% Appropriately Compensated $ 1,286 -8.72%
13 $ 60,871 78 | $ 60,927 -0.09% Appropriately Compensated $ 1,887 -8.09%
10 $ 94,287| 101 | $ 94,287 0.00% Appropriately Compensated $ 2,923 -8.00%
17 $ 49,728 67 | $ 48,980 1.53% Appropriately Compensated $ 1542 -6.47%
22 $ 80,151 91 | $ 78,858 1.64% Appropriately Compensated $ 2,485 -6.36%
4 $ 60,871 76 [ $ 58557 3.95% Appropriately Compensated $ 1,887 -4.05%
19 $ 60,871 63 | $ 45242 34.55% Inappropriately-Compensated-A DENIED NA
7 $ 78,096 72 | $ 54,088 44.39% Inappropriately-Compensated-A DENIED NA
24 $ 49,728| 45 | $ 31,653 57.10% Inappropriately -Compensated-A DENIED NA
8 $ 41,489 35 | $ 25956 59.84% Inappropriately -Compensated-A DENIED NA
Army Table 11
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Step 9d. Contribution Rating Increase Digtribution. Based on the adjusted Relative Score
percentage, CRI digtribution was made as shown in Army Table F-12.

The formulafor the CRI is (Adjusted RS%/Totd Eligible RS%) * CRI Pool.

For example, Employee #3's adjusted RS% is—23.17%. The Totd Eligible RS%, whichisthe
sum of dl RS% in the Inappropriately Compensated — B and Appropriately Compensated
regions, is—307.94%. CRI pool is $39,098 ($31,963 plus the undistributed GPI of $7,136).

Employee #3's CRI cdculation is (-23.17/-307.94) * $39,098 = $2,942

CONTRIBUTION RATING INCREASE DISTRIBUTION
Employee| Base Salary| OCS | Standard | Relative | Compensation | General Adjusted [Contribution
Pay Line Score Region Pay Relative Rating

Increase Score Increase
15 $ 48,265 80 $ 63,394 -23.87% Inapp Comp - B $ 1,49 -3187% [$ 4,046
11 $ 33,284| 60 $ 42,627 -21.92% Inapp Comp - B $ 1,032 -29.92% [$ 3,799
5 $ 47,589 74 $ 56,278 -15.44% Inapp Comp - B $ 1,475 -2344% |$ 2,976
3 $ 46,802 73 $ 55173 -15.17% Inapp Comp - B $ 1,451 -2317% |$ 2,942
23 $ 49,728| 76 $ 58,557 -15.08% Inapp Comp - B $ 1542 -23.08% |$ 2,930
12 $ 45,339 71 [ $ 53,026 -14.50% Inapp Comp-B | $ 1,406 -2250% [$ 2,856
1 $ 51,191 75 [ $ 57,406 -10.83% Inapp Comp-B | $ 1,587 -18.83% ($ 2,390
20 $ 48,265 70 [ $ 51,984 -7.15% Inapp Comp-B | $ 1,496 -15.15% ($ 1,924
16 $ 52,653 74 | $ 56,278 -6.44% Inapp Comp-B | $ 1,632 -14.44% |[$ 1,834
21 $ 52,653| 73 $ 55173 -4.57% Inapp Comp - B $ 1,632 -1257% |$ 1,596
6 $ 49,728 70 | $ 51,984 -4.34% App Comp $ 1542 -1234% |$ 1,567
9 $ 48,265| 68 | $ 49,961 -3.39% App Comp $ 1496 -11.39% ($ 1,447
14 $ 51,191 70 $ 51,984 -1.53% App Comp $ 1,587 -9.53% $ 1,209
18 $ 36,609] 53 [ $ 37,099 -1.32% App Comp $ 1,135 -9.32% $ 1,183
2 $ 52,653 71 $ 53,026 -0.70% App Comp $ 1,632 -8.70% $ 1,105
25 $ 41,489 59 $ 41,790 -0.72% App Comp $ 1,286 -8.72% $ 1,107
13 $ 60,871 78 $ 60,927 -0.09% App Comp $ 1,887 -8.09% $ 1,027
10 $ 94,287| 101 | $ 94,287 0.00% App Comp $ 2,923 -8.00% $ 1,016
17 $ 49,728| 67 $ 48,980 1.53% App Comp $ 1,542 -6.47% $ 822
22 $ 80,151 91 $ 78,858 1.64% App Comp $ 2,485 -6.36% $ 808
4 $ 60,871 76 $ 58,557 3.95% App Comp $ 1,887 -4.05% $ 514

19 $ 60,871 63 $ 45,242| 34.55% Inapp Comp - A DENIED NA Not Eligible

7 $ 78,096 72 $ 54,088 44.39% Inapp Comp - A DENIED NA Not Eligible

24 $ 49,728| 45 $ 31,653 57.10% Inapp Comp - A DENIED NA Not Eligible

8 $ 41,489 35 $ 25,956| 59.84% Inapp Comp - A DENIED NA Not Eligible
$ 1,331,796 $ 34,150 -307.94% |[$ 39,098
Army Table F12

Step %e. Verification of Compensation Eligibility. Once the CRI distribution has been made,
the pay pool pand must determineif its CRI recommendations comply with the footnotes of the
Compensation Eligibility Chart.
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Compensation Eligibility Chart

Category General Pay Contribution Contribution L ocality Pay
Increase Rating Increase Award SeeNotel
(GPI) (CRI) (CA)
Inappropriately Could bereduced NO NO YES
Compensated - A or denied
Appropriately YES YES- up to 6% YES YES
Compensated See Note 2 SeeNote 5
I nappropriatey YES YES-up to 20% YES YES
Compensated - B SeeNotes3 & 4 SeeNote5
Army Table F-5

1. Basic pay plus locality pay may not exceed Executive Levd |V basic pay.
2. May not exceed upper rail of NPR for employee’s OCS or maximum salary for current broadband

leve.

3. Over 20% require local commander’s approval.
4. May not exceed 6% above the lower rail or the maximum salary for current broadband level.
5. Pay pool manager approves up to $10,000. Amounts exceeding $10,000 require local commander’s

gpprova.

Notes1and 5: Self-explanatory.

Left Blank

See Next Page
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Note2: May not exceed upper rail of NPR for employee’sOCS or maximum salary for
current broadband level. Note 2 applies only to employeesin the Appropriately-
Compensated Region.

Employee’ s #10 exceeded both the upper rail and the upper limit of her broadband. The
proposed CRI should be redllocated as a Contribution Award.

NOTE 2 VERIFICATION
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15(|% 48,265( 80 [ $ 63,394|-23.87%| Inapp- $ 1,496 [-31.87%($ 4,046 $ 53,807 $ 70,590( I | $ 69,930
Comp-B
11($ 33,284 60 | $ 42,627(-21.92%( Inapp- $ 1,032 |-29.92%($ 3,799 $ 38,114 $ 47,466( 11| $ 49,064
Comp-B
5% 47,589 74 | $ 56,278(-15.44%( Inapp- $ 1,475 |-23.44%($ 2,976( $ 52,040 $ 62,667 I | $ 49,064
Comp-B
3($ 46,802 73 [ $ 55,173|-15.17%| Inapp- $ 1451 [-2317%($ 2,942| $ 51,195( $ 61,436( Il | $ 69,930
Comp-B
23| $ 49,728 76 | $ 58,557|-15.08% | Inapp- $ 1542 (-23.08%($ 2,930 $ 54,200 $ 65,204( Il { $ 69,930
Comp-B
121 $ 45339 71 [ $ 53,026|-14.50% | Inapp- $ 1,406 [-22.50%($ 2,856 $ 49,601| $ 59,045( 1l | $ 69,930
Comp-B
119 51,191 75 [ $ 57,406/-10.83%| Inapp- $ 1,587 [-18.83%($ 2,390 $ 55,168( $ 63,923( Il [ $ 69,930
Comp-B
20| $ 48,265 70 [ $ 51,984| -7.15% Inapp- $ 1,496 |-15.15%($ 1,924 $ 51,685 $ 57,885[ Il | $ 69,930
Comp-B
16| $ 52,653 74 [ $ 56,278| -6.44% Inapp- $ 1,632 |-14.44%($ 1,834 $ 56,119 $ 62,667( Il | $ 69,930
Comp-B
21( $ 52,653 73 [ $ 55,173 -4.57% Inapp- $ 1,632 |-1257%($ 1,596] $ 55,881 $ 61,436( Il | $ 69,930
Comp-B
6% 49,728 70 | $ 51,984| -4.34% | AppComp [ $ 1,542 [-12.34%|$ 1,567| $ 52,836( $ 57,885( Il | $ 69,930
91$% 48,265 68 | $ 49,961| -3.39% [AppComp [ $ 1,496 |-11.39%($ 1,447 $ 51,208| $ 55,633 Il | $ 69,930
141 $ 51,191 70 | $ 51,984| -1.53% | AppComp [ $ 1,587 | -9.53% |$ 1,209] $ 53,987 $ 57,885( Il | $ 69,930
18] $ 36,609 53 [ $ 37,099| -1.32% | AppComp [ $ 1,135 | -9.32% |$ 1,183 $ 38,927 $ 41,310( 11| $ 49,064
2 (s 52,653 71 | $ 53,026| -0.70% | AppComp [ $ 1,632 | -8.70% [$ 1,105 $ 55,390( $ 59,045( Il | $ 69,930
25| % 41,489 59 [ $ 41,790| -0.72% | AppComp [ $ 1,286 | -8.72% |$ 1,107| $ 43,882] $ 46,534 11 | $ 49,064
13| $ 60,871 78 | $ 60,927| -0.09% [ AppComp [ $ 1,887 | -8.09% [$ 1,027 $ 63,785 $ 67,844 Il | $ 69,930
10] $ 94,287( 101 [ $ 94,287| 0.00% |AppComp| $ 2,923 | -8.00% |$ 1,016] $ 98,226 $ 97,210(V | $ 97,210
171 $ 49,728 67 | $ 48,980 1.53% |AppComp | $ 1542 | -6.47% |$ 822| $ 52,091 $ 54,540( Il | $ 69,930
22| $ 80,151 91 | $ 78,858 1.64% [AppComp | $ 2,485 | -6.36% [$ 808| $ 83,443 $ 87,810(V | $ 97,210
41$ 60,871 76 | $ 58,557| 3.95% |AppComp | $ 1,887 | -4.05% |$ 514| $ 63,272 $ 65,204( Il | $ 69,930
19| % 60,871 63 | $ 45,242( 34.55% Inapp- DENIED NA Not Eligible No $ 50,378| Il | $ 69,930
Comp-A Adjustment
7% 78,096 72 | $ 54,088 44.39% Inapp- DENIED NA Not Eligible No $ 60,228(V | $ 97,210
Comp-A Adjustment
241 % 49,728| 45 | $ 31,653( 57.10% Inapp- DENIED NA Not Eligible No $ 35,246( Il | $ 69,930
Comp-A Adjustment
8 (% 41,489| 35 | $ 25,956( 59.84% Inapp- DENIED NA Not Eligible No $ 28,902( I | $ 49,064
Comp-A Adjustment

Army Table F-13
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Note 3: (Contribution rating increases) Over 20% requireslocal commander’s approval.

All proposed CRI’s are under 20%.

NOTE 3 VERIFICATION
Employee| Base OCS | Standard [Relative [Compensation|General| Relative |Contribution| Percent [Note 3 Adjusted
Salary Pay Line | Score Region Pay Score Rating of CCAS
for 1998 Increase|Adjustment | Increase CRI Salary

For 1999

15 $ 48,265 80 $63,394 ([-23.87% | Inapp-Comp-B | $1,496 -31.87% $ 4,046 8.38% [under 20% | $ 53,807
11 $ 33,284 60 $42,627 [-21.92% | Inapp-Comp-B | $1,032 -29.92% $3,799 11.41% |under 20% | $ 38,114
5 $ 47,589 74 $56,278 ([-15.44% | Inapp-Comp-B | $1,475 -23.44% $2,976 6.25% [under 20% | $ 49,064
3 $ 46,802 73 $55,173 [-15.17% | Inapp-Comp-B | $1,451 -23.17% $2,942 6.29% [under 20% | $ 51,195
23 $ 49,728 76 $58,557 [-15.08% | Inapp-Comp-B | $1,542 -23.08% $2,930 5.89% [under 20% | $ 54,200
12 $ 45,339 71 $53,026 ([-14.50% | Inapp-Comp-B | $1,406 -22.50% $ 2,856 6.30% [under 20% | $ 49,601
1 $ 51,191 75 $57,406 |[-10.83%| Inapp-Comp-B | $1,587 -18.83% $2,390 4.67% [under 20%| $ 55,168
20 $ 48,265 70 $51,984 | -7.15% | Inapp-Comp-B | $1,496 -15.15% $1,924 3.99% [under 20% | $ 51,685
16 $ 52,653 74 $56,278 | -6.44% | Inapp-Comp-B | $1,632 -14.44% $1,834 3.48% [under 20% | $ 56,119
21 $ 52,653 73 $55,173 | -4.57% | Inapp-Comp-B | $1,632 -12.57% $ 1,596 3.03% [under 20% | $ 55,881
6 $ 49,728 70 $51,984 | -4.34% App Comp $1,542 -12.34% $1,567 3.15% [under 20% | $ 52,836
9 $ 48,265 68 $49,961 | -3.39% App Comp $1,496 -11.39% $1,447 3.00% [under 20% | $ 51,208
14 $ 51,191 70 $51,984 | -1.53% App Comp $1,587 -9.53% $ 1,209 2.36% [under 20% | $ 53,987
18 $ 36,609 53 $37,099 | -1.32% App Comp $1,135 -9.32% $1,183 3.23% [under 20% | $ 38,927
2 $ 52,653 71 $53,026 | -0.70% App Comp $1,632 -8.70% $1,105 2.10% [under 20%| $ 55,390
25 $ 41,489 59 $41,790 | -0.72% App Comp $1,286 -8.72% $ 1,107 2.67% [under 20% | $ 43,882
13 $ 60,871 78 $60,927 | -0.09% App Comp $1,887 -8.09% $1,027 1.69% [under 20% | $ 63,785
10 $ 94,287 | 101 $94,287 | 0.00% App Comp $2,923 -8.00% $1,016 1.08% [under 20% | $ 97,210
17 $ 49,728 67 $48,980 1.53% App Comp $1,542 -6.47% $ 822 1.65% |under 20% | $ 52,091
22 $ 80,151 91 $78,858 1.64% App Comp $2,485 -6.36% $ 808 1.01% |under 20% | $ 83,443
4 $ 60,871 76 $58,557 | 3.95% App Comp $1,887 -4.05% $ 514 0.84% [under 20% | $ 63,272
19 $ 60,871 63 $45,242 [ 34.55% | Inapp-Comp-A | DENIED NA Not Eligible NA $ 60,871
7 $ 78,096 72 $54,088 | 44.39% | Inapp-Comp-A | DENIED NA Not Eligible NA $ 78,096
24 $ 49,728 45 $31,653 [ 57.10% | Inapp-Comp-A | DENIED NA Not Eligible NA $ 49,728
8 $ 41,489 35 $25,956 [ 59.84% | Inapp-Comp-A | DENIED NA Not Eligible NA $ 41,489

Army Table 14
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Note4: May not exceed 6% above the lower rail or the maximum salary for current
broadband level. Note 4 apply to employeesin the Inappropriately-Compensated-B

Region.

Employee #5 iswithin the 6% limit but exceeded the maximum sdary for his current broadband
level. The proposed CRI should be redllocated as a Contribution Award.

Employee #21 iswithin his current broadband level but exceeds the 6% limit by $407. His

CCAS sdary should be st at the 6% limit of $55,474 and the remaining $407 should be

redlocated as a Contribution Award.

Army Operating Procedures as of June 18, 1999

NOTE 4 VERIFICATION
Note 4
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S T D %) Rl ) 2} n o — 4 0 e S o .C,E‘E odioTc o x oo o
21 v=s (O G .S o S5 S o D% 2 c 88 [o3=c22502 |5a
o o~ |O © 4 = 2a QG 2z 3 s o w85 sigcfalzsa 2 2
s 9 o c B o S c T = = on= [o-2ny o) o
wl g8” = 3 E 35 |33 |8 |2 % |5 |52 3|8°g |S®
) 12 3 x< |08 |2 < 5 gt =
15($ 48,265( 80 | $63,394(-23.87%| Inapp- $1,496|-31.87%| $ 4,046 $ 53,807| Il [ $69,930 | $60,133|%$63,741| Within 6%
Comp-B
11($ 33,284 60 | $42,627(-21.92%| Inapp- $1,032|-29.92% | $ 3,799 $ 38,114| Il | $49,064 | $40,434|%$42,860| Within 6%
Comp-B
5% 47,589 | 74| $56,278|-15.44%| Inapp- $1,475|-23.44% | $ 2,976 $ 52,040 I [ $49,064 | $53,383|$56,586 [ Within 6% of
Comp-B the lower ralil,
but exceeded
maximum
salary
3|% 46,802 73| $55,173(-15.17% Inapp- $1,451(-23.17%( $ 2,942 $ 51,195| Il | $69,930| $52,334 | $55,474 Within 6%
Comp-B
23|$ 49,728 | 76 | $58,557(-15.08% | Inapp- $1,542|-23.08% | $ 2,930( $ 54,200| Il [ $69,930| $55,544 |$58,877 | Within 6%
Comp-B
12($ 45,339 71| $53,026(-14.50%| Inapp- $1,406|-22.50% | $ 2,856 $ 49,601| Il [ $69,930| $50,298 | $53,316 | Within 6%
Comp-B
1(%$ 51,191 | 75| $57,406(-10.83% | Inapp- $1,587|-18.83% | $ 2,390 $ 55,168| Il | $69,930 | $54,453|$57,720| Within 6%
Comp-B
20($ 48,265( 70 | $51,984( -7.15% Inapp- $1,496|-15.15%| $ 1,924 $ 51,685| Il [ $69,930 | $49,309 | $52,268 | Within 6%
Comp-B
16($ 52,653 74 | $56,278| -6.44% Inapp- $1,632(-14.44%( $ 1,834 $ 56,119 Il | $69,930 | $53,383 [ $56,586 [ Within 6%
Comp-B
21($ 52,653 73 [ $55,173[ -4.57% Inapp- $1,632[-12.57%( $ 1,596 $ 55,881 Il | $69,930 | $52,334 | $55,474 | Exceed 6%
Comp-B
6[$ 49,728 | 70 | $51,984| -4.34% | App Comp | $1,542|-12.34%| $ 1,567 $ 52,836[ Il [ $69,930 [ $ 49,309 | $52,268 NA
9|% 48,265| 68 $49,961| -3.39% [ App Comp | $1,496|-11.39% | $ 1,447| $ 51,208] Il | $69,930 $ 47,391 | $50,234 NA
14($ 51,191| 70 | $51,984| -1.53% | App Comp | $1,587| -9.53% [ $ 1,209 $ 53,987 Il | $69,930 | $ 49,309 | $52,268 NA
18[$ 36,609 | 53 | $37,099| -1.32% | App Comp | $1,135[ -9.32% [ $ 1,183 $ 38,927 Il | $49,064 | $ 35,190 | $37,301 NA
2% 52,653 71 [ $53,026| -0.70% [ App Comp | $1,632| -8.70% | $ 1,105 $ 55,390| Il | $69,930 [ $ 50,298 | $53,316 NA
25| % 41,489 | 59 [ $41,790[ -0.72% | App Comp | $1,286| -8.72% | $ 1,107 $ 43,882| Il | $49,064 [ $ 39,640 | $42,018 NA
13($ 60,871 | 78| $60,927| -0.09% | App Comp | $1,887[ -8.09% [ $ 1,027 $ 63,785[ Il | $69,930 | $57,793 [ $61,261 NA
10($ 94,287 [101| $ 94,287 0.00% | App Comp | $2,923| -8.00% [ $ 1,016 $ 98,226 V | $97,210| $ 89,427 | $94,793 NA
17($ 49,728 | 67| $48,980 1.53% | AppComp | $1,542 -6.47% [ $ 822 $ 52,091 Il | $69,930 | $ 46,460 [ $49,248 NA
22|%$ 80,151 ]| 91 | $78,858( 1.64% [ App Comp | $2,485| -6.36% | $ 808 $ 83,443| \V | $97,210 $ 74,801 | $79,289 NA
41% 60,871 76 | $58,557| 3.95% | App Comp | $1,887| -4.05% | $ 514| $ 63,272| Il | $69,930| $ 55,544 | $58,877 NA
19($ 60,871 | 63 | $ 45,242 34.55% Inapp- NA Not NONE | $69,930  $42,914 | $45,489 NA
Comp-A | DENIED Eligible
719% 78,096 | 72 | $54,088| 44.39% Inapp- NA Not NONE | IV | $97,210| $51,306 | $54,384 NA
Comp-A | DENIED Eligible
24($ 49,728 45 $31,653| 57.10% Inapp- NA Not NONE [ $69,930( $30,025($31,827 NA
Comp-A | DENIED Eligible
8% 41,489 35| $25,956| 59.84% Inapp- NA Not NONE II'| $49,064( $24,621 | $26,098 NA
Comp-A | DENIED Eligible

Army Table F-15
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Step 9f. Contribution Award. Based on the adjusted Relative Score percentage, Contribution
Award distribution was made as shown in Army Table F-16.

The formulafor the CA is (Adjusted RS%/Totd Eligible RS%) * CA Poal.

For example Employee #3's adjusted RS% is—23.17%. The Totd Eligible RS%, which isthe
sum of al RS% in the Ingppropriately Compensated — B and Appropriately Compensated
regions, is—307.94%. Contribution Award pool is $15,582.

Employee #3's CRI cdculation is (-23.17/-307.94) * $15,582 = $1,173

CONTRIBUTION AWARD DISTRIBUTION

Employee| Base Salary| OCS | Standard |Relative Compensation Region General Relative [Contribution
for 1998 Pay Line | Score Pay Score Award
Increase |Adjustment
15 $ 48,265| 80 | $ 63,394|-23.87% | Inappropriately-Compensated-B| $ 1,496 -31.87% $ 1,612
11 $ 33,284 60 | $ 42,627|-21.92% | Inappropriately-Compensated-B | $  1,032| -29.92% $ 1,514
5 $ 47,589 74 | $ 56,278|-15.44% | Inappropriately-Compensated-B | $ 1,475 -23.44% $ 1,186
3 $ 46,802 73 | $ 55,173[-15.17% | Inappropriately-Compensated-B| $ 1,451 -23.17% $ 1,173
23 $ 49,728| 76 | $ 58,557(-15.08% | Inappropriately-Compensated-B| $ 1,542 -23.08% $ 1,168
12 $ 45,339| 71 | $ 53,026(-14.50% | Inappropriately-Compensated-B| $ 1,406 -22.50% $ 1,138
1 $ 51,191 75 [ $ 57,406|-10.83% | Inappropriately-Compensated-B| $  1,587| -18.83% $ 953
20 $ 48,265| 70 | $ 51,984| -7.15% | Inappropriately-Compensated-B| $ 1,496 -15.15% $ 767
16 $ 52,653 74 | $ 56,278| -6.44% | Inappropriately-Compensated-B | $  1,632| -14.44% $ 731
21 $ 52,653 73 | $ 55,173| -4.57% | Inappropriately-Compensated-B| $ 1,632 -12.57% $ 636
6 $ 49,728 70 [ $ 51,984( -4.34% Appropriately Compensated | $ 1,542 -12.34% $ 624
9 $ 48,265 68 | $ 49,961 -3.39% Appropriately Compensated | $ 1,496 -11.39% $ 577
14 $ 51,191 70 | $ 51,984| -1.53% Appropriately Compensated | $ 1,587 -9.53% $ 482
18 $ 36,609| 53 | $ 37,099 -1.32% Appropriately Compensated | $ 1,135 -9.32% $ 472
2 $ 52,653 71 | $ 53,026 -0.70% Appropriately Compensated | $ 1,632 -8.70% $ 440
25 $ 41,489 59 | $ 41,790 -0.72% Appropriately Compensated | $ 1,286 -8.72% $ 441
13 $ 60,871 78 | $ 60,927| -0.09% Appropriately Compensated | $ 1,887 -8.09% $ 409
10 $ 94,287 101 | $ 94,287| 0.00% Appropriately Compensated | $ 2,923 -8.00% $ 405
17 $ 49,728| 67 | $ 48,980 1.53% Appropriately Compensated $ 1542 -6.47% $ 328
22 $ 80,151 91 | $ 78,858| 1.64% Appropriately Compensated $ 2,485 -6.36% $ 322
4 $ 60,871 76 | $ 58,557| 3.95% Appropriately Compensated $ 1,887 -4.05% $ 205
19 $ 60,871 63 | $ 45,242| 34.55% | Inappropriately-Compensated-A | DENIED NA Not Eligible
7 $ 78,096 72 | $ 54,088| 44.39% | Inappropriately-Compensated-A | DENIED NA Not Eligible
24 $ 49,728 45 [ $ 31,653| 57.10% | Inappropriately-Compensated-A | DENIED NA Not Eligible
8 $ 41,489 35 [ $ 25,956( 59.84% | Inappropriately-Compensated-A | DENIED NA Not Eligible

Army Table F16
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The pay pool panel now must adjust the contribution awards for employees who exceeded the
lower/upper rail of the NPR for their OCS and/or maximum sdary for their current broadband
level. For example, employees# 5, #10, and #21 as previoudy identified.

CONTRIBUTION AWARD ADJUSTMENT

Employee[ Base |OCS|Standard|Relative|Compensation|General| Relative [Contribution|Contribution CRI Adjusted
Salary Pay Line | Score Region Pay Score Rating Award Adjustment|Contribution
for 1998 Increase|Adjustment| Increase To CA Awards
5 $ 47589 | 74 |$ 56,278 |-15.44% | Inappropriately- | $ 1,475 | -23.44% $ 2,976 $1,186 $2,976 $4,162
Compensated-B
10 $ 94,287 101 | $ 94,287 | 0.00% | Appropriately |$ 2,923 | -8.00% $ 1,016 $ 405 $1,016 $1,421
Compensated
21 $ 52,653 73 |$ 55,173| -4.57% | Inappropriately- | $ 1,632 | -12.57% $ 1,596 $ 636 $ 407 $1,043
Compensated-B
Army Table F17
Left Blank
See Next Page
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sdary adjusments for 1999 to include the locality pay of 1.7%, which isnot part of the pay pool
but locality pay adjustments are incorporated into the employee' s pay.

SALARY FOR NEW CCAS CYCLE

Employee] Base [OCS|Compensation| General |Contribution|Proposed| Adjusted | Adjusted |Locality| Salary
Salary Region Pay Rating CCAS [CCAS/Base|Contribution| Pay of | for 1999
For 1998 Increase | Increase Salary Salary Award 1.7%
1 $ 51,191 75 |[Inappropriately-|$ 1,587 $ 2,390 [$ 55,168 $55,168 |$ 953|$ 870($ 56,038
Compensated-B
2 $ 52,653 71 | Appropriately |$ 1,632 $ 1,105 ($ 55390 $55,390 |$ 440($ 895|$ 56,285
Compensated
3 $ 46,802 73 [Inappropriately-|$ 1,451 | $ 2942 ($ 51,195| $51,195 |$ 1,173|$ 796($ 51,991
Compensated-B
4 $ 60,871 76 | Appropriately [$ 1,887 $ 514 |$ 63,272 $63,272 ($ 205($ 1,035($ 64,307
Compensated
5 $ 47,589| 74 [Inappropriately-[$ 1,475 $ 0|$ 52,040 $49,064 ($ 4,162|$ 809|$ 49,873
Compensated-B ($2976 to CA)
6 $ 49,728| 70 | Appropriately [$ 1,542 $ 1567 |$ 52,836| $52,836 [$ 624($ 845($ 53,681
Compensated
7 $ 78,096| 72 [Inappropriately-| DENIED Not Eligible $78,096 $ 78,096 NA $ 1,328|$ 79,424
Compensated-A No Change
8 $ 41,489| 35 [Inappropriately-[ DENIED Not Eligible | $41,489 $ 41,489 NA $ 705|$% 42,194
Compensated-A No Change
9 $ 48,265( 68 | Appropriately |$ 1,496 | $ 1,447 [$ 51,208| $51,208 |$ 577|$ 821|$ 52,029
Compensated
10 $ 94,287( 101 | Appropriately |$ 2,923 $ 0% 98226 $97,210 ($ 1,421|$ 1,603[$ 98,813
Compensated ($1016 to CA)
11 $ 33,284| 60 [Inappropriately-($ 1,032 3,799 [$ 38,114 $38,114 (% 1514($ 566($ 38,680
Compensated-B
12 $ 45,339]| 71 [Inappropriately-[$ 1,406 | $ 2,856 [$ 49,601| $49,601 ($ 1,138($ 771($ 50,372
Compensated-B
13 $ 60,871 78 | Appropriately [$ 1,887 $ 1,027 |$ 63,785| $63,785 [$ 409|$ 1,035|$ 64,820
Compensated
14 $ 51,191| 70 | Appropriately [$ 1,587 $ 1,209 |$ 53,987 $53,987 |$ 482($ 870($ 54,857
Compensated
15 $ 48,265| 80 [Inappropriately-[$ 1,496 | $ 4,046 [$ 53,807 $53,807 |$ 1,612($ 821($ 54,628
Compensated-B
16 $ 52,653( 74 [Inappropriately-|$ 1,632 $ 1834 ($ 56,119| $56,119 |$ 731|$ 895|$ 57,014
Compensated-B
17 $ 49,728| 67 | Appropriately [$ 1,542 $ 822|$ 52,091| $52,091 ($ 328($ 845($ 52,936
Compensated
18 $ 36,609| 53 | Appropriately [$ 1,135( $ 1,183 |$ 38,927 | $38,927 [$ 4721 622|$ 39,549
Compensated
19 $ 60,871| 63 [Inappropriately- [ DENIED Not Eligible $60,871 $ 60,871 NA $ 1,035($% 61,906
Compensated-A No Change
20 $ 48,265| 70 [Inappropriately-[$ 1,496 $ 1924 |$ 51,685| $51,685 [$ 767($ 821($ 52,506
Compensated-B
21 $ 52,653| 73 [Inappropriately-[$ 1,632 $ 1,189 |$ 55,881| $55,881 [3$ 1,043|$ 895|$ 56,776
Compensated-B (4407 to CA)
22 $ 80,151( 91 | Appropriately |$ 2,485( $ 808 [$ 83,443| $83443 |[$ 322|$ 1,363|$ 84,806
Compensated
23 $ 49,728 76 |[Inappropriately-|$ 1,542 $ 2930 ($ 54,200 $54,200 |$ 1,168|$ 845($ 55,045
Compensated-B
24 $ 49,728| 45 [Inappropriately- [ DENIED Not Eligible $49,728 $ 49,728 NA $ 845|$% 50,573
Compensated-A No Change
25 $ 41,489| 59 | Appropriately [$ 1,286( $ 1,107 |$ 43,882 $43,882 [$ 4411$ 705|$ 44,587
Compensated

NOTE: Contribution Award d

oes not adjust base salary.

Army Table F-18

Rating Officids should advise each employee on the results of hisher CCAS. Confidentidity
must be maintained. Employee’ s name, OCS, sdary adjustment, and contribution award are not
for public disclosure. A scattergram showing points of data (no names) may be published for
generd information.
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APPENDIX G

NATURE OF ACTION CODES (NOAC)

The nature of action codes (NOACs) and remarksin this Appendix are specific to this demonstration. However, other NOACs and remarks in the
OPM Operating Manud, “Guide to Processing Personnel Actions,” may aso be used under this demonstration project, as appropriate.

TYPE OF ACTION NOA NATURE OF ACTION PROPOSED REMARKSfor SF50 AUTHORITY TENURE
CODE GROUP

Conversion Temp Limited 515 CONV APPT NTE P.L.104-106 0
Permanent Career Appointment 100 CAREER APPT Appointment is based on Scholastic PL.104-106 1

Achievement as defined in the Acquisition

Demonstration Project.
Permanent Career Cond 101 CAREER-COND APPT P.L.104-106 2
Appointment
Modified Term Appointment 108 TERM APPT NTE P.L.104-106 3
Conversion to Modified Term 508 CONV to Te'rm NTE PL.104-106 0
Extension of Modified Term Appt 765 EXT OF TERM APPT NTE PL.104-106 3
Conversion to Permanent Career 500 CONV TO CAREER APPT P.L.104-106 1
Conversion to Permanent Career 501 CONV TO CAREER-COND P.L.104-106 2
Conditiona APPT
Lump Sum Realignment Incentive 934 LUMP SUM REALIGNMENT Lump sum realignment incentive under the PL.104-106 N/A
(DoD-wide Agency Unique NOA) INCENTIVE Acquisition Workforce Personnel

Demonstration Project.
Changeto Lower Grade/Level Under | 713 CTLG/Leve Changein broadband level to the next lower P.L.104-106 lor2
CCAS level within career path. Thisactionisnot an

adverse action.

Or

Change in broadband level asaresult of an

adverse action.
Contribution-Based Compensation 8 PAY ADJ Pay adjustment reflectsinitial buy-in to the P.L.104-106 N/A
Appraisal System (CCAS) Pay Acquisition Demonstration Project, which
Increase includes proportional increase, based on time

completed towards within-grade waiting

period.
Contribution-Based Award 835 PERFORMANCE AWARD This action reflects a contribution award under | P.L. 104-106 N/A

the Acquisition Demonstration Project.
Reassignment 721 REASSIGNMENT P.L. 104-106 lor2
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Removal 330 REMOVAL P.L. 104-106 lor2

Reduction-In-Force 356 SEPERATION-RIF P.L. 104-106 lor2

Sabbatical 480 SABBATICAL NTE P.L.104-106 lor2

Volunteer Emeritus Service Leave VOLUNTEER SERVICE - P.L. 104-106 N/A
Blank WITHOUT COMPENSATION

Termination of Volunteer Emeritus Leave TERMINATION OF P.L. 104-106 N/A

Service Blank VOLUNTEER SERVICE

Thefollowing proposed remark is applicablefor all NOAC —*“Demondtration salary iscompatibletoGS-___, Step

Proposed Remarksfor the Remar ks Section of the SF50

7 Pay Adjusment reflectsinitia buy-in to the Acquisition Demonstration Project which includes proportiona increase based on time
completed towards within grade waiting period

7 Change In Broadband Level To Next Lower Level Within Career Path. This Action IsNot An Adverse Action
7 Change In Broadband Level As A Result Of Adverse Action
7 Reflects A Voluntary Decrease In Totd Sdary Of $ , Per Y our Request Dated
” Broadband Level Has Been Lowered Due To This Voluntary Reduction In Sdary
7 Demondration Sdary IsCompatible ToGs:  Step
7 Lump Sum Redignment Incentive Under The Acquisition Workforce Personne Demonstration Project
7 Appointment is based on Scholagtic Achievement as defined in the Acquisition Demondiration Project
This action reflects a contribution award under the Acquisition Demongtration Project

Army 2.3 Employee Buy-in.
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If an employee does not successfully complete the Performance Improvement Plan (PIP), the manager will take action in accordance with
Chapter 432 using non-demonstration project procedures. |f the employee successfully completes the PIP, they will be converted into the
demondtration project on the date that they successfully completed the PIP. Upon successful completion of the PIP and conversion, the
employee will receive the buy-in as of the effective date of the agency’ simplementation dete.

For employees on retained grade whose salary exceeds the maximum pay of the employee' s broadband leve as determined by their grade,
that employee remainsin thet leve at the rate of pay plus buy-in adjusments, if gppropriate. If the employeeisat Step 10 of his’her grade,
that employeeis not digible for the equity buy-in adjustment stated above. See Federal Register Notice, Page 14324, VIIIA.

For employees on career ladder positions no within-grade increase (WGI) equity adjustment will be made if the employee’ s pay is adjusted
for apromotion that would be effective before the next scheduled WGI. For example: An intern was promoted to a GS-801-5/8 on
1/12/98 and his/her next promotion is due on 1/12/99. He/She would have to complete three yearsin order to receivethe step 9. The
employee is converted into the demonstration project on 1/15/99. This person’s pay will be st equivaent to the GS-7/3 sdlary rate and
placed into the demonstration project in the Business Management/Technica Management career path, Band Levd 1. They will not
receive a prorated share (one-year) towards the step 9. See Federal Register, Page 14324, VIIIA.

RE: Appendix G - Nature of Action Codes. Thistableisnot all inclusive. It does not include NOACs for details and temporary actions such as
promotions. We only found out these types of actions wer e able to be done in the Demo by reading the system documentation guidance that came in.
Recommend that NOACs on details and temporary actions be added to Appendix G.
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APPENDIX H
COREDOC OPERATING PROCEDURES

Under the demonstration project’ s classification system, a new Position Requirements Document
(PRD) replaces the current agency developed position description form. The flow diagram,
below, depicts the COREDOC process, which may be used by managersto assst themin
developing thisnew PRD. Following the schematic is an example of acompleted PRD for the
Business Management and Technica Management Professiond career path, broadband leve 11,

Management and Program Anayst occupationa series 343.

COREDOC isavallable on the following Website: http:/Awww.demo.wpafb.af.mil/. PRDs taken
from the COREDOC PRD Library will not be modified.

Position Requirements Document Process Flow Diagram
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Position Requirements Document Cover Sheet Position Number:
Classification:
Local Title:
Employing Office L ocation:
Duty Station:
Org Info: Agency:

1% Div:

2" Div:

3" Div:

4™ Div:

5" Div:

Supervisor’sCertification: | certify that thisisan accur ate statement of the major dutiesand responsibilities of this position
and its organizational relationships, and that theposition isnecessary to carry out gover nment functionsfor which | am responsible.
Thiscertification ismadewith the knowledge that thisinformation isto be used for statutory purposesrelating to appointment and
payment of public funds, and that false or misleading statements may constitute violations of such statutesor their implementing
regulations.

Immediate Supervisor:

Title:

Signature: Date:

Higher Supervisor or Manager:

Title:

Signature: Date:

Classification/Job Grading Certification: 1 certify that this position has been classified |AW Acquisition Workfor ce
Personnel Demonstration Project broadbanding criteria.

Classification Official:

Title:

Signature: Date:

AFSC/MOS: BOC: BUS Code:

CFl: Comp Level: FLSA:

Drug Test: Emergency Ess: Position Is:

Job Share: Key Position: Target Grade:

Status: OPM Functions Code:
Sensitivity: Subject to I/A:

Reason for Submission: Agency Use:

Previous PD Number: M obility:

M obilization: Envir. Diff:
Acquisition Code: Acq Posn Category: CAPL Number:
Career Prg1D:

Financial Disclosure: [ ] Public Financial [ ] Confidential Financial
Remarks:
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SAMPLE POSITION REQUIREMENTS DOCUMENT (PRD)

Acquisition Workforce Demonstration Project DOCUMENT NAME/#: PRGANAL1

. POSITION AND ORGANIZATION INFORMATION

Position:

Management and Program Analyst, NH-0343-11

Purpose of position:

The primary purpose of the position isto provide managers with objectively based information for making
decisions on the administrative and programmatic aspects of agency operations and management, by accomplishing
awide variety of assignments concerned with effectiveness and efficiency of programs and operations.
Organization:

Wigget Program Office

Organization mission/goals:

Procure the best Wigget at the least cost.

1. MAJORDUTIES

A. Duty:

Provides program support, assessment, and consultation services for interrelated readiness i ssues/programs
ranging from identification of required contingency response missions and support plans, natural disaster, war
damage repair, to effective management of limited resources. (10%)

Selected Staffing KSAs: A4, A5, A6, A7, A8, A9, A10

B. Duty:

Provides substantive management support servicesin the areas of program cost analysis, annual and multi-
year fiscal planning, development of annual work-plan(s), and/or commercial activity for organizations whose
operations are interrelated and fairly stable in nature. (20%)

Selected Staffing KSAs: A4, A6, A7, A8, A9, All, A12, A13

C. Duty:

Performs substantive information management reviews and/or studies for several organizations at different
echelons and geographic locations with interrelated functions, and monitor and advise on control and maintenance
of documents, files, forms, records, etc., to promote organization efficiency. (16%)

Selected Staffing KSAs: A4, A6, A7, A8, A9

D. Duty:

Prepares detailed plans and performs work measurement, methods and procedures, benchmarking, and/or time
engineered studies for substantive work processes and functions that are interrelated, to improve production
efficiency. (22%)

Selected Staffing KSAs: A4, A6, A7, A8, A9

E. Duty:
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Conducts management surveys and research projects and provides advisory services on substantive issues of
moderate scope and impact to assess the effectiveness of program operations. (17%)

Selected Staffing KSAs: A4, A6, A7, A8, A9

F. Duty:

The employee studies the structure and/or functions of organizations with interrelated work processes or
functions, to resolve substantive issues, of moderate scope, and propose new organizational structures, realignment
of functions, solution to space/supplies/equipment issues, and/or staffing levels, to improve efficiency. (15%)

Selected Staffing KSAs: A4, A6, A7, A8, A9
G. Other Work Reguirements

1. The employee must obtain and maintain the appropriate security clearance.

2. This position requires the employee to frequently travel away from the normal duty station.

3. The employee may be required to work overtime.

4. ThisisaTesting Designated Position. The employee is subject to random drug testing.

5. Thisposition requires the employee to sign a mobility agreement under the provisions of the agency
mobility program.

6. Thisposition requires that the employee be certified in the use of arespirator.

[1l. KNOWLEDGES, SKILLSAND ABILITIES (KSAS)
A. Selected Staffing KSAs:

1. Ability to maintain good working relations

2. Ability to plan and execute complex, multi-faceted projects

3. Ability to recognize and analyze problems, conduct research, summarize results, and make appropriate
recommendations

4, Ability to access or locate information through the use of apersonal computer or terminal

5. Ability to meet and deal with customers using a high degree of tact and diplomacy

6. Ability to communicate orally and in writing

7. Ability to review, analyze, and manage Contingency Mobilization Planning, and/or War Reserves Programs

8. Ability to stratify resources against approved programs; to plan, present, and execute budgets; to analyze
budget impacts on programs; and to forecast |ong-term funding requirements

9. Ability to execute projects and/or studies within established financial and time constraints

10. Knowledge of cost and economic analyses principles, techniques, and practices

B. Basic Training Competencies:

1. Ability to maintain good working relations

2. Ability to plan and execute complex, multi-faceted projects

3. Ability to recognize and analyze problems, conduct research, summarize results, and make appropriate
recommendations

4, Ability to access or locate information through the use of a personal computer or terminal

5. Ability to meet and deal with customers using a high degree of tact and diplomacy

6. Ability to research, analyzes, interpret and apply rules, regulations, and procedures

7. Knowledge of the operations, products, services, needs, and goals of the program(s) and the organizations
studied or served, and related customers, functions, resources, and users

8. Ability to develop and utilize appropriate data collection techniques

9. Ability to communicate oraly and inwriting

10. Ability to advise others

11. Knowledge of logistics management principles, concepts, policies, and regulations.

12. Ability to review, analyze, and manage Contingency, Mobilization Planning, and/or War Reserves

Programs
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13. Ability to stratify resources against approved programs; to plan, present, and execute budgets; to analyze
budget impacts on programs; and to forecast long-term funding requirements

14. Ability to execute projects and/or studies within established financial and time constraints

15. Knowledge of DoD acquisition and life cycle management policies, procedures, and practices

16. Knowledge of cost and economic analyses principles, techniques, and practices

17. Ability to plan, conduct and record surveys and inspections

IV. FACTORS
Factor: 1.- Problem Solving Level Il.

Work istimely, efficient, and of acceptable quality. Completed work meets project/program objectives.
Flexibiliby, adaptability,and decisiveness are exercised appropriately. Plans and conducts functional technical
activitiesfor projects/programs. Identifies, analyzes, and resolves complex/difficult problems. Independently
identifies and resolves conventional problems which may require deviations from accepted policies or instructions.
Adapts existing plans and techniques to accomplish complex projects/programs. Recommends improvementsto the
design or operation of systems, equipment, or processes.

Factor: 2. - Teamwork/Cooperation Level |1.

Work istimely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster
cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Works with
othersto accomplish projects/programs. Uses varied approaches to resolve or collaborate on project/program issues.
Facilitates cooperative interactions with others. Guides/supports others in executing team assignments. Proactively
functions as an integral part of the team.

Factor: 3. - Customer RelationsLevel |1.

Work istimely, efficient, and of acceptable quality. Personal and organizational interactions enhance
customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are
exercised appropriately. Guides the technical/functional efforts of individuals or team members as they interact with
customers. Initiates meetings and interactions with customers to understand customer needs/expectations. Interacts
independently with customers to communicate information and coordinate actions.

Factor: 4. - Leadership/Supervision Level 1I.

Work istimely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes
commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately.
Actively contributes as ateam member/leader; providesinsight and recommends changes or solutionsto problems.
Proactively guides, coordinates, and consults with others to accomplish projects. Identifies and pursues
individual/team development opportunities. Recruits, develops, motivates and retains quality team membersin
accordance with EEO/AA and Merit Prinicples.

Factor: 5. - Communication Level I1.

Work istimely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate
level. Flexibility, adaptability, and decisiveness are exercised appropriately. Communicates team or group tasking
results, internally and externally, at peer levels. Writes, or isamajor contributor to, management/technical reports
or contractual documents. Presentsinformational briefings.

Factor: 6. - Resource Management Level I1.

Work istimely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission.
Flexibility, adaptability, and decisiveness are exercised appropriately. Plansand utilizes appropriate resources to
accomplish project goals. Optimizes resources to accomplish projects/programs within established schedules.
Effectively accomplishes project/program goals within established resource guidelines.

V. CLASSFICATION SUMMARY

In this position:
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Duty A. 10% NH-0343-11 Program Analyst
Program Readiness and Contingency Planning

Duty B. 20% NH-0343-11 Program Analyst
Program Resource Analysis

Duty C. 16% NH-0343-11 Management Analyst
Records Management/Documents Control

Duty D. 22% NH-0343-11 Management Analyst
Workforce Measurement

Duty E. 17% NH-0343-11 Program Analyst
Program Effectiveness Surveys

Duty F. 15% NH-0343-11 Management Analyst
Organizational Efficiency Studies
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APPENDIX |
CCAS SOFTWARE

Software will be provided to support supervisors as they administer the Contribution-based
Compensation and Appraisal System (CCAS). The software will operate over the Worldwide
Web and is referred to as Contribution-based Compensation and Appraisal System Software for
the Internet (CAS2NET). Userswill access CASZNET through a Netscape browser. Datafor
each pay pool will be stored in an Oracle database on a central server. Transmissions between
client workgtations and the server will be encrypted to protect the data.

CAS2NET will include the fallowing modules:

%5 Data maintenance: Provides the capability to add and delete records from the data base,
update data e ements, change supervisory relaionships, and upload appraisal and
compensation results to the Defense Civilian Personndl Data System (DCPDS).

25 Employee Appraisa: Allows supervisors to input preliminary ratings on the contribution of
employees they supervise for each of the six factorsin CCAS.

£ Manager' s Meeting: Supports a meeting of supervisors and their supervisor to determine
find ratings for each factor for employees rated by the lower leve of supervisors. Applies
factor weights, if used, to compute the overall contribution score (OCS) for the employees.

225 Appraisal Approva: Displays various atistics on the ratings received by the groups of
employees whose ratings are being reviewed. Reviewers can accept the ratings as given or
can send them back to the appropriate manager’ s meeting for rework.

%5 Compensation: Determines the position of each person in the pay pool relative to the Normal
Pay Range (NPR) as afunction of the person’s OCS and current base pay. |dentifiesthose
who are ingppropriately compensated above the NPR and supports the pay pool manager in
determining how much of the Genera Pay Increase (GP1) to give to peoplein thisregion.
Assignsthe full GPI to the employees appropriately compensated and those who are
ingppropriately compensated below the NPR.. Computes the difference between each
person’s actual base pay and the standard pay line amount associated with the person’s OCS.
Assigns Contribution Rating Increases (CRI’ s) according to a default algorithm. Provides
assigtance in dlocating contribution awards.

%5 Pay Pool Reports. Provides various statistics on pay increases and awards. Displays a scatter
plot showing salary versus OCS againgt a background of the NPR.

%< Data Quality Assurance: Compares CAS2NET data with DCPDS data and identifies
discrepancies.

225 SUMMary Reports: Provides statistics on results across pay pools.

The software will provide authorized users access to CAS2NET modules dependent upon rights
assigned to the user. The software will dlow a supervisor to view or modify records of only
those employees who are under him or her in the pay pool hierarchy.
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Severd types of training will be available for users of the software. Training classes will be
avallable for some user groups. Tutoridswill provide ingtruction on each of the mgor modules
and will be availableto al users. On-line Help will be available from each screen. Loca experts
will be available to help users and a centrd Help Desk will support the loca experts.
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APPENDIX J
VOLUNTARY EMERITUSWORK AGREEMENT
(SAMPLE)
Work agreement between (Activity),
(Directorate), (Project) and (Volunteer’s Name).

STATEMENT OF UNDERSTANDING:

Voluntary assignment does not constitute an appointment in the civil service.

Volunteer service is to be uncompensated and gratuitous and unconditionally given. Volunteer will make nodamfor compensttion againd the
Government.

Volunteer waives any and all claims against the Government because of the voluntary assignment except for purposes of on-thejdbinuy
compensation as provided in 5 U.S.C. 8101(1)(B).

Volunteer's federal retirement pay (whether military or civilian) will not be affected while serving in this voluntary capacity.
Volunteer will receive no retirement, severance pay, or leave credit as a result of being a designated Volunteer Emeritus.
Volunteer will not be permitted to monitor contracts on behalf of the government.

Volunteer will not be permitted to participate on any contracts or solicitations where a conflict of interest exists.

Volunteer service will end on (defined by weeks or months)

Support provided by the activity will consist of: (List al space, equipment, administrative services, travel, etc. which will be provided to
volunteer)

Level of Security Clearanceis

THE VOLUNTEER AGREES TO:
Be responsible for (number) of site hours per (period).

The volunteer’s work schedule will be: ;
be responsible to the site supervisor for the duration of the volunteer service; and comply with regulations governing the site.

The volunteer is obligated to protect trade secrets and other proprietary information from unauthorized disclosure and may be required to sign
nondisclosure agreements as a condition of the voluntary assignment.

EITHER PARTY MAY VOID THISAGREEMENT WITHIN 10 WORKING DAY S OF WRITTEN NOTICE.

(Volunteer) (Date)  Commander/Director) (Date)
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APPENDIX K
TRAINING PLAN
Training Overview

The DoD Civilian Acquisition Workforce Personnel Demonstration Project is an initiative designed to further
enhance the quality, professionalism, and management of the DoD civilian acquisition workforce through
improvements in the efficiency and effectiveness of the Human Resources Management System. An essential and
critical step in this demonstration is the training on the new system which must be provided to supervisors and
managers, human resources personnel, labor personnel, and all other employees involved in the demonstration
project.

In preparation for the development of thistraining, DoD contracted for atraining technical implementation plan
(TIP). TheTIPisbased on aprevious front-end analysis conducted by the contractors subsequent verbal and written
guidance from the Demonstration Project Process Action Team (PAT).

Terminal Learning Objectives

The following terminal learning objectives® are general statements of the desired training outcomes for each target
audience. During the design phase, one or more enabling learning objectives will be created for each terminal
learning objective. (Note: The sequence of TLOs does not imply that the training will necessarily be presented in

this sequence.)

All employees should be able to:

TLO1- Explain the goals and objectives of the Demonstration Project and the potential benefitsto the
individual participant.

TLO2- List the resources and references available to learn more about the Demonstration Project.

TLO3- Describe the major elements of the Demonstration Project: broadbanding, simplified

classification system, Contribution-based Compensation and Appraisal System (CCAS),
hiring, Priority Placement Program modifications, critical skillstraining, workforce shaping,
sabbaticals, voluntary emeritus program, and conversion from and back to the former system.

TLOA4- State how he or she (the individual employee) will be affected by the Demonstration Project,
especially in regard to pay, promotion, performance appraisal, and other personnel actions.

TLOGS- Explain his or her individual responsibilitiesin the Contribution-based Compensation and
Appraisal System.

In addition to TLOs 1-4, supervisors and managers should be able to (labor personnel should be provided the
same training as supervisors and managers):

TLO6- Articulate the major elements and benefits of the Demonstration Project to subordinates.

TLO7- Develop plans and procedures to implement the Demonstration Project within their
organizations.

TLOS8- Describe managers' and employees’ responsibilities in the Contribution-based Compensation

and Appraisal System.

In addition to TLOs 1-2, administrative support/human resour ces personnel should be able to:

® Learning objectives are normally stated in task (behavior)/condition/standards format. However, in that no testing
isenvisioned in the demonstration project training program, conditions and standards have been omitted.
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TLOO9- Describe in detail and implement the major elements of the Demonstration Project:
broadbanding, simplified classification system, Contribution-based Compensation and
Appraisal System, hiring, Priority Placement Program modifications, critical skillstraining,
workforce shaping, sabbaticals, voluntary emeritus program, conversion back to the former
system.

TLO10- Develop personnel plans and procedures to implement the Demonstration Project within their
organizations.

Selected Overall Approach

mitial Training | \

4 Supervi sors YAdmin Spt/H R Employees A
Trainer-led Workshops | Trainer-led Workshops | Supervisor-led Sessions
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Employees:

The principal method for training employeesin the PAT-selected approach is through I nternet-delivered
tutorials. DoD, through a contractor, designed and developed atext -based tutorial®—supplemented by
limited use of graphics. Content analysisindicates that a detailed and extensive tutorial can be developed
which will require no more than two hours for the average employee to complete. The tutorial was then
posted on a (government-provided) web site for easy access by the majority of participantsin the
Demonstration Project (http://www.dcpso.dla.mil/ademo). Those participants (relatively few in number,
according to our survey) who have access to a computer with a CD-ROM drive but no Internet access will
receive acopy of the same tutorial on CD-ROM for use in a stand-alone mode. For those employees with
neither Internet access nor acomputer with a CD-ROM drive, a stand-alone, self-paced workbook will be
developed: in effect, a paper version of the Internet tutorial. In addition, an audiotape version of the training
will be developed for visually handicapped employees.

Following the tutorial, all employeeswill participate in aone-hour supervisor-led session. The goal of this
session is to provide supervisors/managers with the opportunity to address employee concerns and
misunderstandings, thereby helping achieve affective objectives. Asin the baseline approach, instructional
materials will be provided in the supervisor-led session to support training, and at least one administrative
support person should be available in the employee session.

The Internet-delivered tutorial will be posted on the web site; all training participants would have worked

through the course prior to attending the training; and finally, supervisor-led sessions with employees will
be conducted September 1 - October 31.

Supervisors/M anagers.

All supervisors and managers involved in the demonstration project will be expected to work through the tutorial
during thefirst six weeks of the training. Trainers from the DoD component will conduct these four-hour
workshops (which will include labor representatives); the trainers will themselves have been trained and
certified in Train the Trainer sessions. Supervisors and managers would begin conducting employee
sessions as soon as they have finished their workshops.

Supervisors will be provided three specially created videos: an “acculturation” video to use in employee sessions
which emphasi zes the benefits of the Demonstration Project for employees; avideo on counseling
employees on the Contribution-based Compensation and Appraisal System; and a video on establishing,
managing, and participating in a pay pool.

Administrative Support Staff/HR Personnel:

Administrative support personnel will be expected to work through the tutorial (Internet, CD-ROM, or paper). They
will attend afour-hour workshop with supervisors and managers, to be followed (normally on the same
day) with afocused two-hour workshop on personnel matters. Administrative support/HR personnel will
also be expected to attend and participate in the one-hour employee sessions led by supervisors.

Tutorials

The guidance from the PAT requires the design and devel opment of a basic tutorial on the Demonstration Project for use
by all participating employees. The tutorial will be distributed in four formats:

?? A real-time, Internet-based tutorial which will be availableto all participants with Internet accessto the
web site. Thiswill be the principal method of delivery of the tutorials; we anticipate that
approximately 85% of employeeswill use the Internet tutorial.

?? A CD-ROM version of the tutorial for those participants with access to multimedia computers but
without Internet access.

® Thetutorial will be Category 1 interactive courseware as defined in Department of Defense Handbook 1379-3,
Development of Interactive Multimedia Instruction (draft), dated January 31, 1997.
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?? A paper version of thetutorial, for those participants who are unable to use either the Internet or CD-
ROM versions.

?? Anaudiotape (cassette) for visually handicapped employees. We believe that a set of two 60-minute
cassettes will be required.

Videos

Three videos for use in the training program will be produced and provided all attending the train-the-trainer course. All
three will be developed concurrently.

Thefirst will be an acculturation video, targeted for viewing by all employees during the supervisor-led sessions. This
video will focus on the benefits of the demonstration project to participating employees. Our concept callsfor a
combination of graphics, voice-over narration, and possibly animations, which lists and explains the benefits of the
project along with videotaped testimonial descriptions of the benefits experienced by employees participating in the
similar demonstration project currently under way within the Air Force Research Laboratories. We anticipate
filming these testimonials on-site at one of the laboratories. Thisvideo will run 10-12 minutes.

A second video, for use by supervisors, will focus on performance determination, particularly how to deal with
employees who are deemed over-compensated in the Contribution-Based Compensation and Appraisal System. This
video will include counseling techniques for managers, insuring that the employee understands his or her status and
the possible implications, remedial steps, and resources which may be available to assist both supervisors and
employees. Professional actors, in office settings, will be used to illustrate the teaching points. Thisvideo will run
12-15 minutes.

The third video will provide information and examples to supervisors and pay pool managers in establishing and
managing a pay pool. A combination of professional actors (in speaking roles) and Service or agency personnel (in
non-speaking or minimal speaking roles) will be used to demonstrate the key teaching points. Thisvideo will run
approximately 10-12 minutes.

Midterm Process Training

The Process Action Team has indicated adesire to provide some refresher training for supervisors during thefirst year of
implementation. The government (participating Services and agencies) will provide thistraining. Thistraining will
focus on specific implementation requirements for the first Contribution-based Compensation and Appraisal System
cycle.

DoD will provide updated and revised (as necessary) printed materials for the conduct of these training sessions,
principally workbooks and vuegraphs.
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|. OVERVIEW

Section 4308 of Public Law 104-106, The Nationa Defense Authorization Act for Fiscal
Y ear 1996, permits the Department of Defense (DoD), with the gpprova of the Office of
Personnd Management (OPM) to conduct a personndl demondtration program with the
Department's civilian acquisition workforce. DoD is proposing a demonstration project to cover
gpproximately 8,000 to 18,000 civilian employees in the acquisition workforce and supporting
personnel in 60-200 sites throughout DoD. Acquisition workforce employees are defined as
those individuds serving in acquisition pogtions within the Department of Defense, as
designated in section 1721 (@) of title 10, United States Code. Also included in the demonstration
project are support personnd, defined as those assigned to work directly with the acquigition
workforce in section 845 of P.L. 105-85. The compaosition of this workforce is shown in Table 1
below

Table 1 DoD Acquisition Workforce Participation N = 14766
Career Path GS | evels
# by % of # by % of
Career Total GS Total
Path Grade
Business Management &
Technical Management
Professional 9585 64.91%| GS-13 and Above | 5886 39.86%
Technical Management
Support 1430 9.68%| GS-12 and Below | 8880 60.14%
Adminstrative Suboort 3751 25.40%
Total in Demonstration 14766 | 100.00% 14766 | 100.00%

This law includes the same eva uation requirement as Chapter 47 demondiration projects. In
response to that requirement, the Office of the Secretary for Defense for Acquisition and
Technology has entered into an agreement with OPM's Personnel Resources and Devel opment
Center (PRDC) to conduct the external evaluation of the demonstration project and to prepare
this evauation plan.

The purpose of the DoD Acquisition Demongtration Project is to demongtrate thet aflexible and
responsive personnd system will enhance DoD's ahility to attract, motivate and retain ahigh
quality acquigtion workforce. The following interventions will be tested: (1) smplified job
classfication; (2) broadbanding; (3) streamlined hiring processes, (4) modified application of
the DoD Priority Placement Program (PPP); (5) a contribution-based compensation and
gopraisal system; (6) expanded training opportunities; (7) sabbaticds, (8) avoluntary emeritus
program; and (9) revised reduction-in-force procedures
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Purpose of the Evaluation

The purpose of the evauation is to determine the effectiveness of the interventions and their
contribution to mission accomplishment. Although the general concept of broadbanding has been
tested in two Navy research laboratories, the National Ingtitute of Standards and Technology
(NIST), the Air Force PACER Share demondtration project, and is currently being tested in the
DoD Laboratory Demondtration Program, this project involves aworkforce with a different
mission and one that is condtituted aong functiona rather than organizationd lines. The
Acquistion Demongration will dso test a different combination of human resources (HR)

system changes than the other demondtration projects. Both the participants and the policy
makers need to know whether these HR system changes will improve human resources
management. Will the interventions help DaoD to acquire and sustain a higher quality acquigtion
workforce? Will they smplify procedures without compromising fairness? Will these
interventions result in higher, lower or the same costs as conventiona Federd personne
systems? If the costs are greeter, are these increased costs justified by the benefits? That is, isthe
new system cost- effective and does it enhance mission accomplishment?

Scope of the Evaluation

At thistime, it is expected that acquidtion workforce personne throughout DoD will participate
in this evaluation process, either under the demondiration or as a comparison group. Since this
demondtration project islimited to a given functiond workforce rather than an organization, an
effort will be made to separate out intervening effects of the various organizationa units and to
capture both the combined effects and separate effects of each intervention. The externd
evauator will aso monitor other intervening effects, such as possible effects of a centraly
designed demongtration project.

The Personnel Resources Development Center (PRDC) will conduct and coordinate the externa
evauation of the demondration project, which will meet the statutory requirements for an
effectiveness evauation (5 CFR 470.317(b) as well as the needs of Acquisition Workforce
management. The Office of the Secretary of Defense for Acquisition and Technology, DoD's
Office of Civilian Personnel Management and OPM's Office of Merit Systems Oversight and
Effectiveness will coordinate the evauation of operational compliance with merit system
principles, in accordance with (5 CFR 470.317(a). Since thistype of evauation activity is not
unique to demondtration projects and is routindy performed by HR evauators interna to DoD as
well as by OPM's Office of Merit Systems Oversight on aregular schedule, arrangements could
be made for ether joint or separate OPM/DoD on-site reviews of the various demonstration
project Stes. Data from the externa evauation and any service level Personnd Management
Evauation (PME) reportswill be used to support this effort. Any results of on-Ste reviewswill
be incorporated in the evauation reports in order to provide a complete picture of the
demondration program.

The Office of the Under Secretary for Defense (Acquisition & Technology) will identify
demonstration employees and provide the necessary workforce data for those employees, while
the evauation team will coordinate and carry out al data collection activities.

Phases of the Evaluation
The evauation will consst of both formative and summeative stages. This plan represents the first
gep in the formative evauation. It isin this planning stage that the (1) interventions are
explicitly linked to expected outcomes, (2) appropriate quantitative and quditative measures for
these outcomes are selected, and (3) sources of necessary data are identified and included as part
of the evaduation plan. The next sep in the formative stage is evauation of project
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implementation. Inadequate attention to implementation could result in what evaduators cal Type
[ error, i.e.,, evauating something that may not have heppened and concluding that the program
had no impact when, in fact, it was never implemented, or was not implemented as intended.
Type lll error isan extension of Type | and Il experimentd errors.

Formative evauation will continue through the early years of the project. During thistime,
changes and mid- course corrections may be made as aresult of evauation findings. For example,
if any aspect of the experimenta personnd system does not perform as expected; if there are
unexpected, undesirable results, or if the expected benefits are not being redlized, changes may
be made in the system.

Finaly, when the experimenta personnd system has stabilized, and enough data have been
gathered to support definitive conclusons, a summeative evauation of the effectiveness and cost
of the interventions is gppropriate. This summeative evauation will provide answersto such
questions as.

did the interventions achieve the desired god's and improve mission accomplishment
which experimentd interventions contributed most to the results

how did various components interact

under what circumstances do the interventions work best

what are the costs and benefits, and

isthe success, if any, likely to be trangportable to other Federd ingtdlations?

3I3IIII
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Il. EVALUATION MODEL

Evaluation M od€
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Better, More Cost-effective
Mission Accomplishment

Unintended
Figure 1: Evaluation Context Model Outcomes

The need to evauate both generd and specific effects of this demonstration project poses
ggnificant chalenges for the evduator. Furthermore, the impact of changesin the personnd
system cannot aways be isolated from contextud variables, including the state of the economy
and the results of other legidation affecting the acquisition workforce, such as mandated
reductions in force, regiondization of Human Resources Management (HRM) functions, and
new educationa requirements for acquisition personnd. While our Intervention Impact Model
(see Table 2) makes an attempt to predict specific effects, there a'so may be some unexpected or
unanticipated results. Direct effects of specific interventions cannot aways be isolated because
many of theinitiatives are expected to contribute to the same outcomes. To the extent possible,
specific effects of each intervention have been identified. Figure 1, above, shows an evauation
context model which identifies dements critical to an assessment of the effectiveness of the
initiatives of this demonstration project. Elements may be added to this modd as other events
occur. This context modd distinguishes between intermediate and ultimate outcomes and
intended and unintended outcomes.

Intermediate and Ultimate Outcomes

Mogt of the effects of the HR interventions will be measured as intermediate outcomes and are

shown in the Intervention Impact Mode and focus on the direct results of the HR interventions.

For example, broadbanding simplifies job classfication and, combined with pay for contribution,
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permits more of arank-in-person system. The pay-for-contribution system is expected to
reinforce the pay-contribution link, an intermediate-level outcome. The stronger pay-contribution
link is expected to improve employee contribution, and ultimately organizationd effectiveness
and misson accomplishment (ultimate outcomes).

In recent years researchers have proposed organizational effectiveness measuresfor R&D,
sarvice, and high performing organizations. Phillips (1996) discusses three levels of
measurement in HR evauation: percaived effectiveness, contribution, and return on investment;
what key outcome they focus on; and which can be measured ether by hard or soft data.

Lawler, Nadler and Mirvis (1983) have made some useful suggestions about how to measure
effectiveness outcomes. For instance, rate, cost, quality of production, downtime, waste, and
other smilar qualities could be used as measures of productivity for goods- producing
organizations. For service providers, such as the acquisition workforce, gppropriate measures
include cog, timeliness, and customer satisfaction.

Customer Satisfaction. Of these, quaity of service will be the mogt difficult to define and
measure directly, dthough customer satisfaction is an gppropriate indirect measure. Measures of
customer satisfaction with service, with customers defined as those organizations for whom the
acquisition serviceis provided, may be the mogt effective utimate measure of misson
accomplishment, apart from cost control in acquisition in generd. Karl Albrecht (1992) in his
Totd Qudlity Service gpproach, i.e., where an organization delivers superior valueto its
customers, stakeholders, owners and employees, states that organizationd quaity standards and
measures should be customer focused. Beyond these measures, other aspects of effectiveness
involve intermediate outcomes, such as resource dlocation, interna coordination of functions,
conflict resolution, innovation, flexibility, and responsveness to change.

Quality of Work Life. Lawler et.d (1983) and Phillips (1996) dso suggest the inclusion of
qudity of work life (QWL) factors, such as job security, adequate pay and benefits, safe working
conditions, needs for positive socid relations, saf-expression, and persond development when
evauating personnd interventions. The demongration project is intended to enhance mission
accomplishment without reducing the qudity of work life. Variables representing effectiveness
and qudity of work life can be complementary and may influence intended outcomes such as
improved recruitment and retention. Lawler, et d (1983), cite the relationship between job
satisfaction and turnover and absenteeism as an example. High satisfaction is often associated
with lower rates of absenteeism and turnover and, consequently, with higher productivity and
lower cogts. However, high productivity may be accompanied by increased accident rates and
job-related stress while low turnover may be indicative of greater job insecurity. Therefore,
athough these variables may be useful, the interrelationships must be congdered.

Unintended Outcomes

Any HR system can aso have unintended outcomes. For example, broadbanding and pay-for-
contribution, if not administered fairly and judicioudy, can increase employee perceptions of
inequity in compensation, contribution management and increase codts, thus decreasing
organizationa effectiveness. Other potentia unintended effects have not been identified but may
occur, such as adverse impact on protected groups of employees. If serious deleterious
unintended outcomes are identified, it may be necessary to modify the program.

Context
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Context will be taken into account as much as possible when drawing conclusions about the
systems being tested. Much of the context surrounding the DoD Acquisition Workforce
Demonstration Project cannot be controlled, but some of it can be anticipated. For example,
planned workforce reductions are a significart factor in the context of the implementation of the
Acquisition Demondgtration. The process of consolidation, redignment, downsizing, and closure
of DoD bases has been underway for some time and can be expected to continue for the
foreseegble future. Missions are being streamlined and many activities are being regiondized.
These and other aspects of the dynamic organizationa environment, such as the economy, will
be monitored, documented, and considered in the evauation. Any policy changesin the
personnd management areawill be monitored carefully for their potentia impact and possible
interactions.

Implementing Activities

Most Acquisition Demongtration Project interventions, such as broadbanding, will be uniform
across al the personnel included, but these personne are scattered across services, organizations,
and ingdlations within services. The various locations may vary in implementation,

organizationd culture and management syle, as opposed to design. Variation in implementation
may be grouped into three general categories: support, degree, and form of implementation.

Support includes the adequacy of implementation plans and centraly developed operating
procedures and training. Information technology support, such as the Defense Finance and
Accounting Service finance system, the COREDOC personnd classification system, the Defense
Civilian Personnd Data System (DCPDS) workforce database, and the Contribution-based
Compensation Appraisal System, etc., is critica to the project and some of the systems must be
in place before implementation can occur. At the local leve, support aso includes the timeliness
and adequacy of training, service and assistance provided by the HR offices servicing the
demondtration project Sites.

Degree of implementation can be defined as the extent to which the proposed changes are given
afair trid, the degree to which they are used, and the extent to which they conform to the
concepts behind the changes (Hall & Loucks, 1977). It includes the care with which the
organizations comply with the provisionsin the Federd Register and related new regulations.

Form of implementation aso refers to the type of implementation plans developed and how those
plans and operating procedures are carried out. Violations of adherence to Merit Systems
Principles and of Prohibited Personnel Practices can occur under increased flexibilities or when
operating procedures are misinterpreted or improperly established. If on-Ste reviews consstent
with 5 CFR 470.317(a) will have to be conducted, they will be done by DoD or as part of OPM's
review schedule.

Conclusons about outcomes will be drawn only after full congderation of differences in
implementation. Causal linkages between specific demondration interventions and intermediate
and ultimate outcomes will be difficult to establish because of the many uncontrollable variables
that are likely to contribute to these outcomes. Causdity can only be edtablished if al other
competing explanations can be ruled out. Evaduators must attempt to identify as many of these
potentiad varidbles as possble by compaing demondration results with those of a non
demongtration control group and congdering al relevant context varigbles.
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Characterigtics of the context, the implementing activities, and the intermediate outcomes al
affect the intended ultimate outcome, in this case, a more effective acquisition workforce and
improved mission accomplishment. This evauation will focusfirst on intermediate-leve
outcomes, i.e., improved recruitment and retention of quaity employees at reasonable cost.
Second, the evaluation team will attempt to assess increasesin Defense Acquisition Workforce
effectiveness.

IIl. GENERAL RESEARCH QUESTIONS

Table 2, the Intervention Impact Modd, lists the experimenta interventions, their expected
effects, suggested measures of those effects, and data sources. This model is considered dynamic
and may be updated as needed, and will serve as aroadmap for the evaluators. Ultimate analys's
and interpretation of results, however, will have to consider the other factors in the Evauation
Context Modd in Figure 1, aswell. A list of some of the more generd research questions that
will be addressed in the evaluation is given below. Thislist is not comprehengve.

Context

The context will be viewed as a set of intervening variables for most of the expected outcomes.
A compeitive labor market will make it more difficult to recruit, while a non-competitive labor
market with riang unemployment will make it eesier for DoD to hire qudity acquigition
employees. Alternatively, asdl of DoD is subject to downsizing, and as employees who have
been subject to a RIF are placed on priority placement lists, the acquisition workforce may have
less flexibility in sdlecting new employees. The following questions will be addressed in the
evauation.

Has the demonstration project been implemented in a competitive or non-competitive labor
market, and what have the effects of this labor market been? Geographical differences will
be considered.

How have the various services and organizations (culture, support, procedures, etc.) affected
the demonstration project?

What is the impact of union representation on the demongtration project and its coverage?

To what extent have budget condraints limited the implementation of the demondiration
interventions?

What effects have other requirements, such as the addition of spousa preference to the DoD
Priority Placement Program, had on the Acquisition Workforce Personnel Demonstration
Project?

What uncontrollable events at the Federa, Service, or locdl level have had an important
effect on the implementation and operation of the demonstration project?

Implementation

Support
How wdl informed are managers and employees about the features of the demondration
project?
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To what extent has the demondiration project been funded (start-up and training costs)?

Were information technology systemsin place to support implementation?

ree

Have dl the interventions been implemented as intended?

What impact, if any, has staggered implementation had (e.g., perceptions of fairness or
equity)?

Have dl anticipated employees been included?

Form 10

Has implementation been a participatory process?

Have operating procedures or their interpretation hindered/promoted implementation?

Intended Outcomes

The following are examples of questions about expected positive outcomes.

Has managerid authority over HR functions been increased without adversdly affecting
perceptions of fairness?

Has the HR system become more flexible and responsive to organizationa needs?
Has the qudity of new hiresimproved?

Do employees see a stronger link between pay and contribution, and has turnover been
reduced among high performers and increased among low performers?

How successful has management been in controlling sdlary costs under broadbanding, and
what are the costs and benefits?

Has customer satisfaction improved?

Have organizationd effectiveness and misson accomplishment improved?

Unintended Outcomes

The

following are examples of questions about potentia negative outcomes.
Do the costs of the project outweigh the benefits?

Has increased managerid authority over HR resulted in employee perceptions of
unfairness?

Has turnover of high performing employees increased?
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Has any group been adversdly affected by any of the interventions, including violations of
merit systems principles and use of prohibited personnd practices?

V. METHODOLOGY
Research Design

One of the mgor purposes of ademonstration project evauation isto provide information that
may persuade Congress to make permanent changes to the Federal personnel system. Therefore,
conclusions drawn from this project have potentialy far-reaching implications and must be based
on asystematic, valid, and unbiased evduation. The strongest design for a demonstration project,
a quasi-experimenta design, has been chosen. It has two key characteristics for comparison
purposes. use of acomparison group and longitudina andyss. This design makesit possbleto
draw conclusions about project outcomes because results can be compared with a non
participating comparison group, and changes over time can be compared for both groups.

Control group

The Acquisition Workforce Demongtration Project will be applied to a diverse group of
employees throughout the Department of Defense. Some acquisition activities not participating

in the demondration project will serve as the comparison group. Basdline data (workforce data,
employee atitude surveys, etc.) will be collected on dl potential demondgtration participants. To
the extent possible, the comparison group should be as smilar as possible to the demonstration
population, e.g. location size, DoD Services, workforce composition (See recommendation by
Campbell and Stanley, 1963). Basdline differences between the two groups will be reported and
monitored longitudindly. The evauation team will dso monitor paralel demondration projects
conducted concurrently by DoD's Directorate of Defense Research and Engineering (DDR&E).
All ese being equd, these comparison activities would be expected to respond in much the same
way to externa, DoD-wide influences as the Defense Acquigtion activities.

Longitudinal Analysis

The other key design characteridic is longitudind data andyss. Ultimately, effects should show
up as changes over time that would be sgnificantly stronger in the demondration project group
than the comparison group.

M ulti-method Approach to Data Collection

A variety of different data sources and methods will be used pre- and post-implementation.
There are two advantages to using multiple methods. Firgt, information gathered through one
method can vdidate information gathered through another, and confidence in the findings will
increase as they are substantiated by severa different methods. Second, multiple methods
provide more than one perspective on how the demongtration projects are working. Evaluation
points of contact (POC) will be established for dl services. Data specifications, POC expertise
desired, and explanations of how and when to collect the data will be provided. Training for the
internal evauation contacts will be provided if necessary. The mgority of data collection
activitieswill occur on an annud basis. Additiona data will be collected more or less frequently,
as needed.

Data Sources
Objective and perceptua datawill be gathered to measure both perceived and actua changes.

Although the effectiveness of the demongtration project interventionsis ultimately assessed
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through objective, observable changes (e.g, increased retention, changes in turnover patterns),
perceptions of employees, management, and customers are critica in evaluating overall project
outcomes and godls. If the changes are not accepted they cannot be effective. Perceptions, which
are intermediate-level outcomes, are important also because they predict behavior and ultimate
outcomes (Phillips, 1996). For example, employee and customer satisfaction measures will be
used to measure effectiveness. Additionally, objective data, such as workforce data, and
Government Performance and Results Act (GPRA) outcome measures will be used where
available and applicable. All data sources are specified in the Intervertion Impact Modd .(Table
2).

Workforce Data

Although OPM maintains the Centra Personnd Data File, the evaluation team will attempt to
collect demongtration and control group workforce data directly from the Department of Defense
Centra Personnd System (DCPDS), and any other available database or tracking systemsin
order to be able to correctly identify demonstration and control group participants a the level of
sub-organizations. The workforce data are needed to track variables, such as sdlary cog,
performance ratings, and turnover.

Personnel Office Data

This datawill provide measures of HR efficiency and workforce quality. The former measures
are dassfication timeiness, hiring timeliness, length of postion descriptions, and offer

acceptance ratios. Other measures of HR functions include number of forma grievances, unfair
labor practices, adverse actions, and merit systems principle violaions. Some of this data may be
obtainable from command or headquarters office reports (personnel, EEO, PME, etc.), rather
than from the Stes. To the extent this information is not available on an annud bad's, dterndive
methods will be explored, e.g., DoD and OPM partnering to do sample Ste vigts.

Additiond workforce qudity information not found in automated systems such as DCPDS will
a so be requested. Measures appropriate to the acquisition occupations (certification, etc.)
covered by the demondtration project will be devel oped.

Employee Attitude Survey

A basdine survey of dl potentid demondiration project participants and post implementation
surveys will be conducted to assess the impact of project interventions on employee atitudes. An
employee atitude survey was devel oped using items from past surveys of Federd employees,
relevant items from other demonstration project evauations, and other items designed
specifically for this demongtration project. The basdine survey was administered in May 1998 to
apopulation of about 70,000 individuas designated as potentid demonstration employees. Since
phased-in implementation will occur, the number of and time lines for post implementation
surveyswill be adjusted. A tota of three surveys are scheduled to be administered during the
evauation phase of the project.

Human Resour ces Results Survey

Major changes have occurred in the HR function in recent years, both in the public and private
sectors. Centrdization and outsourcing of HR services is becoming increasingly popular in order

to achieve savings. Researchers have become increasingly concerned with demondrating the
economic vaue added (EVA) of HR practices (Kaplan & Norton, 1996). In order to demonstrate
the added vaue of HR, results measures have to be in place that can be used for Strategic
decisons.
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A 20-item survey will be used to measure how results oriented the HR offices are that services
the demondtration projects Sites. The survey was developed by Phillips (1996) to measure how
integrated the HR functions are to misson goa's and what vaue they add to organizationd
outcomes. For example, HR officers are asked if they have Strategic plan god's, whether these
gods are linked to action objectives which are measured and evauated against some standard.
This survey instrument has been administered to hundreds of corporations in the United States
and overseas and focuses on the Strategic role and value of the HR function (Cascio, 1997;
Phillips, 1996).

Structured Interviews and Focus Groups

These procedures will be used for in-depth examination of the implementation and effects of
gpecific demondtration interventions. Structured interviews may be conducted with individuas
and groups responsible for implementing particular aspects of the demondiration project or with
those specifically affected by certain provisons.

SiteHistorian Logs

One or more individuals will be selected at demongration indalations to document any changes
within the Defense acquigition workforce or in the environment as well asimplementation
activities. Individuds with in-depth knowledge and information about their activity are needed to
collect data and provide interpretation (context/history) of events. Events documented by site
historians may provide dternative explanations of effects observed at the Stes.

Cost-Benefit Analysis

It will be difficult to determine whether the interventions in the Defense Acquisition Workforce
Personnel Demongtration Project are cost-effective because the desired ultimate outcomes,
improved effectiveness and mission accomplishment, are difficult to quantify sncethey are
influenced by many uncontrollable factors. The cost of broadbanding will be compared to the
cost of the traditiona system of grades. Adminigrative savings from smplified classification, as
well asincreased workforce qudity, lower turnover of high performers, and increased customer
satisfaction will be mesasured on the benefit sde.

Data Analysis Plan

The Defense Acquisition Workforce Personnd Demongtration Project contains many separate
initiatives. Andlyss plans for the mgor demondration interventions will be based on the
intervention impact model (see Table 2 below). The Acquisition Demondiration Project Process
Action Team (PAT) and other stakeholders will aso be consulted to ensure that al analyses of
critica importance will be provided. Types of Satidicd andyses will include descriptive (means
and percentages) and inferentid datistics (Anaysis of Variance, regression and correlation).
Some data will be collected on an annua basis (workforce and grievances data), while others
will be collected twice or more times across the five-year period (surveys). Datawill be
requested either on a caendar year or fiscal year cycle.

Reports

Thefirst comprehengive report, which should be released about 18 months after implementation

begins, will be an implementation evauation. A decision report will be completed after four

years of data have been collected to enable an informed decision by policy makersin DoD and

OPM on the fate of the project (continuation, modification, termination or expangon). If a

decision to terminate the project is made, a supplementa summative report will be completed no
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later than one year after termination. Interim briefing updates will be provided on the status of
the evauaion results in the intervening years, on a least an annua basis. Datafileswill be
shared with OPM's Office of Merit Systems Oversght and Effectiveness for their independent

use.

TABLE 9-INTERVENTION IMPACT EVALUATION MODEL

INTERVENTIONS EXPECTED EFFECTS M EASURES DATA SOURCES
1. Simplified Accelerated HiringA. Improved ease of hiring i. Perceived flexibility in a.  Attitude survey
process authority to hire
B. Improved recruitment i. Offer/accept ratios a.  Personnel office data
ii. Percent declinations a. Personnel office data
C. Increased quality of new hiregi. Experience, education, skills  [a. Attitude survey
D. Reduced administrative i. Actual/perceived time savings [a. Personnel office data
workload/paperwork b. Attitude survey
reduction
2.Expanded Candidate IA. Flexibility inrecruitment [i. Perceived flexibility a. Attitude survey
Selection Process ii. Number/percentage of employeesja. Workforce data
hired beyond high 3
B. Increased quality of new hiregi. Employee effectiveness o  Attitude survey
ii. Experience, education, skills
3.Appointment Authority IA.  Increased capability toexpand|i.  Number/percentage of 2. Workforce data
(Permanent, Modified and contract workforce contingent employees
Term, and Temporary ii.  Number/percentage of 2. Workforce data
Limited) conversions from modified |b. Personnel office date
term to permanent
appointments
iii. Average length of employmentia. Workforce data
B. Reduced administrative (contingent hires) b. Personnel office date
workload i. Actual/perceived time savings ja. Attitude survey
b. Personnel office date
4. Flexible Probationary Peri{A. Expanded employee i. Average conversion period to |a. Workforce data
assessment period permanent status b. Personnel office date
ii.  Number/percentage of a. Workforce data
employees completing b.  Personnel office data
probationary period
iii. Number of separations duringja. Workforce data
probationary period
5. Contribution-based
Compensation and
Appraisal System
I. Contribution-based pay |A. Increased pay-contributionlinki. Pay-contribution correlations ja.  Attitude survey
progression b. CCASdata
ii. Perceived pay-contribution linka.  Attitude survey
iii. Perceived fairness of ratings Ja. Attitude survey
iv. Satisfaction with ratings a.  Attitude survey
\v. Employeestrust in supervisorfa. Attitude survey
\vi. Pay progression by contributifa. Workforce data
B. Improved contribution & assessment
performance feedback i. Adequacy of contribution & Ja. Attitude survey
C. Increased retention of high performance feedback
contributors i. Turnover by contribution a. Workforce data
D. Increased turnover of low assessment
contributors i. Turnover by contribution a. Workforce data
assessment
IA.  Reward contribution &
Il. Cash awards/bonuses performance i. Amount & number of awards byja. Attitude survey
career path, demographics
performance
ii. Perceived fairness of awards Ja. Attitude survey
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6. Broadbanding A, Increased organizational [i. Perceived flexibility a.  Attitude survey
flexibility
B. Reduced administrative  |i. Actual/perceived time savings ja. Personnel office data
workload/paperwork b. Attitude survey
reduction
C. Higher starting salaries i. Starting salaries of banded vs. |Ja. Workforce data
non-banded employees
D. Moregradua pay i. Progression of new hiresover ja. Workforce data
progression at entry level time by band & career path
E. Increased pay potential i. Mean salaries by band, career |a. Workforce data
path, demographics
F. Higher average salary i. Total payroll cost a. Workforce data
G.  Increased satisfaction with [i. Employees perception of a.  Attitude survey
advancement advancement
H. Increased pay satisfaction [i. Pay satisfaction, internal/ a.  Attitude survey
external equity
7. Simplified Classification Syst4A.  Simplified/automated i. Perceived flexibility a. Attitude survey
classification procedures  |ii. Fewer position requirements a. Workforce data
documents b. Personnel office data
B. Reduced administrative i. Actua/perceived timesavings | a Personnel office data
workload/paperwork b. Attitude survey
reduction
8. Simplified modified RIF  |A.  Prevent loss of high- i. Separate employees by a. Workforce data
performing employees demographics, performance b. Attitude survey/focus
with needed skills groups

ii. Satisfaction with RIF process | a. Personnel office data
B. Contain cost and disruption|i. Number of employeesaffected | a. Personnel office data

by RIF
ii. Time to conduct RIF a. Personnel office data
iii. Number of a. Personnel office data
appeal s/reinstatements
9. Academic Degree and IA. Increased employee career [i. Demographics of affected a. Workforce data
Certificate Training progression employees

ii. Employee/management satisfactij a  Attitude survey
i. Perceived flexibility

B. Increased capability/ flexibili a. Attitude survey
for workforce shaping
10. Sabbaticals IA. Increased employee career |i. Demographics of affected a. Workforce data
progression employees

ii. Employee/management sdtifect| a.  Attitude survey

i. Perceived flexibility

B. Increased capability/ a Attitude survey
flexibility for workforce
shaping

11. Voluntary Emeritus ProgrdA. Encourage voluntary retiremg

and open up hiring slots for ng

staff

Frequency of use and cost a. Workforce data

REFERENCES

Albrecht, K. The Only Thing That Matters. New Y ork: HarperBusiness, 1992.

Campbell, D.T. and Stanley, J.C. Experimental and quasi-experimental design for research. Chicago: Rand
McNally, 1963.

Hdl, GE., and Loucks, S.F. A developmental model for determining whether treatment is actually implemented.
American Education Research Journal, 1977, 14(3), 263-276.

Kaplan, R.S. and Norton, D. P., The balanced scorecard-measures that drive performance. Harvard Business
Review, Jan-Feb 1992, 64-72.

24



DoD Operating Procedures as of: 19 February 1999
Army Operating Procedures as of June 18, 1999

Kaplan, R.S. and Norton, D. P., Putting the balanced scorecard to work Harvard Business Review, Jan-Feb 1993,
74-86 .

Kaplan, R.S. and Norton, D. P., Translating Strategy Into Action: The Balanced Scorecard. Boston:Harvard
Business School Press, 1996.

Lawler, E.E. Ill, Nadler, D.A., and Mirvis, P.H. Organizational change and the conduct of organizational
assessment research. In S.E. Seashore, E.E. Lawler I11, P.H. Mirvisand C. and C. Cammann (Eds.) Assessing
Organizational Change. New Y ork: John Wiley & Sons, Inc., 1983.

Phillips, J.J., Accountability in Human Resource Management. Houston: Gulf Publishing Co., 1996.

225



226

DoD Operating Procedures as of: 19 February 1999
Army Operating Procedures as of June 18, 1999



DoD Operating Procedures as of: 19 February 1999
Army Operating Procedures as of June 18, 1999

APPENDIX M
GLOSSARY OF TERMS

APPROPRIATELY COMPENSATED REGION. The gppropriately compensated region is
the area on or between the upper and lower rails of the norma pay range. Under CCAS, an
employee whose sdary versus OCS plots within this region mug receive the full generd pay
increase, may receive a contribution rating increase, and may receive a contribution award.

BROADBAND LEVEL. A broadband levd isapay range derived from the Generd Schedule
pay rates.

CAREER PATH. One of three categories that an employeeis placed in which corresponds to
the employee’ s occupationa series currently held.

COMPETITIVE AREA. A compstitive areaisthe organizationd unit(s) and geographica
areg(s) in which employees compete during a RIF.

CONTRIBUTION AWARD. A |lump-sum payment based upon an individua’ s contribution to
the misson of the organization. This award does not affect base salary.

CONTRIBUTION-BASED COMPENSATION AND APPRAISAL SYSTEM (CCAYS).
CCAS is acontribution-based assessment system that links sdlary adjustments to the individua’s
overdl contribution to the organization’s misson.

CONTRIBUTION IMPROVEMENT PLAN (CIP). The contribution improvement planisa
document issued by therating officid that outlines specific areasin which the employeeis
inadequately contributing. This document states how the employee’ s contribution is inadequate;
what improvements are required; recommendations on how to achieve increased contribution;
assistance that the agency will offer to the employee in improving inadequate contribution; and

the consequence of failure to improve.

CONTRIBUTION RATING INCREASE (CRI). A contribution rating increase is a base
sdary increase based upon an individud’ s contribution to the mission of the organization.

DESCRIPTORS. Destriptors are narrative statements that describe contributions typica for the
broadband levels a increasing levels of contribution, and are the basis for contribution

assessment. Descriptors are not used individualy to assess contributions but taken asawhole to
derive asingle evaluation for each factor.

DISCRIMINATORS. Various categoriesin which an employee s contribution is assessed.
Discriminators for each factor are the same for al career paths and al broadband levels.

DISPLACEMENT. For purposes of this demongtration project, displacement means the
movement via RIF procedures of afully qualified employee into a position held by an employee
of lower retention standing in the same or lower broadband level. The undue interruption
standard of 5 CFR 351.403(a)(1) serves as the criterion to determine if an employeeisfully
qudified. Inaddition, to be fully qudified, the employee must meet DAWIA datutory
requirements for the position, if applicable. (However, statutory waivers shdl continue to

apply.)
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EXPECTED RATING. The expected rating isarating derived by use of the employee' s last
OCSto plot a scatter diagram (chart) assuming the employee’ s performance continued exactly as
it wasin the previous rating period, i.e.,, the dot on the plot movesin direct relation to the
dandard pay line. In instances where no previous rating exists, the expected rating is derived by
plotting salary in relation to the SPL for that employee’ s career path and broadband level.

FACTORS. Factors are the basisfor ng contributions. The same s factors (problem
solving, teamwork/cooperation, customer relations, leadership/supervision, communication,
resource management) apply to al career paths.

FEEDBACK. Feedback is communication between the rating official and employee about the
employee s contribution during the appraisal cycle. Feedback should focus on the employee’'s
strengths and wesknesses in areas of contribution to the organization’s mission, professiona
development, and career development activities.

GENERAL SCHEDULE PAY INCREASE. The Generd Schedule pay increase dlowsfor a
percentage increase to the Generd Schedule, as authorized by Congress and the President each
year.

HIGHER BROADBAND LEVEL. The higher broadband level is one with a higher
maximum rate of pay than the employee' s current broadband level

INADEQUATE CONTRIBUTION. Anemployeeis considered to be inadequately
contributing if his’er contribution in any factor is at or less than the midpoint of the next lower
broadband level (or afactor score of zero for broadband level | employees). Additiondly, when
an employee' s contribution plots in the area above the upper rail of the norma pay range, the
employee is consdered to be contributing inadequatdly.

INAPPROPRIATELY COMPENSATED ABOVE THE RAILS. Thisregionisthe area
above the upper rail of the norma pay range. Under CCAS, an employee whose sdary versus
OCS plotswithin this region could be denied part or al of the generd pay increase and will
receive no contribution rating increase or contribution award.

INAPPROPRIATELY COMPENSATED BELOW THE RAILS. Thisregionisthe area
below the lower rail of the normal pay range. Under CCAS, an employee whose salary versus
OCS plotswithin this region mud receive the genera pay increase, may receive a contribution
rating increase, and may receive a contribution award.

LOWER BROADBAND LEVEL. Thelower broadband level is one whose
maximum rate of pay is less than the maximum rate of pay of the employee's current
broadband level.

LOWER RAIL. Thecurved linethat isbeow the standard pay line (SPL) by an 8 percent
difference in sdary from the SPL throughout the OCS range. It is used to define the lower
bound of the NPR.

MASTER RETENTION LIST. Lig of competing employeesin descending retention standing
order as defined by their tenure, veterans preference, and length of service as determined by
their adjusted service computation date.
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NORMAL PAY RANGE (NPR). The norma pay range is the region bounded by the upper
and lower rails.

OCCUPATIONAL SERIES. Oneof the lines of work identified under the present,
Governmentwide classfication syssem. Under this demonstration, each occupationd seriesis
assigned to one of three career paths.

OVERALL CONTRIBUTION SCORE (OCS). Theoverdl contribution score (OCS) isa
numerica vaue which represents the employee s contribution to the mission of the organization.
It is computed by averaging the scores of the Sx contribution factors.

PAY POOL. A group of employees among whom a certain amount of salary increase and
award money isdistributed. Each participant in the demonstration project is a member of only

one pay pool.

PAY POOL PANEL. The pay pool pand, which includes the pay pool manager and rating
officids (who normaly report directly to the pay pool manager), conducts afind review of the
OCSs and the recommended compensation adjustments for the pay pool members.

PAY POOL MANAGER. The manager of the pay pool who has annud pay adjustment
authority.

POSITION REQUIREMENTS DOCUMENT (PRD). The position requirements document
for each employee provides job-specific information, broadband level descriptors, and other
information pertinent to the job, including staffing requirements and contribution expectations.
Thisone- or two- page document replaces the current agency-devel oped position description
form.

PROBATIONARY PERIOD. The probationary period isa period of time in which supervisors
evauate a newly hired demongration project employee' s contribution and conduct within the
acquisition workplace environment to determine whether the employee should be retained.

RAILS (UPPER AND LOWER). Therallsarelines+/-8.0 percent in sdlary from the standard
pay line and define the norma pay range.

RATING OFFICIAL. Therating offidd isthe individual who formdly rates or appraises the
employee for the annud rating of record. Normdly, thiswill bethe firg-level supervisor. The
terms “rating officid” and “fird-level supervisor” are frequently used interchangegbly in this
document.

RATING OF RECORD. Therating of record isthe officid rating thet is entered into the
employee' s official personnd file (or data base).

RELATIVE SCORE (RS). Therdative scoreisameasure of the relative distance of an
employee' ssdary from the SPL. The relative score may be used to ensure equitable distribution
of funds. Relaive scores may be cdculated asfollows:

Relative score % = [(Current base sdlary calculated for employee’'s OCS minus SPL) divided by
SPL sdary cdculated for employee’ s OCS] multiplied by 100.
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RS = [(Current base sdlary) — (SPL)/SPL] * 100.

RETENTION STANDING. A competing employee' s retention standing in RIF is based on
tenure, veterans preference, length of service, and contribution, as compared to other employees
in the same broadband level.

SAME BROADBAND LEVEL. The same broadband level is one that has no higher
or lower maximum rate of pay than the maximum rate of pay of the employee's
current broadband level.

SPECIAL CIRCUMSTANCES FOR PROVIDING A RATING OF RECORD. Cetan
employees cannot be eva uated readily by the normal CCAS appraisa process due to specid
circumstances thet take the individua away from norma duties or duty station (e.g., long-term
full-time training, active military duty, extended Sck leave, leave without pay, €tc.)

STANDARD PAY LINE (SPL). The gandard pay line isa mathematicd relationship between
contribution and sdlary. The standard pay line tracks from the lowest pay, GS-1/1, to the highest
pay, GS-15/10. Itisincreased annualy in accordance with the General Schedule pay increase.

SUPERVISOR. Thefirg-leve supervisor is usudly the individuad who formaly rates or
appraises the employee for the annual contribution assessment (rating of record). The terms
“rating offica” and “firs-level supervisor” are frequently used interchangesbly in this
document.

UPPER RAIL. Thecurved linethat is above the SPL by an 8 percent differencein sdary from
the SPL throughout the OCSrange. It is used to define the upper bound of the NPR.

WEIGHTS. Weights are valuesfrom 0.5 to 1.0 that may be used to define the reltive
importance of the factors.
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Standard Pay Line for 1999
(Based on 3.1% increase)

OCS SPL *0.92 *1.08 OCS SPL *0.92 *1.08
Score Lower rail Upper Rail Score Lower rail Upper Rail

GS01/1 1 $ 13,630 $ 12540 $ 14,720 51 $ 36,762 $ 33,821 $ 39,703
2 $ 13903 $ 12,791 $ 15,015 52 $ 37,499 $ 34,499| $ 40,499

3 $ 14,182 $ 13,047 $ 15,316 53 $ 38250 $ 35190| $ 41,310

4 $ 14466| $ 13,309| $ 15,623 54 $ 39,017 $ 35896 $ 42,138

5 $ 14,756 $ 13576 $ 15,936 55 $ 39,799 $ 36,615 $ 42,983

6 $ 15,052 $ 13,848| $ 16,256 56 $ 40597 $ 37,349| $ 43,844

7 $ 15,353 $ 14,125| $ 16,582 57 $ 41410 $ 38,097| $ 44,723

8 $ 15661 $ 14408| $ 16,914 58 $ 42240 $ 38,861 $ 45619

9 $ 15975 $ 14,697 $ 17,253 59 $ 43,087 $ 39,640 $ 46,534

10 $ 16,295 $ 14,992| $ 17,599 60 $ 43950 $ 40,434| $ 47,466

11 $ 16,622 $ 15,292 $ 17,951 61 $ 44831 $ 41,245| $ 48,418

12 $ 16,955 $ 155598| $ 18,311 62 $ 45730 $ 42,071| $ 49,388

13 $ 17295 $ 15911 $ 18,678 63 $ 46646 $ 42914 $ 50,378

14 $ 17641 $ 16,230 $ 19,053 64 $ 47581 $ 43,7741 $ 51,387

o 15 $ 17995 $ 16555| $ 19,434 65 $ 48535 $ 44652| $ 52,417

B 16 $ 18,356 $ 16,887 $ 19,824 66 $ 49507 $ 45547| $ 53,468

8 17 $ 18,723 $ 17,226| $ 20,221 67 $ 50500 $ 46,460| $ 54,540

O 4 18 $ 19099 $ 17571 $ 20,627 68 $ 51512 $ 47,391 $ 55,633

g ks] 19 $ 19481 $ 17,923 $ 21,040 69 $ 52544 $ 48,341 $ 56,748

g 8 20 $ 19,872 $ 18,282 $ 21,462 70 $ 53597 $ 49,309| $ 57,885
=0 21 $ 20,270 $ 18,649 $ 21,892 71 $ 54671 $ 50,298 $ 59,045

g :g 22 $ 20676 $ 19,022| $ 22,331 72 $ 55767 $ 51,306 $ 60,228

S— = 23 $ 21,091 $ 19,404 $ 22,778 73 $ 56885 $ 52334| $ 61,436

brd (ﬁ?)- 24 $ 21514 $ 19,792 $ 23,235 74 $ 58,025 $ 53,383| $ 62,667

E A 25 $ 21,945 $ 20,189 $ 23,700 75 $ 59,188 $ 54,453| $ 63,923

g c'\ll 26 $ 22384 $ 20594 $ 24,175 76 $ 60,374 $ 55544 $ 65,204

i 2 § 27 $ 22833 $ 21,006 $ 24,660 77 $ 61584 $ 56,657| $ 66,511
N 8§ 28 $ 23291| $ 21,427 $ 25,154 78 $ 62818 $ 57,793| $ 67,844
NI | 29 $ 23758 $ 21857| $ 25658 79 $ 64077 $ 58951 $ 69,203
S g & 30 $ 24234 $ 22295| $ 26,172 80 $ 65362 $ 60,133| $ 70,590
5 598 31 $ 24,719 $ 22,742 $ 26,697 81 $ 66671 $ 61,338| $ 72,005
s E o) 32 $ 25215 $ 23,198| $ 27,232 82 $ 68,008 $ 62567| $ 73,448
= hid 33 $ 25720 $ 23663| $ 27,778 83 $ 69371 $ 63,821 $ 74,920
< - 34 $ 26236 $ 24,137 $ 28,334 84 $ 70,761 $ 65100 $ 76,422
Yo % 35 $ 26,761 $ 24621 $ 28,902 85 $ 72,179 $ 66,405 $ 77,954
| 36 $ 27,298 $ 25,114| $ 29,482 86 $ 73626 $ 67,736 $ 79,516
g 37 $ 27845 $ 25617 $ 30,073 87 $ 75101 $ 69,093| $ 81,110
8 38 $ 28403 $ 26,131| $ 30,675 88 $ 76607 $ 70,478 $ 82,735
o 39 $ 28972 $ 26,654 $ 31,290 89 $ 78142 $ 71,891| $ 84,393
~ 40 $ 29553 $ 27,189 $ 31,917 90 $ 79,708 $ 73331| $ 86,085
('/') 41 $ 30,145 $ 27,734 $ 32,557 91 $ 81,306 $ 74801| $ 87,810
O 42 $ 30,749 $ 28,289| $ 33,209 92 $ 82935 $ 76,300| $ 89,570
@) 43 $ 31,366 $ 28856| $ 33,875 93 $ 84597 $ 77,830 $ 91,365
% 44 $ 31994 $ 29435| $ 34,554 94 $ 86,293 $ 79,389 $ 93,196
I 45 $ 32635 $ 30,025 $ 35,246 95 $ 88,022 $ 80,981| $ 95,064
i 46 $ 33290 $ 30626| $ 35953 96 $ 89,786 $ 82,604 $ 96,969
47 $ 33957 $ 31,240| $ 36,673 97 $ 91586 $ 84,259 $ 97,201

48 $ 34637 $ 31,866| $ 37,408 98 $ 93422 $ 85948| $ 97,201

49 $ 35332 $ 32505| $ 38,158 99 $ 95294 $ 87,670 $ 97,201

50 $ 36040 $ 33,156 $ 38,923 | 15/10| 100 $ 97,201 $ 89425 $ 97,201
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ARMY APPENDIX O

CONTRIBUTION MATRIX
Business Management & Technical Management Professional
and Technical Management Support

Contribution Matrix FACTORS
Business M anagement & Problem Teamwork/ Customer | Leadership/ | Communication Resource
Technical Management Professional | Splying | Cooperation | Relations | Supervision Management
Very High
High
IV ["Medium
Low
High
[l | Medium
Levd Low
High
Medium
High
1 Medium
Medium
Low
Low
High
I Medium
Low
B ess Management and
e a anagement Professiona
Point Range
Very High 115
High 96-100
V' | Medium 84-95
Low 79-83
High 79-83
| Medium 67-78
Low 61-66
High 62-66
Medium High 51-61
Medium 41-50
I [ Medium Low 30-40
Low 22-29
High 24-29
I Med 6-23
Low 0-5
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CONTRIBUTION MATRIX
Technical Management Support

Contribution Matrix FACTORS
Technical Management Support | Problem Teamwork/ Customer | Leadership/ | Communication Resource
Solving Cooperation Relations | Supervision M anagement
Very High
High
IV ["Medium
Low
High
Il | Medium
Level Low
High
Medium
High
1| Medium
Medium
Low
Low
High
I Medium
Low
e d allageme PPO
Point Range
Very High 95
High 79-83
V' ["Medium 67-78
Low 61-66
High 62-66
I | Medium 52-61
Low 43-51
High 47-51
Medium High 41-46
Medium 36-40
I [ Medium Low 30-35
Low 22-29
High 24-29
I Med 6-23
Low 0-5
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CONTRIBUTION MATRIX
Adminigrative Support

Contribution Matrix
Administrative Support

FACTORS

Problem
Solving

Teamwork/
Cooperation

Customer
Rdations

Leadership/
Supervison

Communication

Resource
Management

Very High

High

Medium

Low

Leved

High

Medium

Low

High

Medium

Low

Administrative Support

Point Range

Very High 70

High 57-61

- "'Med 47-56

Low 38-46

High 42-46

Il Med 3041

Low 22-29

High 24-29

I Med 6-23
Low 0-5
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ARMY APPENDIX P
Sample Letter To Extend Probationary Period

MEMORANDUM FOR:

Congratulations on your educationd/training assgnment. Because you have not yet
completed your probationary period in the Business Management and Technical Management
Professond Career Path, your probationary period will be extended to equa the length of your
educationd/training assgnment.

Therefore, to accommodeate for the time you spend away from your supervisor's purview,

your probationary period is extended and will end on

SUPERVISOR's Name

| have read and understand that my probationary period has been extended, as outlined in this
|etter:

Name of Employee

Employee Signature and Date

cf: CPAC
Supervisor
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APPENDIX Q
Sample Letter of Natification of Trangtion into the Project

Office Symboal (340) Date

MEMORANDUM FOR ALL (insert ORGANIZATION/ACTIVITY) EMPLOYEES

SUBJECT: Depatment of Defense Civilian Acquisition Workforce Personnel Demonstration
Project Federd Register Notice of Approva

1. Itiswith great satisfaction thet | forward the Department of Defense (DoD) Civilian
Acquisition Workforce Personnel Demonstration Project Find Federd Register Notice, dated
January XX, 1999. The revised notice incorporates many changes based on public comments, as
well as many refinements and clarifications. This publication, coupled with the Office of

Personnel Management’s (OPM) gpprova to implement brings to the final stages the preparation
to begin our project on (insert organization/activity’ s implementation date), 1999.

2. (Optiond) | plan to host @an command-/activity-wide town hal meeting on (insert date), at
(insart time) in the (insert location). Thisis an important meeting as we will discuss the “who,
what, where, when and how” of operating under the new Personnel Demondtration Project. We
will aso describe some of the critica actions that will take place as we convert from the old
system to the new one.

3. One of the mogt important steps in a smooth trangtion to the Personnel Demongration Project
will be the extendve training scheduled for February and March of this year (or insert date or
dates). Specifics addressing our training plan and scheduling will be announced through your
respective chain of supervison, aswell asthrough other means. Because the demondiration
project changes some of the basic conditions of employment, including pay and annua

evauation, | have decided that these half-day training sessions should be attended by both
supervisory and nortsupervisory personnel and should be considered mandatory for al.

4. The Civilian Acquisition Workforce Personnd Demongtration Project provides a tremendous
opportunity to improve the effectiveness of our command/ectivity through a smplified and more
responsive personnd management system. While there will be undoubtedly be some problems
as we gain experience with the procedures we have put in place, | am counting on your
cooperation to fully demondtrate the numerous innovative civilian personnd management
initiatives, on which this project was founded.

5. Quedtions pertaining to the Find Federd Register Notice or our training plan should be
addressed to (insert name of point of contact, phone number, and email address).

Sgnature Block
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APPENDIX R

Sample Vacancy Announcement

DEPARTMENT OF THE ARMY
OFFICE OF THE ASSISTANT SECRETARY
(MANPOWER AND RESERVE AFFAIRYS)
NORTHEAST REGION
CIVILIAN PERSONNEL OPERATIONS CENTER (CPOC)

CAREER OPPORTUNITY

EQUAL OPPORTUNITY EMPLOYER

ANNOUNCEMENT NO: BAE900084 OPENING DATE: May 24, 1999
CLOSING DATE: June 22, 1999

Applications MUST be postmarked by
the Closing Date

POSITION TITLE, SERIES, & GRADE: Supervisory Product Management Engineer, NH-0801-IV

LOCATION: U.S. Army Acquisition Executive Support Agency, PEO, Ground Combat and Support
Systems, PM ARMS, Picatinny Arsenal, NJ 07806

COMMENTS: The PEO GCSS became part of an alternative personnel system known as the Acquisition
Demonstration Project on March 28, 1999. Among other features, the Demonstration replaces GS grade
levels with occupational families and grade bands. The salary range of the position being filled will not be
decreased with the change to pay bands. This position incorporates former GS-14 step 1 through GS-15
step 10 grade levels and salary levels.

SALARY RANGE: $70, 273 - $107,456 (Includes 10.55% locality pay)

AREA OF CONSIDERATION: All activities serviced by the Civilian Personnel Advisory Center (CPAC) at
TACOM, ARDEC, Picatinny Arsenal, New Jersey. Career or Career-Conditional employees of all Federal
agencies, Non-Appropriated Fund employees who are eligible under the DoD/OPM Interchange
Agreement and repromotion eligibles. The area of consideration may be expanded to include Office of
Personnel Management (OPM) registers; non-Federal applicants and employees who are eligible for
special appointments to include disabled employees, Veterans Readjustment Appointments (VRA),
spouse preference, and reinstatements. The filling of this position is subject to the screening of the DoD
Priority Placement Program register to assure the nonavailability of candidates holding priority placement
rights. REPROMOTION ELIGIBLES WHO DESIRE NONCOMPETITIVE CONSIDERATION FOR THIS
POSITION MUST APPLY. Interagency Career Transition Assistance Plan (ICTAP): If you are a
displaced Federal employee eligible under the ICTAP, you may be entitled to priority consideration. To
be considered under this program, indicate “ICTAP” on top of your application and submit proof of
eligibility (e.g., Reduction in Force letter or separation SF-50).

DESCRIPTION OF DUTIES: Serves as Deputy Product Manager for the Product Manager (PM) for
Excalibur artillery projectile system, potentially an ACAT | program. Responsible for engineering and
technical management functions incident to development, integration, acquisition and fielding of assigned
weapon systems. Shares full associate responsibility during presence of the military PM, and has primary
responsibility during absence of the military PM for effective execution of the PM’s mission and functions.
Oversees broad project acquisition planning in light of technical requirements and objectives of higher
Headquarters. Controls ongoing project activity taking positive and aggressive action in coordinating
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disparate efforts of the Government/Contractor team. Responsible for dealing with DA, OSD and
Congressional staff acquisition issues and actions as related to PM programs.

QUALIFICATION REQUIREMENTS:

BASIC EDUCATION REQUIREMENT:

A. Candidates must show successful completion of a full four-year professional engineering curriculum
leading to a bachelor’'s or higher degree in an accredited college or university. Acceptable curriculums
must be accredited by the Accreditation Board for Engineering and Technology (ABET) or include
mathematics and engineering science or physics courses in the required areas. OR

B. Candidates may substitute for the above basic requirement at least four years of college-level
education, training or technical experience that furnished a knowledge and understanding of engineering
science and techniques equivalent to that provided by a full four-year professional engineering
curriculum. (The adequacy of such background must be demonstrated by (1) professional registration or
(2) written test (EIT examination) or (3) specific academic courses or (4) related curriculum).

Additionally, applicants must possess specialized experience:

SPECIALIZED EXPERIENCE: Fifty-two weeks of experience that equipped the applicant with the
knowledge and experience of DoD weapon/armament systems life cycle management in relation to
systems acquisition.  This includes knowledge of the systems acquisition process, procedures,
development engineering, quality assurance and testing, and production and fielding requirements.
Experience must be equivalent to the former GS-13 (current level 1l1) level in the Federal service.

EVALUATION METHOD: Applicants will be rated against basic OPM qualifications which are available
for review at the Army Community Service Career Center, Bldg 34N. When required, application forms
will be evaluated by an ad hoc panel to determine the highly qualified. Applicants must meet all of the
qualification requirements within thirty days after the closing date of this announcement.

KNOWLEDGE, SKILLS, AND ABILITIES (KSA'S) REQUIRED FOR RATING OF HIGHLY QUALIFIED:
To be rated highly qualified, candidates must show an overall above-average level of competence in the
following:

1. Knowledge of and experience with DoD weapon systems life cycle management in relation to systems
acquisition to include knowledge of the systems acquisition process and procedures, development
engineering, quality assurance and testing, and production and fielding requirements.

2. Knowledge and experience in applying interdisciplinary engineering skills in the management of
development and production of complex, state of the art, artillery weapon systems. This includes systems
engineering and integration, test and evaluation, product assurance, producibility engineering and
configuration management.

3. Ability to assess and provide strategic planning for overall mission accomplishment. This includes
short, intermediate and long range plans, and assignment of commensurate levels of responsibility for the
development, integration, acquisition and fielding of complex weapons systems.

4. Ability to lead includes aility to direct and manage a multi-disciplinary government and contractor
team in executing life cycle management tasks in the area of development engineering and production
management.

5. Ability to communicate orally includes coordinating, persuading and resolving problems in differing
situations under various circumstances with; support documentation; inter- and extra-organizational
communication; conflict resolution; establishing and maintaining differing levels of personal contacts; etc.

6. Ability to communicate in writing includes experience in preparing written instructions, memorandums
and reports of all levels of management up to SES/General Officer level.

The above KSAs will be addressed on the Supplemental Application.

CONDITIONS OF EMPLOYMENT:
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1. Selectee is required to enroll in the Direct Deposit of Pay/Electronic Fund Transfer (DDP/EFT) Program
within 60 days of selection or appointment. This condition of employment applies to current as well as
newly appointed employees, including tose previously employed. Selectees may submit a request for
waiver for up to one year due to financial hardship or other extenuating circumstances.

2. Position requires a security clearance.

3. Incumbent must file SF 450, Confidential Financial Disclosure Report.

4. This is a Critical Acquisition Position. All statutory AAC requirements must be met.

NOTES:

1. This announcement may be used to fill any same or similar vacancies which occur during the next six
months, unless exhausted earlier.

2. Relocation/PCS allowances are not authorized.

3. If you choose to apply for this job with a resume or other written format, your application must contain
(in addition to specific information requested in the job vacancy announcement) certain information to
evaluate your qualifications and determine if you meet legal requirements for Federal employment. This
information is outlined in United States Office of Personnel Management (OPM) Flyer, Applying for a
Federal Job (OF 510). Copies of the OPM Flyer may be obtained from the Picatinny Arsenal, Army
Community Services, Bldg 34. Copies may also be obtained by calling OPM’s automated telephone
system at (912) 757-3000 or by TDD at (912) 744-2299 or OPM'’s electronic bulletin board at (912) 757-
3100. If you fail to provide all the information requested in this vacancy announcement and in the OPM
Flyer, you may lose consideration for this position.

ALL APPLICANTS WILL RECEIVE EQUAL CONSIDERATION FOR THE ABOVE POSITION WITHOUT
REGARD TO SEX, AGE, RACE, CREED, COLOR, NATIONAL ORIGIN, MARITAL STATUS, UNION
MEMBERSHIP, LAWFUL POLITICAL OR OTHER AFFILIATION, OR PHYSICAL HANDICAP.

HOW TO APPLY:

A. _Employees Serviced by the Picatinny Arsenal Civilian Personnel Advisory Center (CPAC):

Submit SMCAR Form 3024, Employees Request for Position Change and a Supplemental Application.

B. All other applicants: Submit: 1) One of the following: SF 171 Application for Federal Employment,
OF 612-Optional Application for Federal Employment, Resume, OR any other written format you choose;

2) Most recent SF-50 - Notification of Personnel Action (proof of your career or career-conditional status)
or DA Form 3434 (proof of NAF service);

3) Address KSAs on no more than 3 sheets of bond paper.

4) A copy of your most recent performance appraisal.

5) College transcripts

Spouse preference eligibles must provide a copy of sponsor's Permanent Change of Station (PCS)
orders. If you are substituting education for experience, you must submit a copy of your transcripts.

If you are interested in applying for this announcement and you are planning to be on extended travel,
contact your servicing Personnel Specialist.

WHERE TO OBTAIN FORMS: Forms may be obtained in Job Announcements located in Exchange
Public Folders, by typing “ezform” at te cor/pa prompt; or in hard copy from U.S. Army ARDEC, Civilian
Personnel Advisory Center, Bldg 151, Army Community Services, Bldg 34, Picatinny Arsenal, NJ 07806-
5000, or organizational administrative offices.

Complete application package should be mailed to :

DEPARTMENT OF THE ARMY
OFFICE OF THE ASSISTANT SECRETARY
MANPOWER AND RESERVE AFFAIRS
CIVILIAN PERSONNEL OPERATIONS CENTER
NORTHEAST REGION
ATTN: SFCP-NE-S (Jxxxxx Coooo - BAE900084)
314 JOHNSON STREET
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P.O. BOX 6000
ABERDEEN PROVING GROUND, MD 21005-6000
E-mail Address: Jxxxxxx.coooo@cpocner.installation.army.mil

APPLICATIONS RECEIVED THROUGH THE USE OF POSTAGE PAID GOVERNMENT ENVELOPES
ARE IN VIOLATION OF 18 USC 1719 AND WILL NOT BE CONSIDERED.
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APPENDIX S

Protocol / Determining General Schedule Equivalency

This agppendix clarifies grade and broadband leve representation to organizations outside the
Department of Defense Civilian Acquisition Workforce Personnel Demonstration Project.

This procedure gppliesto dl Army civilian employees who are covered by the provisons of this
demongtration project.

For purposes of preparing travel orders and other Situation involving protocol precedence, an
employee may designate as their current grade/level the highest equivaent generd schedule
gradein his’her broadband level. For example, an engineer in Broadband Level NH-1V may
designate GS-15 as higher grade on travel orders.

The conversion procedures in Chapter 13 will be gpplied to determine the employee equivaent
GS grade when representing themselves on gpplications for training and non-demongtration
employment and any other Situations where agenerd schedule grade designation isrequired. The
grade so0 determined may be different than the grade used for purposes of travel orders or
protocoal.

The employee as wdll asthe officid gpproving the trave, training, etc. are respongble for the
correct representation of GS equivaency, either by cross-referencing of the demondtration
project broadband level designation with the appropriate grade/level assgnment in the Genera
Schedule or by applying the conversion procedures.
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APPENDIX T

MEMORANDUM OF AGREEMENT
TO CONVERT TO THE
ACQUIS TION WORKFORCE PERSONNEL DEMONSTRATION PROJECT

1. You are currently assigned by temporary promotion to a postion that is part of an
organization participating in the Acquigtion Workforce Personnd Demondration Project.
Although your position of record is not part of this demonstration project, you may eect to
participate in this demonstration project for the duration of the time you are temporarily
promoted to (include name of organization to which temporarily promoted).

2. Title VI of the Civil Service Reform Act, 5 USC 4703, authorizes the Office of Personndl
Management (OPM) to conduct demonstration projects that experiment with new and different
personnd management concepts to determine whether such changes in personne policy or
procedures would result in improved Federd personnd management. Fina gpprovd of the
Acquisition Workforce Personnd Demonstration Project was announced in the Federal Register
notice, volume 64, No. 5 dated January 8, 1999. All waversof Title 5 are listed in the Federd
Register notice and you are highly encouraged to review this document before making adecison
on whether or not to elect to participate in the demonstration project for the duration of your
temporary promotion. A copy of the Federal Register notice can be obtained by Internet at
www.opm.gov/fedregis/1999/64r1425.txt or by requesting one from (include name of
organization POC).

3. If, after reviewing the Federd Register notice, you eect to participate in the Acquidtion
Workforce Personnel Demonstration Project, you will be converted into the demonstration
project for the duration of your temporary promotion which is due to expire on

Y our current position, (includetitle, pay plan, series, grade and step) will be changed to (incl ude
title, demo pay plan, series, broadband leve).

4. After you are converted to the changed position, you will not be digible to receive step
increases during the time you participate in the demongtration project. Instead, increasesin

sdary will be based on your contribution to the mission in accordance with the provisons of the
demondiration project. These increases will be determined immediately following the annua
appraisal period, which ends on September 30" of each year. Y ou will receive apay adjustment
based on your annua appraisa on thefirst pay period in January. Y ou must have 180 daysin the
demondtration project to be eigible for the annua appraisa under the demonstration
Contribution-Based Compensation and Appraisal System. .

5. Upon completion of your temporary promotion, you will be returned to your position of
record and your salary set based on the provision for conversion back to the former system at
Section V.B. of the Federd Register notice.

6. Should you eect not to convert to the demonstration project, you will continue to servein the
position on atemporary promotion and no personnel action will be taken to place you in the
demondtration project. However, management has the option to discontinue your temporary
promotion and direct your return.
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7. If you dect to convert to the demongtration project read the following statement and complete
this eection by Sgning and deting this Satement.

| eect to participate in the Acquisition Workforce Personnel Demonstration

Project for the duration of my temporary promotion to (add name of
organization). | understand that by eecting to become part of the demonstration
project | am subject to dl of the terms and conditions of the Acquisition

Workforce Personnel Demonstration Project.

NAME/SIGNATURE/DATE

8. If you dect not to convert to the demondtration project read the following statement and
complete this dection by signing and dating this satemen.

| do not eect to participate in the Acquisition Workforce Personnel
Demongtration Project for the duration of my temporary promotion to (incdlude

name of organization)

NAME/SIGNATURE/DATE
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