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1. Purpose: 
This regulation establishes policy, procedures, and sets forth basic principles to be followed in the administration of the local MPPP. This plan complies with the requirements set forth by the Office of Personnel Management (OPM), Department of the Army (DA), and other relevant directives.

2. References:
 A. Title 5, United States Code (USC)

 B. Title 5, Code of Federal Regulations (CFR)

 C. DOD 1400.20, DOD Program for Stability of Civilian Employment Policies, Procedures and Programs, 26-SEP-2006
 D. Army Regulation (AR) 690-200: General Personnel Provisions, 03-SEP-1993

 E. AR 690-300: Civilian Personnel - Employment, 12-AUG-1994

 F. AR 690-950: Civilian Personnel – Career Management, 31-DEC-2001

 G. AR 690-990-2: Hours of Duty, Pay and Leave, Annotated, 20-MAY-1989

 H. Joint Publication 1-02: DOD Dictionary of Military and Associated Terms, 08-NOV-2010
 I. Office of Personnel Management (OPM), The Guide to Processing Personnel Actions (GPPA), NOV-2014 

J. Defense Civilian Personnel Advisory Service (DCPAS) manuals and guides (Priority Placement Program (PPP) & Reemployment Priority List (RPL))

K. Civilian Human Resources Agency (CHRA) guidance memos, standard operating procedures, and policies. 

3. Policy: 

 A. The CPAC and management will take positive actions to enforce and uphold the United States Government principles to not discriminate in employment and selection procedures on the basis of race, color, religion, sex (including pregnancy and gender identity), national origin, political affiliation, sexual orientation, marital status, disability, genetic information, age, membership in an employee organization, retaliation, parental status, military service, or other non-merit factor.

B. Individuals involved in the merit promotion rating and selection processes will treat any information made available concerning the applicants as confidential.  Any rater who fails to maintain confidentiality will be removed as a rater and may face disciplinary action.
C.  Where the provisions of local negotiated agreements with employee unions are different from the provisions of this plan, the negotiated provisions will take precedence for positions within the bargaining unit.

D.  Regulations of Higher Authorities.  Where this plan conflicts with regulations of higher authority of law, the required provisions in the regulations of the higher authorities or law will apply.

4. Responsibilities:
 A. The Civilian Personnel Advisory Center (CPAC) is responsible for: 

(1) Adhering to the merit promotion and placement program to ensure that the provisions of this MPPP and the spirit and intent of Title 5 USC are met.


(2) Advising, assisting, and providing information to management officials and/or designees on recruitment strategies; appropriate areas of consideration; development of conditions of employment; supervisor and employee responsibilities and regulatory requirements; and rating criteria.


(3) Preparing merit promotion vacancy announcements.


(4) Posting vacancy announcements.


(5) Rating and ranking applicants.


(6) Issuing referral lists. 


(7) Electronically notifying all applicants of eligibility, referral, and selection status.


(8) Providing information and data in response to inquiries from applicants, managers, EEO officials, and other appropriate parties.

(9) Validating selections in accordance with applicable laws, rules, and regulations.


(10) Maintaining records in accordance with Army Regulations (ARs) and other requirements (e.g., Office of Personnel Management (OPM), Dept. of Defense (DOD), et al, such as recruitment case files, Priority Placement Program (PPP) requisitions, etc.). 


(11) Providing information on the MPPP to management and the workforce.


(12) Ensuring selections are properly documented on referral lists, to include merit based reason(s) for selection (i.e., on selection statements).


(13) Making job offers; taking actions to ensure pending security background checks, physical exams, and other related pre-employment requirements are completed; and establishing effective dates.
B. Managers and Supervisors are responsible for:


(1) Communicating the provisions, location/availability, and basic principles, policies, and practices of this MPPP to employees.


(2) Every effort must be made to send in Request for Personnel Actions (RPAs) at least four weeks prior to the effective date.

(3) Anticipating personnel requirements and coordinating/initiating appropriate requests for personnel action in a timely basis, to include identification of required/necessary data (e.g., in a recruitment information package (RIP), Gatekeeper, strategic recruitment discussion (SRD), and/or other/equivalent means). This would include working with CPAC staff on, for example, job analysis, development of recruitment criteria, identification of conditions of employment, and other facets of successful, effective recruitment and placement to include any non-competitive hiring flexibilities such as VRA, Schedule “A”, 30%, etc.


(4) Reviewing and monitoring selection procedures to ensure compliance with the spirit and intent of affirmative action program goals and objectives and Merit System Principles and Prohibited Personnel Practices outlined in Title 5 of the United States Code (USC).


(5) Verifying adequacy and accuracy of Position Descriptions (PDs) prior to RPAs being submitted.

(6) Obtaining any required organizational approvals for recruitment and associated actions (e.g., recruitment incentives such as relocation incentive or superior qualifications/advanced in-hire) actions. 


(7) Developing recruitment strategies and identifying appropriate areas of consideration, with the advice and assistance of the CPAC.


(8) Conducting Strategic Recruitment Discussions (SRDs) with CPAC staff and providing relevant information for preparation of vacancy announcements.

(9) Allowing employees to apply for vacancies and providing computer equipment to do so.

(10). Employment or selection interviews may be conducted as deemed appropriate by management.  The selecting official. When interviews are conducted, it is not necessary to interview all of the candidates on the referral list if initial screening, based upon documented merit factors, results in some of the candidates being removed from further consideration. However, if one of the candidates who remain under consideration for the position will be interviewed, all of the candidates who remain under consideration for the position must be interviewed if they can be located and are available to be interviewed within a reasonable time (e.g., within five (5) workdays of management’s decision to conduct interviews). Telephonic, video-teleconference, or other interviews may be acceptable if a candidate is unable to attend an in-person interview. 

(11) Promptly making and documenting job related criteria and merit-based selection statements and returning referral lists to the CPAC within prescribed timeframes (typically within 14 calendar days) unless an extension has been requested and authorized in advance by the CPAC.


(12) Obtaining necessary reviews and/or approvals of selections.

(13) Assisting with establishing effective dates. 


(14) Supervisors will avoid any action that might result in or reasonably be expected to create the appearance of giving preferential treatment to any person.

 C. Employees are responsible for:


(1) Reviewing designated applicable Websites (e.g., USAJOBS) for job vacancy announcements.


(2) Carefully reviewing of vacancy announcements prior to application to determine whether they meet the specific experience, education, and/or certification requirements for positions.


(3) Applying for jobs for which they are qualified and interested in occupying.  Ensuring submission of required supporting documentation, eligibility forms, and other requested information contained within vacancy announcements.

(4) Ensuring/verifying that information entered, uploaded, or otherwise submitted for consideration is complete, accurate, and submitted by the closing date of the announcement.

(5) Seeking advice and assistance from supervisors on the provisions of this MPPP.

(6) Accepting or declining job offers within 2 business days (without approved exception/extension). Failure to do so may result in withdrawal of job offer.
5. Non-Competitive Actions: 

The following actions are excluded from the competitive procedures of this MPPP:

A. Promotions resulting from the upgrading of a position without significant change in the duties and responsibilities due to issuance of a new/revised classification standard or the correction of a classification error. 
B. Placements made during or in lieu of reduction in force (RIF) as permitted by governing regulations.

C. Actions involving statutory, regulatory, or administrative placement in accordance with appropriate rules, regulations, etc. (e.g., due to reemployment rights of overseas returnees, DOD PPP placements, civilians returning from military service, etc.).
D. Career Ladder Promotions. Promotions made without new competition when the incumbent of a position was previously selected competitively and the intent to prepare the incumbent for the next-higher grade was made a matter of record. Promotion potential must have been stated on the SF 52/RPA. Non-competitive promotion provisions must be documented in the Position Description. Career ladder promotions of employees on Excepted Service appointments may be made within the limits of special appointing authority. Promotion of an employee under the provisions is made after documented performance and qualifications data indicate employee has demonstrated successful performance of higher-graded duties. Meeting time-in-grade requirement alone for a higher grade does not guarantee possession of sufficient knowledge, skill, ability, etc. to successfully perform at a higher level. Non-competitive promotion is authorized in the situations listed below:

(1) Career ladder/lead-in/developmental position

(2) Apprentice position

(3) Employees under OPM training or executive development agreement
(4) Trainee positions. 
E. Promotions, reassignments, changes to lower grades, transfers, reinstatements, or details to positions having no greater promotion potential than the position an employee currently holds or previously held on a permanent basis in the Competitive Service (or other merit system that OPM has an interchange agreement) from which the employee was separated or demoted for other than performance or conduct reasons.  RPA’s submitted (for internal actions) across Directorates and/or Commands will contain the losing Supervisor’s concurrence.
F. Promotions resulting from an employee's position being classified at a higher grade because of the accretion of additional duties and responsibilities. 
G. Temporary promotions of 120 days or less. NOTE: Prior service during the preceding 12 months under non-competitive time-limited promotions and non-competitive details to higher-graded positions count toward the 120-day total.

H. Details to a higher-graded position or a position with known promotion potential of 120 days or less. NOTE: Prior service during the preceding 12 months under non-competitive details to higher-graded positions and non-competitive time-limited promotions counts toward the 120-day total.

I. Promotion or placement of an employee who did not receive proper consideration due to procedural or regulatory violation in a previous MPPP action, which is allowed to stand, will be given special non-competitive consideration (priority placement consideration) as follows: 
(1) It is determined that an employee would have been one of the candidates referred if proper consideration had been given;
(2) The next appropriate vacancy will be one of the same title, occupational series, grade, and promotional opportunity as the one for which improper consideration was given, the employee has indicated prior interest in the position, and it is determined by the CPAC that the employee is amongst the best-qualified candidates for the position;
(3) Priority placement consideration will be limited to one consideration for each promotion consideration that was not properly received;
(4) Priority placement eligibles will be referred, along with their resumes, prior to competitive candidates. The selecting official is not required to select an employee referred under this provision.
J. Management-Directed Reassignments. Management may initiate action that will result in non-competitive reassignment of employees to positions having no higher promotion potential than the highest grade previously held under a non-temporary appointment. In the case of a voluntary reassignment, the SF 52/RPA must contain the concurrence of the employee in the remarks section. The gaining organization will prepare the SF 52/RPA and it must contain the concurrence of the losing supervisor/manager. In certain management-initiated reassignments, employees may have valid reasons for not wishing to accept the assignments. In such cases, employees must be given written notice of proposed new assignment sufficiently in advance of the proposed effective date to permit an opportunity to reply. The advance notice must set forth the reasons for the assignment, the proposed effective date, and the opportunity to reply. Normally, the first-line supervisor will sign the notice when the reassignment is within his/her organization, and the gaining supervisor will sign the notice for reassignments between organizations. If the employee does not reply, no further notice will be issued and the action will be effected as stated in the advance notice. If the employee does not concur with the reassignment, he/she may reply in writing directly to the individual who issued the advance written notice. Following consideration of the employee’s reply, if the supervisor/manager who issued the notice still wishes to implement the reassignment, the decision must be approved by the level of management above the individual who issued the advance notice. If the decision is made to proceed with the reassignment, a written notice of the decision must be signed by the approving official and state the effective date and the employee’s grievance rights for the action. Reassignment in the same position as a result of position review or classification action does not require advance notice.
K. Placement of employees who have eligibility for re-promotion consideration who are receiving grade and/or pay retention benefits, provided position is at a grade not higher than previously held on a permanent basis.

L. Conversion of severely disabled individuals and promotion in conjunction with conversion provided the position occupied has an established full-performance level.

M. Conversion and promotion of interns provided the position has an established full-performance level.

N. Appointments/Conversions of eligible veterans rated by the Veteran’s Administration (VA) with a 30% or more disability and promotion in conjunction with conversion provided the position occupied has an established full-performance level.

O. Appointments/Conversions of Veterans Recruitment Appointment (VRA) eligibles and promotion in conjunction with conversion provided the position occupied has an established full-performance level.

P. Appointment of OPM interchange agreement eligibles, reinstatement eligibles, and Executive Order eligible IAW applicable regulations.

Q. Appointment of disabled employees and promotion in conjunction with conversion provided the position has an established full-performance level.

R. Conversion of a competitively temporary promotion to permanent. A temporary promotion may be converted to permanent provided it was made under the competitive procedures of this plan and the fact that it could lead to permanent promotion was stated on the vacancy announcement. The area of consideration for the temporary promotion must have been the same as would be used for a permanent placement.
S. Other types of actions not specified above that are permitted by regulation and consistent with the spirit and intent of the Merit System Principles and Prohibited Personnel Practices set forth in 5 USC 2301.

6. Competitive Actions: 

The following placement actions will normally be accomplished in accordance with the competitive procedures of this plan:

 A. Employees are ineligible for reassignment, promotion, or detail for 90 days following the employees’ latest non-temporary competitive appointment.

B. Permanent promotion to a higher-graded position or position with more promotion potential than any position previously held on a permanent basis in the Competitive Service or for which an interchange agreement exists.
C. Placement into a position with more promotion potential than any position previously held on a permanent basis in the Competitive Service except as permitted by reduction-in–force (RIF) regulations.

D. Time-limited promotion for more than 120 days.

E. Detail of more than 120 days to a higher-graded position or a position with higher promotion potential. NOTE: Prior service during the preceding 12 months under non-competitive detail to higher-graded positions and non-competitive time-limited promotion counts toward the 120-day total. 

F. Appointment, transfer, or reinstatement to a position at a higher grade or with more promotion potential than any position previously held on a permanent basis in the Competitive Service or for which an interchange agreement exists.
7. Locating Candidates:
A. Area of Consideration:


(1) The area of consideration must be sufficiently broad to ensure the availability of a reasonable number of candidates, taking into account the nature and level of the position to be filled, Merit System Principles/Prohibited Personnel Practices, labor agreements/union contracts, EEO affirmative action goals and objectives, and applicable regulations and requirements of negotiated agreements.

(2) The area of consideration will be determined between the CPAC and management and will be identified in the merit promotion vacancy announcement.


(3) At a minimum, the area of consideration for internal vacancy announcements will include the activity or major organizational segment where the vacancy is located, in addition to applications received from current permanent DA employees with competitive status (e.g., Veterans Employment Opportunities Act (VEOA), Interagency Career Transition Assistance Program (ICTAP), Military Spouse preference). 
B. Vacancy Announcements: Each vacancy announcement will be published online when filling vacancies through the competitive procedures described in this MPPP. Each announcement should be open for at least 7 calendar days, unless an exception is addressed in a union contract or obtained from the CPAC based on justifiable grounds or career program requirements or if an open continuous announcement is used in anticipation that there will be recurrent vacancies for the same position. Vacancy announcements will, at a minimum, include requirements covered in 5 CFR 330 and any other relevant information as required and/or as necessary.  
8. Competitive Procedures and Candidate Evaluation:
A. In order to apply, applicants will be required to submit an application in accordance with vacancy announcement instructions; applications not submitted by the closing date of the vacancy announcement will not be accepted, unless allowed by other governing guidance. Typically applicants will submit a resume and any required supplemental data (e.g., most recent SF 50/Notification of Personnel Action, transcript(s), occupational/applicant questionnaires). 
B. To be eligible for promotion or placement under this MPPP, applicants must meet all applicable eligibility (area of consideration) and qualification requirements (e.g., OPM qualifications standards, any positive education requirements, time-in-grade, etc.) within 30 days of the closing date of vacancy announcements. 
C. Resumes submitted for consideration by employees will be rated against the job-related criteria defined by the selecting official in consultation with the CPAC. To be referred, candidates must possess skills sufficient to meet the minimum required qualifications standards and other regulatory requirements. 
D.  If there are more candidates than can reasonably be referred, the CPAC will determine an appropriate referral by locating an obvious or clear break in the final scores of the qualified candidates that will serve as a “cut-off” for identification of qualified candidate to be referred.

9. Temporary Placement Actions:

A. The area of consideration for competitive temporary fills may be narrower than for permanent recruits. The area of consideration should be narrowed only in cases of operational necessity; however, if the area of consideration for competitive temporary/term promotions was narrower than required for permanent placement, full competitive procedures must apply if the position is later filled on a permanent basis.
B. Temporary Promotions: 


(1) Temporary promotions should be utilized when:

(a) The need for a temporary fill is expected to last at least 60 days (or is in accordance with an applicable collective bargaining agreement). 



(b) The employee will be required to fully assume the grade-controlling duties and responsibilities of the higher-graded position.

(2) The employee meets the minimum applicable qualifications standards for the position.

(3) A competitive temporary/term promotion can be converted to permanent if:

a. The area of consideration was the same as it would have been for a permanent action;

b. The vacancy announcement indicated the potential for conversion to permanent; and

c. All PPP requirements have been met. 


(4) In order to be promoted on a temporary basis (either competitively or non-competitively), employees will be advised in advance, in writing, of the temporary nature of the action and all conditions relating to it, including expected duration. In the event of separation of an employee on a temporary promotion prior to the expiration date of the temporary promotion, management must terminate the temporary promotion the day preceding the effective date of separation.


(5) Eligible employees who meet minimum applicable qualifications standards, any selective placement factors, and time-in-grade requirements (if applicable) may be non-competitively promoted to higher-graded positions for a maximum of 120 days in any 12-month period, provided all PPP requirements have been met. Competitive procedures must be used for temporary promotions over the 120-day limit. Prior service under all details to higher graded positions and temporary promotions during the preceding 12 months must be counted toward the 120 day limit. 


(6) Gaining management, at its discretion, may terminate temporary promotions at any time. 


(7) Temporary promotions do not confer eligibility for re-promotion consideration.


(8) Time served on a temporary promotion will be credited toward completion of time-in-grade requirements, where applicable.


(9) Temporary promotions do not confer eligibility for retained grade or pay. 

(10) Temporary promotions may be made to lead-in positions that are not part of a formalized training program. Temporary promotions may also be made to positions that are a part of a formalized training program when the purpose of the assignment is to meet mission requirements rather than to train or evaluate the performance of an employee.
C. Details. Details are the temporary assignment of employees to different position duties or unclassified duties for specified limited periods of time, with employees returning to their regular duties at the end of details. Employees do not have to meet applicable qualifications standards (with the exception of any minimum educational, licensure, and/or certification requirements). There is no change in employee base salary. The following circumstances may warrant the use of details:


(1) To meet emergencies caused by abnormal workload, change in mission or organization, or absences of regularly assigned employees.


(2) Pending official assignment, pending classification of new position description, pending security clearance, and for training purposes.


(3) Details will not be made to circumvent the intent of law, Executive Order, rule, or regulation (e.g., of OPM or DA).


(4) Employees must serve at least 90 days in a position after appointment before becoming eligible for a position change, except for emergency details of 30 days or less or to detail employees to light duty when under worker’s compensation due to work-related injury or illness. (5 CFR 300.501-505 and 330 Subpart E, AR 690-300.306.12-1)
(5) General Requirements regarding details are as follows:



(a) Supervisors will inform employees prior to a detail of the reason for the detail, the nature of the duties to be performed, and the duration of the detail. Details are not to be used to circumvent open competition and Merit System Principles.



(b) Details may only be made informally for 30 days or less. A Request for Personnel Action will not be required when the employee is being assigned to perform the duties of an identical position or a position of the same grade, series, and basic duties as the position to which the employee is regularly assigned. 



(c) In any 12-month period, an employee may be non-competitively detailed to another established position at the same or lower grade or an unclassified set of duties for an initial maximum period of 120 days. Extensions may be made in 120-day increments up to 1 year. Extensions beyond 1 year require the approval of the appropriate Commander. 



(d) Details to higher-graded positions should be accomplished in accordance with the guidelines contained in this MPPP and parameters of the applicable negotiated agreement.

D. Temporary Reassignment:

(1) Eligible employees who meet minimum qualifications requirements and any selective placement factors may be non-competitively reassigned to another position to perform duties at the same grade level on a temporary basis, provided PPP requirements have been met.


(2) Except in unusual situations, non-competitive temporary reassignments will be limited to an initial maximum period of 12 months. The need for temporary reassignments in excess of 12 months must be coordinated with the CPAC to determine whether permanent placement actions are warranted. 

10. Selection Procedures:
A. Qualified re-promotion eligible personnel will be referred to selecting officials prior to referral of competitive candidates.

B. A reasonable number (e.g., three or more) of qualified candidates will be referred to the selecting official, along with any candidates from non-competitive or other recruitment sources. Selecting officials will review the qualifications of all candidates referred to them for selection.
C. Selecting officials have the right to consider and/or select candidates from any appropriate source in accordance with governing regulations and negotiated agreements.

D. The selecting official may select or not select from among a group of qualified candidates referred for selection consideration. If a selecting official declines to select from a referred group of qualified candidates, then a valid justification must be provided to document management’s reasoning for not making a selection.

E. Selecting officials must maintain records of the criteria used and reason(s)/justification (i.e., a selection statement) for their selections for a period of three (3) years.

F. Selections must be based solely on job-related criteria, with the rationale for selection annotated with the referral list via a selection statement. Selection statements should reflect the basis of selections solely on legitimate, job-related reasons why selectees possess the knowledge, skill, ability, and competency to perform the work of positions. Use of length of experience or level of formal education may be used only to the extent to which they can be shown to be a valid, job-related factor for the position being filled. For example, total number of awards received or training courses completed are not reflective of this. Rather, accomplishments that resulted in an award or the training course content may be considered.   
G. The CPAC will review statements and procedures to ensure merit factors are used in the selection process.

H. Selections from a referral list may be made for subsequent vacancies for a period of one hundred and eighty (180) days from the closing date of the announcement. 
I. Job-related merit reasons must be recorded for non-selection when the referral results from priority placement consideration based on an EEO settlement.
J. Job-related merit reasons must be provided for the non-selection of employees referred through the agency’s re-employment priority list.  Justification for non-selection must be routed through the CPAC for appropriate approval.   
11. Notification and Release of Selected Employees: 
A.  Release of Selected Employees.  After the required review of the action, the CPAC will make the necessary contact to offer the position and arrange a date for the selectee to report for duty.

B.  Permanent Assignment.  (Competitive and Non-Competitive).  Employees who are selected for a permanent position will be released to the gaining organization no later than 2 pay periods (the pay period when the firm offer was made plus the next pay period) after a firm job offer has been extended, unless agreement between the gaining and losing supervisor has been reached to establish an alternative date.

C.  Temporary Promotion.  (Competitive and Non-Competitive).

    (1).  The following procedures will be used when the employee’s current organization and the gaining organization are serviced by the same CPAC.

        (a)  Employees selected for a temporary promotion will be released to the gaining organization no later than 2 pay periods (the pay period when the firm offer was made plus the next pay period) after a firm job offer has been extended, unless agreement between the gaining and losing supervisor has been reached to establish an alternative date.

        (b) The employee’s permanent position or a different position of equivalent grade and pay [as defined in 5 CFR 335.102(f)(1)] for which the employee is qualified will be available for the employee to return.

        (c)  A temporary promotion internal to the organization can be cancelled at any time at management’s discretion.  A temporary promotion, external to the current organization, can be cancelled at any time at management’s discretion of the gaining organization.

    (2).  If the employee’s current organization and the gaining organization are not serviced by the same CPAC, the organizations should agree in advance which organization will place the employee on a permanent basis at the end of the temporary promotion.  If the organizations agree, the employee will be made aware of the time limit of the promotion and what organization will provide the permanent placement at the time the job offer is made.  In the event, the organizations cannot agree on which organization will place the employee at the end of the temporary promotion, the employee will be informed, at the time of the job offer, if their current organization is not going to obligate their position (i.e., hold their position) for their return.

        (a)  Employees selected for a temporary promotion will be released to the gaining organization no later than 2 pay periods (the pay period when the firm offer was made plus the next pay period) after a firm job offer has been extended, unless agreement between the gaining and losing supervisor has been reached to establish an alternative date.

        (b)  If the employee’s current organization agrees to obligate a position the employee’s permanent position or a different position of equivalent grade and pay [as defined in 5 CFR 335.102(f)(1)] for which the employee is qualified will be available for the employee to return.

D.  Reassignment/Detail/Change to Lower Grade (CLG).  (Competitive)

    (1).  The following procedures will be used when the employee’s current organization and the gaining organization are serviced by the same CPAC.

        (a)  Employees selected for a temporary reassignment or detail or change to lower grade, through a competitive selection process, will be released to the gaining organization no later than 2 pay periods (the pay period when the firm offer was made plus the next pay period) after a firm job offer has been extended, unless agreement between the gaining and losing supervisor has been reached to establish an alternative date.

        (b)  The employee’s permanent position or a different position of equivalent grade and pay [as defined in 5 CFR 335.102(f)(1)] for which the employee is qualified will be available for the employee to return.

    (2).  If the employee’s current organization and the gaining organization are not serviced by the same CPAC, the organizations should agree in advance which organization will place the employee on a permanent basis at the end of the temporary reassignment/detail/CLG.  If the organizations agree, the employee will be made aware of the time limit of the reassignment/detail/CLG and what organization will provide the permanent placement at the time the job offer is made.  In the event, the organizations cannot agree on which organization will place the employee at the end of the temporary reassignment/detail/CLG.  The employee will be informed, at the time of the job offer, if their current organization is not going to obligate their position (i.e., hold their position) for their return.

        (a)  Employees selected for a temporary competitive reassignment/detail/ CLG will be released to the gaining organization no later than 2 pay periods (the pay period when the firm offer was made plus the next pay period) after a firm job offer has been extended, unless agreement between the gaining and losing supervisor has been reached to establish an alternative date.

        (b)  If the employee’s current organization agrees to obligate a position the employee’s permanent position or a different position of equivalent grade and pay [as defined in 5 CFR 335.102(f)(1)] for which the employee is qualified will be available for the employee to return.

E.  Temporary reassignment/detail/CLG.  (Non-Competitive).

    (1).  External to employee’s current organization.

        (a)  Management, of the employee’s current organization, does not have to release employees selected through a non-competitive process for a temporary reassignment, detail or change to lower grade.

        (b)  If management agrees to release an employee, the employee’s permanent position or a different position of equivalent grade and pay [as defined in 5 CFR 335.102(f)(1)] for which the employee is qualified will be available for the employee to return.

    (2).  Non-competitive reassignment/detail/CLG internal to the employee’s current organization.  If the gaining and current supervisor do not agree with the assignment, the decision will be made by the management official who is senior to both and who is common in both chains of command.
12. Records:
A. Records and other applicable regulations used to document placement actions will be maintained in accordance with appropriate regulatory guidance.

B. Sufficient documentation will be available within the placement records to provide a clear audit trail and permit a complete reconstruction of any action under this MPPP.

13. Corrective Actions:
A. Failure to strictly adhere to law, OPM, DA, and any other relevant regulations, policies, and instructions and this MPPP must be promptly addressed and corrected. Violations may include: employees erroneously promoted; employees not promoted; employees erroneously not considered for selection/promotion; officials who sanction a violation (e.g., violation of Merit System Principles, Prohibited Personnel Practices; see Glossary entries for Procedural/Program/Regulatory Violations); and/or correction of processing errors/automated system issues. The nature and extent of actions taken will be determined on the basis of facts surrounding cases, with due regard to: circumstances surrounding violations; the legal rights of parties concerned; and the best interests of the government. 
B. To ensure actions are processed in accordance with regulatory and procedural requirements, corrections of errors/oversights will be made as soon as practicable after they are discovered, to include correcting any outstanding referral lists. 
14. Employee Complaints and Grievances:
A. Management and the CPAC will make every effort to informally resolve employee concerns regarding placement actions under this MPPP at the lowest possible level. 
B. Employees who believe governing procedures were not properly followed in filling a position or qualifications were not properly evaluated under this plan may grieve or register complaints under applicable grievance procedures or in accordance with the provisions of an applicable negotiated agreement. 
C. Allegations of discrimination may be considered under relevant provisions of the Equal Employment Opportunity (EEO) Program.

15. Priority Order of Permanent Placement Consideration: (RPL Guide, Defense Civilian Personnel Advisory Service, JUN-2014, Section F, Selection Order & Repromotion Priority Consideration and Reemployment Priority Consideration (SCT) SOP 98-38(s), 03-NOV-2010, 4(d) Order of Placement Consideration; DOD 1400.20, DOD Program for Stability of Civilian Employment Policies, Procedures and Programs, 26-SEP-2006)
The following is a list of the types of permanent placement considerations in their normal order of priority.  There may be some cases where there are special exceptions provided in the governing OPM, DOD, or Army regulations which can change the order.  Career promotions (trainee/developmental positions), position changes resulting from correction of classification or application of classification standards, and rotational assignments IAW pre-established mobility agreements are not included in the list since the positions involved are already occupied and do not constitute a bonafide vacancy subject to placement consideration.  Priority order of permanent placement consideration is typically/normally as follows:

1. Statutory/regulatory/mandatory placements directed by higher authority (e.g., employees returning from military service, employees returning from overseas assignments; orders issued by Courts/Merit Systems Protection Board (MSBP)/Equal Employment Opportunity Commission (EEOC).

2. Employees who either fail or elect voluntarily to not complete a supervisory probationary period.

3.  Non-competitive actions directed by management permitted under the DOD Priority Placement Program (PPP) Handbook (such as: Job Swaps, Medical Accommodations, reassignments/change to lower grade).

4.  Local re-promotion candidates.

5.  Local Priority Placement Consideration as a result of an EEO Action.  Special promotion consideration after failure to receive proper consideration in a previous promotion action which was allowed to stand and was given as a remedy to an EEO complaint.

6.  Local Priority Placement Consideration.  Special promotion consideration after failure to receive proper consideration in a previous promotion action which was allowed to stand and was not given as a remedy to an EEO complaint. 

7. Priority 1 and 2 PPP matches who have not yet been separated.
8. Reemployment Priority List (RPL; i.e., current and former DOD, career/career-conditional, Competitive Service employees who are separated by a RIF, or have received a RIF separation notice or Certificate of Expected Separation (CES), or separated due to injury and fully recovered more than one year from the date compensation is payable under 5 CFR).
9. Priority 1 and 2 PPP matches who have been separated.
10. Department of Army selections via competitive/non-competitive actions (excluding Appointments and Conversions).
11. Priority 3 PPP matches.

12. Interagency Career Transition Assistance Program (ICTAP) eligibles

13. All other competitive/non-competitive placement actions involving DoD candidates.  
14. Selection of candidates from non DoD sources. 
16. Re-Promotion Program:
A. Placement actions under this MPPP are subject to DOD 1400.20, Program for Stability of Civilian Employment. The re-promotion program provides positive placement assistance to employees receiving grade- or pay-retention benefits due to involuntary placement in lower-graded positions under circumstances not involving personal cause. The object of the program is to place employees in positions with responsibilities commensurate with their qualifications and pay.

B. Employees involuntarily changed to a lower grade without personal cause (excluding erroneous promotions) resulting in grade or pay retention benefits will be provided local non-competitive consideration for re-promotion to a grade no higher than the grade from which they were demoted and to any intervening grade. Re-promotion consideration will cease when employees are no longer entitled to grade- or pay-retention benefits.

C. Employees who accept a change-to-lower grade (CLG) to enter formal developmental or upward mobility programs will not be registered in this program because entry into a training program is considered a voluntary action for merit promotion purposes. 
D. Consideration under this program will not apply to employees who were separated from Federal service and later re-employed at a lower grade than they previously held. 

E. Re-promotion consideration will be provided on a non-competitive basis as follows:


(1) Employees eligible for re-promotion consideration and meet basic qualifications for positions will be referred to selecting officials prior to referral of competitive and other non-competitive candidates. Selecting officials are not required to select from this re-promotion eligible non-competitive list; althought selection is encouraged; especially if a re-promotion eligible appears to be well qualified for the position. 

(2) Employees eligible for grade retention upon involuntary CLG (e.g., via RIF or reclassification of position duties) will also be registered in the PPP. These candidates must be placed ahead of competitive candidates in accordance with the DOD PPP Operations Manual. 
F. Local re-promotion candidates must be selected for positions that would constitute re-promotion when they have applied under competitive merit promotion procedures and have been referred unless there are valid reasons for non-selection. Justification for non-selection must be approved by the CPAC Director.

G. Declination of a reasonable offer at the grade from which downgraded or an intervening grade will terminate an employee's entitlement to re-promotion consideration at that grade level and below, but the employee will continue to receive consideration for higher grades up to and including that from which downgraded.

H. Re-promotion consideration will cease upon the termination or expiration of grade and/or pay retention or upon entry into a permanent position with known promotion potential to a grade equal to or higher than the retained grade or re-promotion eligibility.

(1) Grade Retention is terminated if an employee:



(a) Has completed the two year grade retention entitlement.

(b) Has a break in service of one or more workdays.



(c) Is demoted for personal cause or at their request.



(d) Is placed in or decline reasonable offers of positions at a grade equal to or higher than the retained grade.


 
(e) Elects in writing to have their grade retention terminated.


(f) Moves to a position not under a covered pay plan/pay system.

(2) Pay Retention will terminate if an employee:



(a) Rate of basic pay equals or exceeds retained rate.


(b) Has a break in service of one or more workdays.



(c) Is demoted for personal cause or at their request.



(d) Is placed in or decline reasonable offers of positions with a rate of basic pay equal to or higher than their retained pay.


(e) Moves to a position not under a covered pay system.
I. Employees who enter into positions with known promotion potential to grades equal to or higher than their re-promotion eligibility will be removed from the DOD PPP (if registered) as well as from local re-promotion programs. If a position entered into does not have known promotion potential equal to or higher than their re-promotion eligibility, re-promotion eligibility will be retained until those rights terminate.

17. Glossary:
ACTIVE DUTY or ACTIVE MILITARY DUTY (Creditable Service for Leave Accrual and Reduction in Force Purposes Only) — Full-time duty with military pay and allowances in the Armed Forces. Active duty does include annual active duty for training, but excludes weekend Reserve meetings/assignments.
ACTIVITY — A unit/organization performing a function/mission. (See also: COMMAND)
AGENCY (as used in this MPPP) — Any department or independent establishment of the Federal Government, including a Government-owned or -controlled corporation, that has authority to hire employees in the Competitive, Excepted, and Senior Executive Service. Examples: Dept. of Transportation, Small Business Administration, Federal Trade Commission. NOTE: The Depts. of Army, Navy, and Air Force are considered individual agencies for the purposes of this MPPP.

APPLICANT — A person who has requested consideration for a position within an agency. An applicant may be a current employee of the agency, an employee of another agency, or a person not currently employed by any agency.

APPOINTEE — A person being hired for a position in an agency.

APPOINTMENT — Any personnel action that brings an individual onto the rolls of an agency.
APPRENTICE — An incumbent of a blue-collar position who is learning a trade, craft, etc. by practical experience and training under more skilled/experienced workers.
AREA OF CONSIDERATION — The area searched for eligible candidates (e.g., Local Command, Army-wide, DoD Wide, etc.) in a MPPP announcement. 
BREAK IN SERVICE — Time during which a person is not on the payroll of an agency. NOTE: In computing creditable service for benefits (e.g., leave accrual and reduction in force retention), a separation of one (1), two (2), or three (3) calendar days is not considered a break in service; a separation of four (4) or more calendar days is considered a break in service and the days of separation are subtracted from the employee’s total creditable service.)

CAREER LADDER POSITION — Positions in which an incumbent works under closer supervision in a developmental capacity, performing assignments and completing training, both of which are intended to prepare the incumbent to gain the knowledge and skills necessary to perform the duties outlined in the full-performance level position description. The incumbent receives progressively more responsible assignments as experience and training are received to the next-higher level position. Incumbents may be non-competitively promoted pending time-in-grade requirements and demonstrated ability to perform the target-level grade duties.
CHANGE TO LOWER GRADE (also called Demotion or Reduction in Grade) — Personnel action that moves an employee serving continuously in the same agency to (1) a position at a lower grade when both the old and new positions are under the General Schedule or under the same graded wage schedule, or (2) a position with a lower rate of basic pay when both the old and the new positions are under the same type un-graded wage schedule or in a different pay category. (5 CFR Part 351, GPPA Chapter 14, 2.d.(1) and (2))
CIVILIAN POSITION — A civilian office or position (including a temporary, part-time, or intermittent position), appointive or elective, in the legislative, executive, or judicial branch of the Federal Government (including each corporation owned or controlled by the Federal Government and including non-appropriated fund instrumentalities under the jurisdiction of the Armed Forces) or in the Government of the District of Columbia.

CLASSIFICATION or CLASSIFY — To evaluate the duties and responsibilities of a position and assign an official title, pay plan, occupational series, and grade. (5 CFR Part 511)
COMMAND — A unit/organization performing a function/mission (i.e., under a single Command Code). (See also: ACTIVITY)
COMPETITIVE AREA —The part of an agency within which employees compete for retention in a reduction in force (RIF). Generally restricted by what is considered a local commuting area. (5 CFR 351.402)
COMPETITIVE LEVEL — A competitive level consists of all jobs in a competitive area that are sufficiently similar in all important respects to allow the agency to readily move an employee from one to another without significant training and without loss of productivity as a result of reduction in force procedures. (5 CFR 351.403)

COMPETITIVE POSITION — A position in the Competitive Service.

COMPETITIVE SERVICE — All civilian positions in the Federal Government not specifically excepted from civil service laws by or pursuant to statute, Executive Order of the President, or by the OPM rule, and not in the Senior Executive Service. (5 CFR Part 212)
COMPETITIVE STATUS — Basic eligibility for non-competitive assignment to a competitive position. A person on a career or career-conditional appointment acquires competitive status upon satisfactory completion of a probationary period. It may also be granted by statute, Executive Order, or Civil Service rules without competitive examination. A person with competitive status may be promoted, transferred, reassigned, reinstated, or demoted without taking an open competitive examination, subject to the conditions prescribed by Civil Service rules and regulations. (5 CFR 212.301)

CONVERSION — Changing an employee from one appointment to another appointment (under either the same or a different authority) in the same agency with a break in service of three (3) days or less. The change may be in one or more of the following: the type of appointment under which the employee is serving, the authority for the appointment, the position on which the employee is serving, or the not-to-exceed date of a temporary appointment (e.g., from Excepted Appointment Not-To-Exceed (NTE) in a GS-03 position in organization A to an Excepted Appointment NTE in a GS-04 position in organization B).
COVERED PAY SYSTEM — A covered pay schedule (as defined in 5 U.S.C. 5361(5); i.e., the General Schedule pay system established under 5 U.S.C. chapter 53, subchapter III; a prevailing rate system established under 5 U.S.C. chapter 53, subchapter IV; or a special occupational pay system established under 5 U.S.C. chapter 53, subchapter IX). The various prevailing rate systems under 5 U.S.C. chapter 53, subchapter IV, are considered separate systems if they have separate job grading structures.
CREDITABLE SERVICE — Federal Government employment (civilian and/or uniformed service) that meets requirements for a particular type of appointment or benefit (e.g., leave accrual, reduction in force retention standing).

DEMOTION — See CHANGE TO LOWER GRADE

DETAIL — Temporary assignment of an employee to a different position description (or unclassified duties) for a specified period, with the employee returning to his or her regular duties at the end of the detail.

DISABLED VETERAN — A person who was separated from active duty in the Armed Forces under honorable conditions performed at any time and has established the present existence of a service-connected disability or is receiving compensation, disability retirement benefits, or pension because of a public statute administered by the Dept. of Veterans Affairs or a military service department.

EFFECTIVE DATE — The date on which a personnel action takes effect and on which an employee’s official assignment (or change thereto) begins.

EXCEPTED SERVICE — Unclassified service, unclassified Civil Service, or positions outside the Competitive Service and the Senior Executive Service. Excepted Service positions have been excepted from the requirements of the Competitive Service by law, Executive Order, or OPM regulation. (5 USC 2103 and 5 CFR Part 213)

EXECUTIVE ORDER — A directive issued by the President of the United States that takes authority from a power granted directly to the Executive Branch of the U.S. Government by the Constitution or is made pursuant to certain Acts of Congress that explicitly delegate to the President some degree of discretionary power.
EXTENSION — The continuation of a time-limited personnel action (i.e., one with a NTE date) up to the maximum time allowed by the authority under which it was effected.

FEDERAL MERIT SYSTEM — A complete system of personnel selection and management based on an integrated set of personnel policies, procedures, and practices designed to accomplish three basic objectives: (1) to recruit a competent work force; (2) to ensure a stable work force; and (3) to provide equal opportunity for employment.

FEDERAL WAGE SYSTEM (FWS) — The job-grading and pay system that applies to most trade, craft, and labor positions in agencies subject to 5 USC 5342. Under this system, pay is adjusted according to the rates paid by private industry for similar jobs in the same geographic area. Included are Federal employees in recognized trade, craft, skilled mechanical occupations, and other persons (including foremen or supervisors) in positions where trade, craft, or labor experience or knowledge is the main requirement. (5 USC Chapter 53, Subchapter IV and 5 CFR Part 532)

GENERAL SCHEDULE (GS) — The GS graded pay system established under the Classification Act of 1949, as amended. (5 USC Chapter 53 Subchapter III and 5 CFR Part 531)

GRADE — All classes of positions that, although different with respect to kind or subject-matter of work, are sufficiently equivalent as to (A) level of difficulty and responsibility; and (B) level of qualification requirements of the work to warrant their inclusion within one range of rates of basic pay in the General Schedule. (5 USC 5102)

GRADE RETENTION ENTITLEMENT — The right of an employee to retain, for pay and benefits purposes, the grade of the position from which that employee was reduced for 2 years. (5 USC 5362 and 5 CFR Part 536)

INTERAGENCY CAREER TRANSITION ASSISTANCE PLAN (ICTAP) — When filling a vacancy from outside the agency's workforce, the vacancy must clear the Reemployment Priority List (RPL) and the DOD Priority Placement Program (PPP). It must then give selection priority to ICTAP candidates. The selecting official is required to select a well-qualified displaced employee from another agency who applies for a vacancy in the commuting area before selecting another candidate from outside the agency. This requirement applies to all Competitive Service vacancies lasting more than 120 days unless specifically exempted under 5 CFR Part 330.
INVOLUNTARY PLACEMENT — Placement against the will and without the consent of employees, other than for cause. Examples include placement based on reduction in force, abolishment of position, and unacceptable performance (unless due to the employee’s misconduct). 

MERIT PROMOTION AND PLACEMENT PLAN (MPPP) — The system under which an agency considers employees for vacant positions on the basis of individual merit. Vacant positions are usually filled through competition, with applicants evaluated for the position on the basis of experience, education, skills, performance record, etc. (5 CFR Part 335)

MERIT SYSTEMS PROTECTION BOARD (MSPB) — The independent quasi-judicial agency responsible for protecting Federal Merit Systems against partisan political and other prohibited personnel practices and ensuring adequate protection for Federal employees against abuses by agency management.
NON-COMPETITIVE ACTION — A promotion, demotion, reassignment, transfer, reinstatement, or an appointment based on prior service. (5 CFR 210.102)

OCCUPATIONAL SERIES— A four-digit numeric code used to identify lines of work.

OFFICIAL PERSONNEL FOLDER (OPF) — An individual employee’s file containing records and documents related to civilian employment under Title 5 USC.
PAY: 

ADJUSTED BASIC PAY —The maximum adjusted rate of basic pay (including locality adjustment) after taking into account all applicable pay caps. (5 CFR Part 531, Subparts B and F)

RATE OF BASIC PAY — The rate of pay fixed by law or administrative action for the position held by an employee before any deductions (e.g., taxes) and exclusive of additional pay of any kind (e.g., overtime pay). For General Schedule (GS) employees, a rate of basic pay is a GS base rate, a law enforcement officer special base rate (e.g., GL), or a retained rate – excluding any locality payment or special rate supplement. A rate of basic pay is expressed consistent with applicable pay basis (e.g., annual rate for GS employees or hourly rate for wage system employees).

PAY PLAN — The pay system or pay schedule under which an employee’s rate of basic pay is determined, (e.g., General Schedule (GS), Executive Schedule (ES), Wage Grade (WG)).

PAY RETENTION ENTITLEMENT — The right of an employee to retain, under certain circumstances, a rate of basic pay higher than the maximum rate of the grade for the position occupied. (5 USC 5363 and 5 CFR Part 536)

PERSONNEL ACTION — The process necessary to appoint, separate, or effect other personnel changes (e.g., promotion, reassignment, realignment).

PLACEMENT — Placing people into jobs. This may be done by: appointment of persons to government positions; promotion; change to lower grade; reassignment; transfer within an agency or from other agencies of a current employee; or by reinstatement of a former employee.


POSITION — The work performed within a given job, consisting of the duties and responsibilities assigned by competent authority for performance by an employee. (5 USC 5102 and 5 CFR 511.101)

POSITION CHANGE — Movement of an employee from one position to another position during continuous service within the same agency. When the move establishes an employee’s eligibility for grade retention (under 5 USC 5362), the nature of action for the move is also formally called a Position Change. It is also called a Position Change when an employee already entitled to grade retention moves to another position at or below the retained grade. 

POSITION CLASSIFICATION — The analysis and identification of a position under the position classification standards established by OPM and thereafter assignment of the official title, pay plan, occupational series, and grade under Chapter 51 of Title 5 USC.

POSITION DESCRIPTION — A statement of duties and responsibilities comprising the work assigned to a civilian employee sufficient to allow proper classification of the official title, pay plan, occupational series, and grade.

POSITION (or JOB) TITLE — The official name of a position, such as “Secretary (Office Automation),” “Civil Engineer,” or “Logistics Management Specialist”; as distinguished from an organizational or functional title, only the official title is used on position descriptions, SF 50s/Notifications of Personnel Actions, and vacancy announcements.
PRIORITY CONSIDERATION – A consideration given to employees who fail to receive proper consideration for a position due to regulatory or procedural errors found in the rating process. 

PRIORITY PLACEMENT PROGRAM (PPP) – An automated mandatory placement program used to match eligible well-qualified employees, most of whom are subject to displacement, with vacant Dept. of Defense (DOD) positions. Employees adversely affected by RIF, transfer of function (TOF), base realignment and closure (BRAC), and other displacement actions are registered in an automated system that matches them with vacancies at DOD activities within a specified geographic area. This area of consideration is determined in accordance with program rules. Employees may register for their current skill and others for which they are determined well-qualified. 
PROBATIONARY PERIOD — Typically, the first year of service of employees appointed to a career or career-conditional appointment under 5 CFR Part 315. During this period, agencies determine the fitness of employees; employees under probationary periods may have no appeal rights if released from Federal service. (5 CFR Part 315, Subpart H; and 5 USC 7511)
PROCEDURAL VIOLATION – Occurs when a personnel action does not conform to the requirements of the merit promotion and placement plan (MPPP). In this kind of violation, an employee may be retained in the position only if reconstruction of the action shows that he/she could have been selected had the proper procedures been followed at the time the action was taken or the OPM office with jurisdiction gives approval. If a procedural error is discovered before the employee is officially placed in the position (i.e., SF 50/Notification of Personnel Action has been prepared) and reconstruction of the action could result in a different person being selected, notification of selection to the employee and release dates will be canceled and the action will be reworked.

PROGRAM VIOLATION – Occurs if the MPPP does not conform to OPM requirements or Army guidelines. An employee may be retained in the position if there was no accompanying procedural or regulatory violation.

 -If an employee is not retained in a position due to the discovery of a procedural or regulatory violation he/she must be returned to his/her former position or placed in another position for which qualified. Candidates who were in the best qualified group and were not given proper consideration because of the violation will be considered for placement to the position before a new placement or other action is initiated.

 -If a corrective action does not include vacating the position, any employee who was not given proper consideration because of the violation will be given special non-competitive placement consideration for the next appropriate vacancy. The CPAC will make the final determination on how actions involving improperly selected employees will be handled, except when actions are mandated by law/regulation or higher authority.
PROMOTION — A personnel action used to document changing an employee (1) to a position at a higher grade within the same job classification system and pay schedule or (2) to a position with a higher rate of basic pay in a different job classification system and pay schedule.

REALIGNMENT — The movement of employees and their positions when (1) a transfer of function or an organization change occurs, and (2) the employee stays in the same agency, and (3) there is no change in the employee’s title, pay plan, occupational series, and grade/pay. (NOTE: For purposes of this definition, a change in the amount of any locality payment to which the employee is entitled is not a change in pay.)

REASSIGNMENT — The change of an employee from one position to another without promotion or change to lower grade. Reassignment includes: (1) movement to a position in a new occupational series, or to another position in the same series; (2) assignment to a position re-described due to the introduction of a new or revised classification standard; (3) assignment to a position re-described as a result of a position review; and (4) movement to a different position at the same grade but with a change in salary that is the result of different local prevailing wage rate or a different locality payment.

RECRUITMENT INCENTIVE — A one-time payment of up to 25 percent of basic pay to an employee newly appointed to a hard-to-fill position. (5 USC 5753 and 5 CFR Part 575)

REDUCTION IN FORCE (RIF) — The process that results in furlough, separation, or change to lower grade of at least one employee from a competitive level within the organization’s competitive area, required by the agency because of lack of work or funds, reorganization, abolishment of position/organization/agency, reclassification due to job dilution, exercise of reemployment/restoration/return rights, or cuts in personnel authorizations. (5 USC Chapter 35, Subchapter I, and 5 CFR Part 351)

REEMPLOYMENT PRIORITY LIST (RPL) — A list of career and career-conditional employees an agency has separated because of (1) reduction in force, or (2) compensable injury or disability where recovery takes more than one year from the time each employee began receiving compensation and who have filed an application for reemployment. 

REEMPLOYMENT RIGHTS — The entitlement of an employee to return to non-temporary employment after assignment to other civilian employment. This other employment may be with the Foreign Service, public international organizations, or other agencies in the Executive Branch or overseas. (5 CFR Part 352)

REGULATORY VIOLATION – Occurs when an employee does not meet legal requirements or OPM regulatory requirements. An employee may be retained in the position only if he/she now meets the necessary qualifications or regulatory requirements and the OPM office with jurisdiction gives approval.
REINSTATEMENT — Non-competitive reemployment in the Competitive Service as a career or career-conditional employee formerly employed in the Competitive Service as a career or career-conditional employee (or equivalent) at a grade no higher than permanently held. (5 CFR Part 315, Subpart D)

RELOCATION INCENTIVE — A one-time payment of up to 25 percent of basic pay to a current employee who relocates to take a hard-to-fill position. (5 USC 5753 and 5 CFR Part 575)
RETAINED RATE — A rate of pay above the maximum rate of the employee's grade which an employee is allowed to keep in special situations rather than having his or her rate of basic pay reduced.
STANDARD FORM 50 (also called SF50 or 50) — Notification of Personnel Action (NPA). The Standard Form 50 is completed using information provided by the office delegated appointing authority to the CPAC and is used to notify employees, payroll, and record the action in the Official Personnel Folder.

STANDARD FORM 52 (also called SF52 or 52) — Request for Personnel Action (RPA). Used by operating officials or supervisors to request personnel actions and secure internal agency clearance of requests for personnel action. 
STATUS EMPLOYEE — An employee who has completed the probationary period under the career-conditional employment system. Also known as an employee with competitive status. (5 CFR Part 212 and 315.503)

STEP — The step of the pay grade under a given pay plan that dictates an employee’s pay. For example, step 2 of pay plan GS, grade 07 = GS-07 step 02; step 01 of pay plan WG, grade 05 = WG-05 step 01.
SUPERVISORY PROBATIONARY PERIOD — A period of probation at initial appointment as a supervisor or manager. A supervisor or manager who does not satisfactorily complete the probationary period shall be returned to a position of no lower grade and pay than the position from which the individual was transferred, assigned, or promoted.
TEMPORARY APPOINTMENT — An appointment made for a limited period of time and with a specific not-to-exceed (NTE) date determined by the authority under which the appointment is made. (5 CFR Part 316)
TIME–AFTER–COMPETITIVE–APPOINTMENT RESTRICTION —The provision that ninety (90) days must elapse after an employee’s latest non-temporary competitive appointment before he or she may be (1) promoted, or (2) reinstated, reassigned, detailed, or transferred to a different position (to include a position at a higher grade) or different geographic area. (5 CFR Part 330 Subpart E)

TIME-IN-GRADE (TIG) — Time-in-grade (TIG) is a restriction on rapid advancement requiring General Schedule (GS) employees in the competitive service to complete a specific period of time at a GS grade level before becoming eligible for promotion to the next higher grade level; TIG is one of two criteria needed for promotion and is not to be confused with the requirement for qualifying specialized experience for a position.
TIME-IN-GRADE REQUIREMENTS —Time-in-grade restrictions (e.g., one year at the next-lower grade) are intended to prevent excessively rapid promotions in Competitive Service General Schedule positions. (5 CFR 300.601-606)

TRANSFER — A change of an employee, without a break in service of one (1) full workday from a position in one agency to a position in another agency that can be filled under the same appointing authority: 5 CFR 315.501 authorizes the transfer of Competitive Service career and career-conditional appointees to Competitive Service career or career-conditional appointments in other agencies; 5 CFR 307.103 authorizes transfer of Excepted Service veterans readjustment appointees (VRAs) to Excepted Service VRA positions in other agencies; and 5 USC 3395 authorizes transfer of career and non-career appointees in the Senior Executive Service (SES) agencies.

TRANSFER OF FUNCTION — the transfer of the performance of a continuing function from one competitive area and its addition to one or more other competitive areas, except when the function involved is virtually identical to functions already being performed in the other competitive area(s) affected; or the movement of the competitive area in which the function is performed to another commuting area. (5 CFR 351.203)
UPWARD MOBILITY PROGRAM – A program tailored to meet the mission and organizational needs while keeping in line with overarching Army goals to: provide means by which the capabilities of participants are increased to the fullest extent possible; provide employees with opportunities to enter bridge positions or the competitive service through planned on-the-job and formal training; increase employee morale; and enhance employee growth, career development, and opportunities.
WAGE SYSTEM EMPLOYEES — Also called Federal wage employees or prevailing-rate employees. Employees in trades, crafts, or labor occupations covered by the Federal Wage System and whose pay is fixed and adjusted from time-to-time in accordance with prevailing rates in the local commuting area.

WORK SITE — The place where an employee works, or at which the employee’s activities are based, as determined by the employing agency. 
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