
MEMORANDUM OF AGREEMENT (MOA)
BETWEEN THE GODDARD SPACE FLIGHT CENTER

AND
GODDARD ENGINEERS, SCIENTISTS, AND TECHNICIANS ASSOCIATION

(CESTA) IFPTE Loca]29

This MemoEndun of Asreemenl (MOA) is entered inlo, by and bciween, Goddard Spacc Flieht
Center ( Managenena ) a.d lne Coddard Ensineers, Sci€ntish dd T€chnicims Asscialion,
Local 29, IFITE. AIL CIO/CIC, ( CESTA oT "Union l aho rclercd ro s ttc parries. Thc
pmposcofrhis MOA G ro docurneft tne Non-Compelitive Pronolion Process (NCPP) s
Mdcsrood ed agreed ro by rhe parties.

A. Ibe folbwnrg ACEeDenc rcachod al lhe Interin NCPP negotialions. amended as shoNi, are
asrccd lo by the prrties and ac heEby included in lhe NCPP.

7.

L

l. Any docunen(s) p.ovided by enploy€es to subslantiare rnen pomotions in tbet
prcmolion packages shall not be emoved by dy superisoror anyone wthout pnor
Nilten asreemenl by the employeei so as not to le$en theirprobability ofgeuing
prcmote! in lhis proccss by a higher level deas€rorEvievins official.

If re enploycc is notpronoted,lhe e ployee wlll be pDvided with lbe resons. in
witnrs. *ithin lcn ( l0) workdays of lhe denial, the exceptions beins the nunber ol
workdats n pmvlding a writGn rcspoose in accordance wirh tne Reconsideratioh und$
NCPP (Appcndix r). and the lntenal Classilicalion Appcals Process UndcrNCPP
(Appcndix G) and Cl6sification Appeal for rederal Employee s (Appendix H)

Managcncnt agrees ro plovide GESTA witn promorion data ro include Race, cender,
Dneclonlc, se es, and Level ofpay at thc end olcach six no.th period fron lhe sisnins

4. Employees shall be nrfonned rhar rhey are entilled to CESTA Epresenralion dunns this

5. whcn an enployee who h$ been prcmoted throueh fte NCPP as M i p&t pomolion
leavcs lhe ef|ected posilion and tbe posiio. k to be nltd with a dilTerent etoployee, lhe
position will revcn back to the originalGS level prior to anothdnon-compedive
pronotion. lfthe work n expected lo be pemanent dd theposilion is lo remain, thm
1he posnion *ill be advedncd md codDeled.

6. Enployees shall nol bc retalialed against for any reasn for requestihs a position review
Iirr a nor-conpeftive prcnotion or for involdng lhc R€consideration or"Appeal or
aDy ollhc app€ah processes.



7 Efrployees shall have thc right to appeal intemally, or ro NASA HQ, or to OPM wirhour
reraliationby yonc lordyreason. An enployee may nle an appealwith OPM rn
accodancc Nith Tille 5, Code ofFedcral Rc8nlarions, Prrt 5t I, Subpan ! (forOS-
emplolcet and Pan 532, Subpart G (ao!prevailing{aee enployeet;and guidmcc in
rhe GESTA CBA, Anicle 23. Seclion 23.05.

3. An OECM desk andir is requird to garher nrd to assc$ Blevant infomalion on which ro
nake an nrfomed classitcalion decision.

9. The preliously used accretion or impact promotion fitena are rcplacedby OpM posnion
classification slmdards, whicn are publicly alailable and can be found at
hllo:r/tr1tr.ob'n.tor'/fedclass/.

l0.TheNCPPNillbeconduclednralair..dequnrblemannerforallBargainingUnn
Enrployees (BU€s) vithoui dkfininarion or peronal bias

B. Thc fo llorvn,g ippendic.s' reresent AgEenen6 rcached by the panies a.tl ar e hereby incl ud cd m rhc

I L The NCPP Fact Sheea is idemified as 
..Appendix A,, oa rhis MOA.

12.'l he NCPP Process" is idendncd as Appendix B oftnisMOA,

l3 Thc Posnion RevieN Rcqnest Fomr" is idcntified as,,Appendix C.,olllrh MOA.

14.TheNCPP Q&A docunftt is idendned as..ApFendix D,,oflnis MOA

15. Tbc NCPP CS-14/ls CotupansonvExmples are idenlified as.Appendix E inrhG

l6 Thc ReconsiderationUnderNCPP docunenl is idenlified as Appendir F. ofrhjs
vo4

17. Thc lnLenalClassification AppealProccss Unde!NCPP.G ide.dficd as,Appendix c.

l3 Thc pocess for'tlasincadon Appeals Foi Federal Employeet is idemified as
'Appendix H" ofthis MOA.

19. The NCPP Flow Chan" Nidr 6rimated lines in ttre NCpp prccess is idqtified as
''Appendix l olthk MoA.

20 Thc Glossaryof Terms" isidenlified as.Appendix J of rhisMOA,



C. Th€ parti€s aglee inat the Appodix docunenh lisled above, (A lhrough I) @ included ii
rfis MOA de part of the NCPP, dd wili be post€d at tlle web site sboM below upon signing of
lhis agredent dd hade availabl€ to all GESTA BUES withonr ey cnde6 or d€l€tions o!
addilions unl6s nutually agE€d to by both panies in advecel
lrlbt/ohcn.esfc.nasa.@V,NCPPNCPP-CESTA.iIII

D. The pani6 agrce lo this MOA 6 ritlen above.

FOR ACENCY: FOR IFPTE LOCAL 29:

,1"/su+
;;;-

Chief, Pe ommce ed work-Life Dynmics
GSFC

GISTA, II?TE l,cal 29

Labo! Relations Sp€cialhl
GSFC



APPENDIXA. NCPP FACTSHEET

Goddard Space Flight center

FACT SHEEI for Non-competitive Promotion Process (NCPP)

BAC(GROUND

Foraccretioh promotions, .etains tbe same philosophy orassessing an ehrire
body olwo* in deteminingthe appropriateness ofa noD competitive

Coddard Cehter Leade.shiD has feouested a rcviewofthe Accretion Promotion
Process iAPPJ, a non'conpetitive promotioh process forScientists and Ensin€e.s
thatwas i.stituted in 2005. Center teanrs includingtheAPP lmplementation teams,
have gathc.eddata,conductedbenchnarkingofotherNASAcentofs,Faderal,and
Acadenncoryanizations, engaged in discu$iohs with the Asencys office ofHuman
capital Management[0HCM],lookedbroadlyattberccomm€ndationsof the
Centcr's independent accretion promotion assessment, and developed
rcconn€ndations. Asaresultofthefindingsofthisconprchensivercviewalong
with.omDleted negotiations wfth Labor, CSFC will inplehent changes ro the non-
coDpetitive promotion process ihat will usetle OPM classiffcatio. standards for
the entire GSFC wo.kforce.

WHAT IS IINCHANCFTI?

Fo.Cs employees a l yea.time-in
Requi.es subnission of a position

Retains requirenentto p.ovide leedback to supervisor and employee if
Division managen€ntfor GS 14and Directorate nanagenent for cs-15 does
Dot concur in prohotionj
Requires HRSpecialist to evaluate position description (PDl against
applicable oPM.lasification stahdardsj
0HcM continues to serueas a resource forsuperuisors and employees.

lcEAIll_NElAA

Establkh a fairand equitable prcces for allenployees.
changcs title ofdre p.ocess to the Non'CoEpetirive Promotion Proce$;
Applies to the entire worklorce [ihstcad oronly Sc]cntists and Ensjneersl
!nd p.ovides Cuidelines fo.allpositions and occupations beyond the



! Abolishes the autonatic 6 yea.time ing.ade triggerj
r Requircs up{rontconmunicatioh with OHCM on aposihon rcview.equ€st

in preparation ror a deskaudit;
r Uscs the Position Review Requestlora NoD-Competitive Promotion lorm in

lieu olthe current 6S-14/15 forms designed fofscientkts and Engineers;
r Fora CS 15 the promotion reviewpackage is subhitted to the Divisio. Chief

for reviewand to the Directorate Head (Diredoro0 forconcurence;
A desi8nated Ombudspe.son for tle reconsjderation process and the intemal
appeal process for NcPP;

. Establishes a desiCnated SubjecrMatter Expe.t (SME) within OHCtV,

. Providcs an updated and on-goingtraihihg p.ogmm forsuperuisors and

. Enhances trackinCand 6oniroringof non conpetitivepromotionsde$ics;

. In, rpd.p\.or lnencv oiNLPP d.-osr sl,i l g-o' ps
r Establishes Reconsiderationandlnternal ClassificationAppeal Boardsj and
i Eslablishes executive oversighte.g. NCPP Onbudsperson, (currenrly Depury

Dif ector ror Science and Technolos,), and Champion fcur.ently, Associare
c€nter Directo.l.

WHEN MICHTA NON-COMPFTITIVE PROMOTION BE WARR4NTED?

Forenployees below GS-15 and at rbei.docunenred FullPe.fo.mance Level (FpL),
a non-competitrve promodon hayoccurwhen there is eridencetlai 1J dre
employee has signiffcantly impa.ted the workofthe position ro a hjghe.srade level;
oR 2l asrsDnent ofadditiohal duties and responsibilities,job€fowth or evolution
ofdutiesthroughunfo.eseencircunstances,wbichbaveincreasedthegradelevelof

WITAT IS THE NON.'OMPRTITIVE PROMOTION PROCESS?

The Non comDetitive Pronotion Proces(NCPPI is the means that will be utitized
for allemployees belowa cs-15, resa.dless ofgrade oroccupation, when being
considered fo.a non-conpetitive p.onotion above rhe established FpL oftheir

SupeNisofs should workcloselywith Omce otHuman Capital Managcment {OHCMl,
Talent Acquisitioh 0fffce priorto begihning rlre process to deterhihe rtre
aPpropriateness orpursuing a hon-competirive promorion.

supcrviso$ and enployees are encouraged to contact rheir Human Resour.es
Specialist (HRs) and/orthe designated SME to discu$ options and answe.
qu€stions regardingthe NCPP. Please visit:

hft o://oh.m e<r.f asi.Cov/NaPP/home.hrn



Fo.a request a Posnion Review Requ€st fo. Non-Conpetitiv€ Prcmotion fom with
supplemental informationi includingresponses to the questions in the form, and a
new position description will all be subhitted to the appropriate nanagement
official. The supplemental i.fonnatio. will be dependenton the nature ofthe
position and information required to make a decision. Examples of supplene.tal
inio.nation may i.clude work sampler referehce lette.s docunrentingimpactofthe
work, impact statements describingwh!t was accomplished, incunbents roie, and
resulting impact. oHCM will insufe all docunentation for the requestwill bc in
accordance wnh the NcPP.

olicM wilircview the Position Review Request fo. Non Competitive Promotion
submitted and conducta deskauditwith the supewisorahd enployee utilizinga
position feview questionnaire app.op.iate to the position to aid in determininghow
drechanges hlveinFactedthe position s classincation. TheoHCM Hunan
Resources Specialistwill make the final position classificatioh deterhination and
prePare an ev.lMtion statement documentingthe positioh review6nd nnal

NON,COMPETITIVF PROMOTION CRITERIA

Positionswillbcevaluatedinconsiderationoftheadditionaldurios/responsibilities
or impact of the employee, aAainst published OPM posnioh classilication
stand!rdisl applicable to tbe posftion.

WHAT IS THE SUPERVISOR'S &EMPLOYEE'S ROLE?

supeNisors arc expected to continuouslycarry out position hanagement assu.ing
organrzatrons and positions are sbuctured efticiently and effectivel, i,e.,
dete.niningthe nuhbe., types and grade levels olposiriohs.equired to tulffll a
function/missioh. Supenko.swillensureehployeesareawarcoftheopportunitt
(orlackthefeol for careerprogfession in thei.cu.rentposition. Irthedurieslnd
responsibilities assign€d, orthe impacrofthe person in the job, has changed the
work beihg performed beyondwh.t is described in the cu.rentposition desftipdon,
thcn a non competitive pronotioh hay be conside.ed. Superuisors lro llso
expected to conductperiodic career dev€lopment discussions with employees, e g.,
once p€.ycarahd.eviewand certitr positioh desc.iption every 3yeafs.

llat any tine the employee thinlrs he/she is pe.forming duties thatexceed those in
thc currently described position description, and a discusion has not occurred with
Lhe supe.vhof, the €mployee should initiate sucb a co.versation. lfthc chployee is
dissatisfied wilh the result, an intemal Reconsider.tion unde. NCPP process is
available which is described below

It is cfitical foreoployeesand superisors to understahd thardoinga. outstandi.g
job does.otcorrelate to rcceivinga prohotion once the employe€ has reachcd the
rullpe.fo.nance Ievel(FPLI ofthe position. Additionally, it is an organizational
rcality that son. jobs have higherprohorioh potenrial than others. Therefore, ir is



cruc:al rhrremployees e{pectahonsrrealignedwuh orCfi izationdt reatuesdnd
lhot career developmenr a1d career path opporunrties oLrsrde ofrhe cu(enl
posrnon a.e explored, It is as ouchan ehployee s respohsibitiryto rake charSe of
one s career, as it is rhesupetujsor/s to prcvide i.formation andgujda.ce.

OPTIONS OF RESOLOTION

A multi.lev€l pr@ess will bealailable forehptoyesdi$arisfied wfth rhe our.ome
atany pointin the process which includ€s R€consideEtion underNcppilnternat
Chssiiication Appeal Proesj and Classificarion Appeah forfederatemployees. The
rirstlineorreviewshoutdbethemanagementchai;tDivision,Direcroratej. rtisrhe
desire that issues be.e$lved at the towest posible tevetj how€ver, rhee are
s€verai otheravenues roremployees to pursne itdissarisffed with the.esutt ota
non.cohpentive promorion request, The oDrions are as Iouows:

2,

3.

The Reconsideration process provldes a variery of options forreconsideration
of denied position review requests. This pro.ess helps ensuretheemptoyee is
given lairand due considehtion ofanyrequest iora review oftheir posirion.
The lnternalClassification Appealis the CSFC process an enployee may use to
appealthe itritial .lassification de.ision byOHCM, per the appeat board
d€cision, and pho. ro appeating outride of th€ Centei
The classltlcation appeatforlederatenployee is the fo.matprocess !o be used
todnpuleftefinalChdeleLddecisiohmadebyoHCM Anycmployeency
rile,.ldsrfrerionrppert. Additiona y, thereareFedeEl govemmenl
position classifi ation appeal p.ocesses avaitabte which inctude a r€vi€w bv
Agency persohnel and/or review by the OpM.

Nole: Dmployee can requesr a deskaudft with OHCM.

AnombudspersonintheofnceofrheCenterDirectorhasbeenidenhffedasth€
D"puryDIe!to.forSoenceardTerhnol06/. Thc DepJryC.nterDirp.torwiI \erue
dslheU/!kup0mbudspcrson.Thcywittb€avr'tdbtetomed€rc,rnvestigarc,rndlor
ensurc appropnare outcomes. The ombudspeFon wil not cpt.ce rhe ofltcial
classlfication appeals process and will not have position classification authoriry.

This guldonce it intemled to sunna.ire qnd conhunicate the naJor chang5 to the
ctrent prlgt Pteoy refu to the Ncpp website lot funher detoits oE



APPENDIX B. Process forNon Competitive Pronotions

Background

Forthose enployees attheir Full Perfornance Level (FPLI, grpically thereare tlvo ways to
move to a highe.gmde level: [1] byapplyingand beingselected for an adve.tised job with
a higher FPL] thjs is a competitive promotion, or (21 through a non-competitrve pronotion
€itherby the employee increasingthe scope ofthe current posjtion based on theirinpact,
or when additional duties have been assigned o.have evolved ovef a period oftime tbat
are ata highergmde. lnbothinstanc€sthehigherleveldutiesmustcontinuelorthe
{luration the enployee occupies that position (i.e., theworkis expected to be

It ls important to unde.stand that in maDy irstances, the abilityto gfow the scope or
impact ora job to the hextlevel will be lihited or may hot exist. Also, !dditional duties ahd
.csponsibilitjes do notalways warmnta hichergmde level Additional duties and
responsibilities could be ator even below the cur.€ntgrade olthe employee.

hisexpectedthatemployeesandtheirsupervisorshaveroutineandon-goingcareer
development and planning discu$ions, at least annually. Enployees must take pe.sonal
rcsponsibiliry to achieve theircareergoak ahd sup€ruisors mustbe actively involved in
thisprocess. Discussions shallinclude developnentand tmining needs ofthe employee,
career counselinC, coaching and guiding employees in their professional developnent
planning; anda$ktingthe employee in definingshort- and long-te.n development and

 t leastannuall, the supenisorshall review each employee's position desc.iption to
det.rmineifanychanseshaveoccured Ifsubstantive changes have occurred, the
supervisofsball document them in a revised position desciption. At times the $ork
pedormed may have changed to the pointwhe.e a higherg.ade level may bewaranted.
For cnployees at thei. FPL, thiswould bewhen a.on competitive promotio. could be

Determiningrvh€thera non.competjtive prohotion is warranted inrolves notonly a
dis.u$ion ofduties that may be above the curentCrade, butaho an assessment of
whether ofnotwork is expected to remain attbe higherlevel for as longas the employee

Process

1. lfthe supervisor orehployee thinks the wo.kofthe employee s position has
significantlychanged, andlor the ihpact ofthe enployee has haterially .hanged the
position, tbe superuisor willconsultwith !he 0HCM Human Resources (HRJ
specialist roradvice/suidance in deternining the app.op.iateness ofpuNdng a



2.

l.

Iradeterminationhhadethatitisappropriat€topu6ueanon-competfive
p.omotion and theworkappears to suppo.ta bigheflevel, the supeNisor must
draft a new position description and complete the Posftion Review Request fo. Non
Conpetitive Pronotion. The employee and supewisor will work to develop any
supportingdocubentation/informahon requjred in the position review requesr.

The Position Review Request, which includes the draftposition description sig.ed
by the superuisor, and supportingdocuments, is loruarded through the
nanagehentchain for rcviewolpackage contents, Forrequests up to tbe Gs 14
level, the reviewingofticialis at the Division Ievel, and fo. the cs,ls levelis ar the
Directorate Level, Ifnanagenent does not concur, feedback will be provided ro rhe
supenisor and enployee with information on options fof .econsidef ation if the
enrploy€e is dissatistjed. The employee nay prcvide additional infomation to
supportthe requestatany level of the reviewolthe process.

An NCPP Ombudsperson has been identiffedwho will be av.ilable to mediare,
investigate and/o.facilitate the pro.ess to ensure a prohotion request is beins
approp.iately consid€red. Also, there a.e Reconsideration and lnternal
Classiff cation Appeal Processes available.

lrEanagenent concurrence is obtained, then the packigewill be foMaded to
oHcM, TalentAcquisition 0fffce (code 113) for reviewand fihal position

The 0HCM HRSpecialistwill review the proposed position desc.iption, the Position
Review Request and a..ohpanying documentation, and will interuiew the
superisorandehployee,iinece$ary,togather/dariryinforhationaboutthewo|k
(race-to-face or telephone interviews haybe conducred). As necessary the oHcNl
HRSpecialktwillworkwirhtechnicalsubjecrMatrerExperts(SMEI,Arechnical
sME is an expeftih the ffeld ofworkbeingevaluated, or peerrepresenrative f.om
other organizatio.s that hasa deep understandingofthe special knowledge, skills
and/or work responsibilities beihs evaluared.

The llRspecialistwill evaluate the position usinCthe applicable office olPersonnel
[{anagement position classiff cation standards to make the classillcatioh
deterhination. lJpon completion ofthe facr-nnding p.ocess, rhe HRSpecialistwill
cerlili the positio. classilication and prepare a written evaluation.epo.twhich
desc.ibes the rationale rorthe gradelevel dete.ninatio.. This reportwill ba
rcleased to the supewisorandthe employee normally no laterthah 60 calenda.

non'conpetitive promotion. Ifthesupenisordenies the Position Review Request
the employee may use the lnternal Reconside.ahon process.

Itthe requeslsuppo.ts an increase ingrade a FederalPersonnel/Payroll Systen
(FPPSlactionwillbeprocessedfo.anoncompetitiv€promotion. lfan0HCM



positlon dasificadon Rndingdetermlnes duties performed by the emptoyee !o be of
a ressr gnde d|an th. lerel otcuRnt posftion ddripdon assigned, addrrioml
actior may be neesery, such as assignment otnew duti.s onnensuEte with
ehploy€es exisdnS grade.

5- if a hider Shde level ls not suppolt€d by rhe cla$ifi@doh nndhgs and rhe
employe€ i5 di$tisn.d with thar ourcome, tbe .mployee my ure rhe tnterul
Cla$ifiedon Appeal PM6r or fl€ .n omciat ctassifi@don .ppe.t, lnfomtion on
thelatre.en be found in the NCPP dsument ct.sstication ADDeals for FedeEl

NOTE: ,EBploy.es sh,ll not b€ eraliared aFtnsr torrnyE.3on wfien rcqu.sdn8a portion
Feew brnon.ompebttE pmmodon ortnvokinc,nyof rh. int.rut and/or€{.rul

t0



APPENDIX C, Position Review Request Form

Goddard Space Flight Center

Position Review R€quesl [or Non-Competitive Promotion

RequsthbascdonGercdone): Ihpdof i\epesminihe job.cotoPadl&3

- 
Additional duties/resPonebi

SUBMITTED BV:

lnrnediate Superuisor's Printed Nane:

lhlmediate Sup€ruisof t Signature:

Divisian (Ior as-14 Prcnotian and below):

Division oflicial s P.inted Name:

DLv ron 0ffrcral!Srsnaturel

DnectoFte (/of c.9-l5 Promotbn):

Directorat€ ollicial's Printed Name:

Dn€ctomte Officialt Signaturel

Thc purpdse ofthis form is to requesta nonconpetitive promotio. based oninpactoftheperson inthejob or
a.c.etionofduties. Inordertorecomnendandcerntanemploypefornon.ohpetitivepronohonthkcompleted
rorn,alorgLvith apprcp.i:te supplemenbl infornation [if.equired) and an updated posinor descnption .edified
by ilieslperviso.in ePDs, is to be loruarded through theappropri.ienanagementchairto the officeofHunan
calitalManasenentioHcM),ralentAcquisitiononi.eflAol. supewisore should be corcultincwith oHcM ea.ly
inthe pro..ss to ensure that a noncompe ivepronotion is appropriate,

supcrucoB nuncompletelynll outthe enployee informationatthe top ofthis page and certi fy that the
coddirions listed in Pa.r3 have b



The completed p.ckage,with a listotatached docunenE,nu*besignedbytheinnddiate supepisorand
subnifred rhroush the Division (fd.cs-l4prcnotionandbelowl orDiredorate (rorcs'ls prcnotionj tor

Position Review Requests rctsuppofredbythe DivisionortheDirectoratd shall berctumed to thcsupeflisornn'1
th. employeeinformed ofoptionsto pusue to resolvethe denial PositionReviewRequesEthat.e.eiveDivision
or Dnccto.ate .oncurrence shallbesubmited to 0HCI'l torreviewand dasification.

NOTE: SLbn lss lon ol thh doeunen t an d tu pporting mot*iak does not p.e.llde he need lo. a position o'd
byo cM wtth rhe supenisorand/or enployee,or requ$tlor additionol infomotton see Awq.Iix A lor
somple position audit questionc,

PART 1. Guida.ce for Impact of the percon-in+he-job promotion

This is a non-competitive promotion above a position s established Full Perlomance _Level [FPL] that is

dependeDt on the unique capabilities, stature, knowledge, and/or contributions an individual b.ings to a
portion that has a directand majorimpact oh the work, i,e., broadens tbe nature orscope and efect of
th€ workbeins pe.iormed andlorattrads higher level wo.k.

While it is the position which is classilied, the rclationship oftheemployeeto the position can be
recognized when thework performsd by the incumbent broadens the nature ors.ope and effectolthe
work. Fofexample,exceptionalabiliryoftheehployeemayleadtotheattmctiohofespeciallydifficult
workassienmenls, unusoal lreedom tuom supeNision, special aurhority to speak for and commitdrc
acency, contnruing con$ibutio! to organi2ation6l efffcie.cyand economy, recognition as an "expett
soughtoutby peem, ofsimila.conside.ations. Suchchangesaffectth€dificulq,ofworkorthe
.esponsibilityand authoritygiven the enployee and can be recognized in the position clasiffcation
decision. (Exce+trton r,tddrction ta the Pasition Clossifcatia, Stodards). The impactofthe person in
tlrejob is reflected in the classirication when thewofkofa parricllar individr^\ actual! nokes the iab
nateialU aillerent tram what it would be oth€ruise.

Ihe nere fact that an individual posse$es higher qualiffcations, o.stands out fron other individuals in
compamble positions, is notsufficientreason by nselfto clasiry the position at a hishers.ade. The
employee s special qualilications do not affect the erade unless they are required to peform hishe.level
duties and management recognizes and endorses th€ duties and rcsponsibilities acq!ired by rhe
employee andallow them to continue to be pe.formed.

The.esuking classjficadon should clearly indicate the inpactofthe individualwas taken into account so

thatthe position nay be distinsuished f.om otbe.posittons doing similarwork. When a positron which
has bcch affected by ihe inpact ofan individual is vacated, it should norhallyrevertto its ofiSinal

NOIE: The Federal classification systen recog.izes that in ce.tain occupations the very nature orthe
work is innuenced by the uhique quatilications, stature, and co.tributions ofthe incunbenL Thk
situation rccognizes the smde value ofnonsuperuisory perlormance which involves a very hish degree or
tcchnicalindependence, a high degree oforiginality, and a higb level ofprofessional recognition and
connibution. The Research GGde Evaluation Guide IRcEc] and Equipnent Devclopment cr.de
Evaluatio. cuide {EDGEGI arc one ot the few positio. classification standards that recoghize the impact
ofthepersoninthejobasoneofthepositionclassificationfacto.s. Consequentlrwhileinpact



prcmotions can occur ih ahy occupation itwould be an erception; whereas, in positions cove.ed by the
RCEG and EDCEC itrould be typical. Foradditionalinformation, please visit
hrtr / /www .ph.sov./redcrass /gsresch.ndi lnd httpt 

^{\rc!Ir.8:od&d!la5vs!sq 
lf.

Questions should be directed toyourservicing HRSpecialist,0HCM, TAO. Contact infofmation can be
round at http://ohcm.gslc.nasa.govlconta.ttao.ontacts.htm.

The foflowins information wiff b€ requir.d fo. all requests based ot impact oJthe pqon in the
106. This info.mation is to be provided in supplemental pages attached to this docuhehl

. Writtenna.rativewhichdesc.ibes in chronological order and sone detail--the natu.e and impact
orthe work, research, develophent, special asignment/project, technoloS/ transrer, etc.,

[mnrnnum of 3, maximun of 3 nomo.ethanapagefo.eacbexample]. Desc.ibe the employeet
specific role and the resultingimpact.

The followingwill also berequired for aU researchscientistand eng'neers and is to be submiued
with the.equest. Fofallotherglpes olpositions it is notrequired.

. Mininun olrlvo reference letters addressing the.mploye. s.ontributiohs, impact and slature ih

Additionall, r€searchscientists mustsubmit:

. Cu.rentcu..iculumvitae(cv) (includingpubli.ations,specialinvitations,societyofflceand
connittee assignments held, participation in scientific meetinCs, technical confe.ences,
workhops, hono.s and awards, special assignnents, etc,),

PART 2. Guidance forAccretion ofDuties Promotion

Anaccrcdonoidutiesp.omotionisanexceptiontotbenormalconpetitiveproce$..Itoccurswhenan
cmployee s position is classified ata higherg16de because olthe assignment ofaddirional duries and
rcsponsibilities,job groMh or€volution orduties throuBh unforeseen circumstances. lnthnsituation,
the originalmajordu$es ofthe position conti.ue to be performed, a.d the higher level duties could only
losically be assiened to that position andwe.e not!ssighedwith the intent to promotc a pardcular
enployee. Meritsystehs Principles ensure Fede.al personnel nanaseme.tis carded outin an open and
equitable hanhe., and includes that"selection and advancenent should bedetermined solely on the
bash ofrclative abilitt, knowledge, and skills, after fair and open competition which assures that all
receive equal opportuniry.

The employee nust have been perlormingthe duties iorarlelst 120 work days and there nust be
certainq, the workwill continue,

whcnever possible, managers and HRSpecialistswillensure thata reasonable and accurate career
ladde. is established before a position is nUed. Additionally, when hewwork is anricipated, consideratjon

L]



Questlons should be di.ected toyourservicing Human Resou.ces Specialht, oHcM, andTAo. c.nracr
inlb.natioDcanbefoundathtln//oh.n.!sfc.nasa.Eov/conract/raoconracts.htn.

In order to recomhehd a noncomp€titive promotion tor an employeebased on additional duties
and responsibilities, please describehow the position has changed sir.e the classification ofthe
most.urrent position d€scription. Every subhission must fullyaddress the 5 qu€stions liste.l
below (please provide .esponses on separat€ pages which shall be attached to the requesrfoml.

nrouldbe given as towbetbera newposition should be established and competitive procedurcs used
(i.c., advertising through a vacancy announcenent). If apprcpriare, an enployee\ position may bE

upgmded through nonconpetitive pronotion due to an accretion ofduties and, tI€ incunbent may be
promoted withou! cohpetition if all ofthe conditions on page 5 are net,

what additionaldnties and responsibili!ies have been assisned ro the employee rhatare nota rar!
ofthe employee s current position description rhat you believe are at a higher level thah rhe
incunb€nt s .urrenl srade?

2. Explain why the additional duties and responsibilfties wefea$igned to, orassuhed by, thc
enrployee. lrthe work was previously performed byanorher employeeGl explain why rhe work
was hoved to thh position.

1. uok onglr theemplovp"p"rfo.n"drte ca_J.t.ond.d.r ^.
4. Ilthese addition.lduties o.simila.duties are currehtty beinspe.formed by others in thc

orgaDization, please p.ovide tbeirnane, rirle, series, and srade.

5 Whatwork,ifany, hasbeen.enoved from the ehployee s current position descriptjon?

Please certify the foUowingconditions a.e met for the noncompetidve promotion

l yeaftine-in'grade requircnent has becn he!;
The new losiion is not a feclassifi.alion hon nonsupewisory to Team Leaderor SupeNisofy

The nelv posiLioh is nota reclassification iroh a one-s.ade interyalto a two,grade inrerval
position, e.9., Engin€eringTechnician to Enginee., compurerAssisrahrto IT Speciatist, of
Adminhtrative Supporr Assistant to Admi.istrative 0mcer.

Cerdncad etiti

L'"Ur or't"lolo\vi.C"'creqL pd.o proro ior\uroer P"rl I 0RPdr.-.



. The enployee's postion is to b€ recta$ified because of impact oithe pe.son in rhe job whe.e the
employee's unique capabilitles have changed the responsibilities ofthe posftion resultingin
hiSher level duties being perforned.

OR
Part 2 lA..retion nfDnti.sl:

The employee's position h to be feclassified because the duties have evotved over
in additioDal duties/resDonsibilttiesl
The preposed gEde level is now at the new Futt perfomance t_evel (FpL) and rhere is no turth€.
prcnohon porennal bevond thrs srJdf.
The employee s o.d poriion rsabsorbed inlo the r"w posilron, r.", rhe emptoree LontinJer ro
ocrlormrhe \ame bas.. runLl:ons ahd rhe newdJuesand/orrespohsro i e! represenl rn
enhaDcement of the previous Dosirjon:
Tne rcwduti€s could not rcasonably be asrigned to any otber posnion wirhin the or8anizationj
No oth€rpositions wnhin the organizationalunir-whetherencuhbered orunencun;€.€d - ars
adve.selyafiect€d by rheaction (e.g., the,new dutieswerenornovedfrohoneDosttionro
anoLl'p-rorrhc purposeorpromorirga padicltarenptoyee.rnd r\egraoeorJn) orher "mptoyee

I certiry at alloftheabove condilons ar€ met

SupePrsor's Pnnted Namc

I cerriry the requirenents are net forconsiderattoo underthe non.competirive pronotion process and
rhata lisrofattached docunents is inctuded with this fo.m.

HRSpecialist Pfl nted Name



AppendixA. sample deskaudit questions/comments

The questions/conmentsbeloe are just a few examples oathose which maybe asked during a
deskaudit, Questionswill befocused otr th€ specific work ofthe position andwhathas changed
since the position was last classified,

. Describe the major duties otyou. position andestimate the app.oximate percentage oftine spent
pedonning ea.h dutyovera one-year period, orthelmount oidne in !n averag. week orother
period, which k most appropriate to yourjob.

. What knowledge, skilh, specialtechniques, etc. are.equi.ed to accomplish the work?

. Whatcuidelines are available lorperforning the work (e.9., policies, pro.edures, handbooks,
preced.ntsl? Des$ibe the level oldifliculryand judsnentin applyingthe suidelines to the
a$ignment in.elation to their rcadyadaptabilig/ to the workand the level ofinterpretation

. whattyp€s ol decisions orjudghents do you have to nake in perfo.ninsyou.assisned
duties/runctions?

. Prcvrde examples in which imagination, inventiveness orthe abiliq/ to fi€at€ or improvise are
ca.ried out in the work

. How do you recerve wol'k assignments and lrom whon? Describethel€velolreviewyourworh
rec€ives.whatchallenges/issues/questionsarcyou.equiredto.epo|ttoyou.supefviso|?
What level ofinvolvenent does the superuisor requjre in resolvingthese matters?

. wh!t a.e the nrostdifficuk/conplex aspects olthe work? Describe what nakes th€m .ohFler.



APPENDIX D, Non-Comp€titive Promotion Proce$ (NCPP) Q&At

ThcNCPPisrhomeanslhalrvrllbeusedforallenployees,regadlessofgradeoroccupaliotr,
when be ing co nsi dered for a no n-conp cr itivc pionoli on abovc thc csrabl ishcd ful l pcrfo man cc
lcvcl(FPL) rorthetr posnion Th6 process rcplaces lhe AccEllon Promotion Poc6s {A?P),
vhich previouslycovcrcdonlyscientists and engineets (S&E). md supplemenls curent
euidarcc lound in Goddard Pocedu6l Requirdenr (GPR) 3511.1, Pomorion lrocesses ar rhe
Goddard Sp,ce Flight Center(CSFC). There was prcviouslyno fomral pbcess, oulside of
gridance in rhe CPR, ror non S&E enrployees lo Eque$ a review oflhen posilion for po$ible
protuoton dbove rheneiablished full perlomance level.

Whal is a full oerlornlnce level!

Full pefonnance level (lPr) h thc highost grade level esl$lished lor a panicularposilion,
sonrelnn es cal led lhe taBet I elel of a care€r laddei. The FPL is detemined whentheposirion is
oisilally cslablishcd and is docune.red on rhe posnion descnprion cover sheet

WhrsasthcnrmechlnsedfromAccretionPronotionProcess(APPI?

Tlrc prcvious nane was being used inrerchaneeablyto coler rwo distinct typcs ofnon-
coinpctilivepbnrdtons;l)accretionofduties,and2)impactoltbcpctson. Thc n.nc chansc
\.s nc.cssry ro corecrly defire the overall poccss and lo dhlinauish ir frod rhe priorAPP

\Yhat h !n accrerion ofdnlies pronotion?

Anaccrclonof dutiespromotion isapesomel action whichanemployccishon-
compctirivcly pronoted abore the positiont establisbed FPLbascd on rhc assisnncnr of
addilional dulics and responsibilities,job srowth or evolulion ofduties dEt resulr i.
EclassincationolthccnployeesposniontoahishergEde. Ir lhG situation. the dutics would
be assumcd olcr a pftiod ofrime. rhe o.iginal majorduties continue lo be perfomed, and rhc
hisheFlcvel d$ics could only logicrlly be a$i$ed to thal posilion and were nol assisncd wnh
the lenr to pronole a padiculd employee. The enployee must have been perfomrnre the
hisher lerel dulics for ar le41l20 woIk dars and the nnention h rhat tne nigher level work *ill
conlinnc to be perlomed.

Wh!l is an imoactottheperson b.onotion?

An,nrpacl pronotion is a pesorDcl action in $hich & oployee rs non compernilely Dromored
abore lhe posiliont cstablishcd FPL thar resdrs Nhen rhe unique capabililies, srarure, and/or
cont butions oflhc cnploycc have a dned and majorimpacr on the narure and scope or*ork
pcfoancd andsupporl classincalion at a higher g.ade level. Tnically, it would t*e sevnnl
ycas lbi the inpacr oflhe ie(on romareialize.



!l!!-s!-cr!-4-r&Il9E!!!i!!e-pr94.sj&4?

lD lheory, any enploycc wbo is at the FPL ofhis or hcr posnion for al leasl one vearmavbe
consideEd fo. a non-compdniveprcnotion, hoqevcr, mosl enployees will not be prcmoled 

'nrhk manner. There are serenl rcsons aor lhis: for sonre enplayecs. tbe level oflhe wo& lhcv

rerfom docs Dol $rpport clasification al a highcr grade enher by accrction ofduties or implcl,
rhere N only so much high level wo thal is assigned lo o organization. orlhe lcry nantre ol lhe
Lvork a$igned docs not chanse The quanlily of work. lcnporary higheFlerel work. an.ror
qnality ofperlomance are nol considcralions fornoFconpetillve ponotions. The qualilt ol'
periomancc is rcnccted in an employee's dnualperfomance appraNal.

No employee should,sslne that hc orshcwiu be promoted,bove hh/hcr FPLI because rhere s
no inhererr right or graramee oaa pronolron.

h ihe€vert! non-conoetilire pronotion is.ppropriate to oursue. whtt is theproce$ and

Eitgrg rlo-r!r4!!I3!isr! ?

Eilher Lhe supcn kor or lie employee may inniare lhe icqucsl for a non-compernive pmnotion.

Once iiriliared and rfter consuxarion *ith thc scNicnrg HR Speci.lisl. lhc supera$or Dusl
conDlete a Posllion Review Reque$ irrNon-Conpetitive Promoiions and delclop the neN
posilion description Complerion olfie Position Reviev Requesr, rhal is rhc $DponiIg
documenlaton requnod and input ncccssary forevaluatins rhe posilion shonld be a combined
effdn.fborh rhe snpcflrorand tbc enployee.

lhe Ceftefs Portto, ,Ae'€r, Re.tu*1 far Nahc."lp.titire ]'rar,rrio, frusr bc completen lbr
any enrployee, at thenFPL. {ho is beingconsidcrcd for a pronrolion underNCPP Thctbms
and nraomarion can be found on lhe OHCM webpagc al llllblq!?rclrllldlalld]llll.
A coturlorepackagc, which incltrdes a position descnpdon sisned by rhc supcnisor, dre Post@,
Rerier Reque!lor Non-ca"tpelrrr€ P,?,rorbr, and ysuppodingdocumentation,*illbe
ronvarded rhioush thc n.nascnent chain for FvieN and conclrenc€. ThcpackaseNill thenbe
scm ro oHCM, Talcnl & Acquisirion Olfice (Code I l3) where a Hnnan Resources (HR)
Stecirlisr will rcvicw the naterials submiited, conducl aFosnion audil, analtze the firdings.
c.nplcrc rhc classincation oflhe posilion, and prepdre an cvaluarjon $atenrenr docunrenrng rhc
posilion rcvicw and final decision.

C.n n supenisor or lcrd Qet , pronotion underNCPPI

\'€s- howdrer,lu$ rs with.on-supcnisory employees, the pronolion n$t bc based on
increased complexiry/inprct olthc lcchnical.spects ofrhe *ork. not any superysoryor lead

funclion. Th$ l)l)e olpronolion ivould be a rare occurence.

lr the satoe nann$. a non+upervisory enrployee solld not bc ablc lo receile aPonorion rnder
NCPPb.scdonnssignnentolsupewisoryorledresponsibililies. Such personnel actlons
*ould havc ta bc achieved tluoush conrpetilive pbcesses (c.s., vacancy announcemenll



nor do I. as a supervisoi knorv ifa pronotion urderNCPP b.ieht ror nt €mplov€e?

If$e dudes lnd iesponsibihios a$iened, or dre inpact oflhe pe6oi ii the job, hm
substanrilely cbsDsed ihe work being p{fomed lo, hiend lcveltimwhat is desqibed in the
curcnr posilion descri ptio.. lhen a promotion underNCPP nayb€ considercd. Snpewhos
should panner wnh OHCM HR Spccialish to asisl in ihis dec$ron.

S uped iso6 and enp 10 yees shall ongagc i n rcgn ld c reer deve lopnrent dncussions (ar lea$ onc e

a ye{) ained at idenri fying kaining, education and o$ff dcvclopne.tal opporlunilies to aid
employees in enhancins tbeir knowledse, skilh and conperencies, which in um bctlcrpositlon
rhcm ro compete for hisher level posilions as theybecone available inside oi oursido ollhc
dganiz.rio.. Frnher inaomation on career development can be found ai
htp:rbhc.rcirectho c.hln

Addilionally, ilnew work conres to the orsaDizalion $e supetuisornun cohslder whelher 0rat
woi{ can be a$igned to curent enployees vilhin then present grade/FPl. or if a neN position
should Lre esrablished a.d advenised comp€titirely via a vacancy e.aunccncnt. ThG process is
pan ofposition manasement supeNiso6 aE Esponsible for Supervhore shonld con$rlt wilh
OHCM ro delemine dre mosr approprilre acrion lo lake,

in Ihoircurrc.l oosition dcs.riotion.nd thcstrleniso.h$ nolinitinled a oromotiotr
4S.u!!.!?

The efrplotee should,nriate adiscussion wnh lhe supeflisor lfdhs.tislicd sith the resuh, an
lntcdal NCPP icconsidcr.rion pioccss 6 alailablc.

ll!s!is$si4cr!31.rs!9!sj.d.c!4!!9!-pl!!c$?

The intenral reconsidemtion proce$ h a nulti-level pDcess that allovs the efrployee ro pursue

'€view 
by rhe next hisier l€vel in the na.asenenl chain (i.e., Division, Dneclode) orby m

NCPP o budspcreon in lh€ Ofico allbe Cenlei Di@lorNno G available to nrediate,
nrvcstisare and/orhelp to lacihalc lhe process to cnsure reqrcsls are receivinspDper
coDsidcrarion. orby thc altcmatile proccss wherc a Board is convened by the Ombudsperson.
Thk ahcmalivc prccess does not euaranlee a pronotion will occur.

Ifthe employee is not salisfied *ith lhe Esultoflhe inlem.l donsideiation, he/she mayrequest
r desk audnbyOHCM. The desli audir *ould conshl olthe HR Specialist neeting wilh bolh
the supen ior and enployee ro ga$er infom€rion to undesrand thc cmployect $o* ard/or
rorpac!ofdleposnioninorde!loevllualenagainsltheapplicablcpositionclasincalion
standad(s)lo delenninelhesradelevel. ItGprefelableif rhere,sdgEenemberwccnlhc
$rpeNGor and lhe enployee on tlre conlent ofthe posnion descnplion (PDl priorto lhc rcvjcw
sinccthcPDsenesasrheofficialdocumentoftheworkassigned. The HR Specialisl Nill
prcpare an clalu at ion sratement wbich docunents the Btion al e ror the eradc I cvcl d ecision.

trDployees iare lie rishl lo seel reconsideFtion rvifiout fearofrep.isaiGee 5 U.itcd SIalcs
Codc, Selion 2302 (b) (9) go b hlnr:/Nww.oopr.lo!/onNoe/nrohibitlecal.hhl.



H o\r do.s re..ivi n s p ositiv€ .erformance revierrs and/or rr lrds r.l ate to p ro morior ?

It is crilical for enployees and supesisoa lo undesland thal doing e outstandincjob or
significantly cxcccding ohc's pcrfommcc stodards does notcorelate to gering a non-
conrpelitiveponoriononceyouhavere&hedrhetullperloma.celevelofyourposition. For
examplo.onccandoanoutstandinsjobasaCS-l3,doingCSlllevelvork.andbcrcwarded
wirh pcrfomocc a.d othcr tt?es of awards for nany yea6 and lhe level of work remains al tbc

Whri fi,ooened ro lh€ pronotion cril€rh fo. scientisls and etrlineers?

nrc cdcria frcn lhc 200s Accrction Promolion Proc€ss Inrplenentation (APPD srll
no longer be uscd aor s&E enployees. lnslead, GsrC rvill use the OPM Cla$ific,tion
Shnrlards for positions as derailed in lhe next seclion, i.c., wnal rc tnc OPM Cl$sification

WIrt rre the OPM Chssification Statrd.rds?

The srade lelelofa position is based on the work assisned, dd descnbed in the position
descnpton, evaluated against posilion cldsincarion sundards published by lhe OPM. Thc
OPM position cl6sification stdddds can be found at:
hllp:,/*1v\'.opnr.qor/fedcla$/hl.rl/qsseries.asp and
hnp:ii*lvs.oom.qorrfedclas/htmi/qsfunctn.aso,forvhilecollarpositions,rnd
hrtp:i/navN oonr.!o!/fcdcla$/html/6Kcrics.asp and
htpjrwww.oom.lo!/fedcl.$/htpl/fwstunct.aso lorlrades. cnft, ard laborpositions.

Sclccrion olftc standard uscd ta cvalu.tc a positioh will bc based on the nature oflhe work of
drc posnion and lhc occupational series assigned. Ifyouhavcmyqucstions,contaclyour
servicins HR Spccialisl. Codc l13.

Spocinc $ddards for occuparions at CSFC cd be lound ar lhc links below for the followins

Scienihts & engineers: 400, Ettgttunrg & /lrcllitat te grctp,
!tld!!j!.9!!n4!&d!]!ss !.pl!J , I 30a, Phrsictl Sci.nces Grctp
lftpjrrnw opm.lov/fedclasslqsI300P.pdl; Resear.h Grdd. Eyolration Guide,

rp://www opm.lov/fcdclaservcsch..d | : E tiiphett D.wlopnEnl Grcde bahatar Otd4
Irtl!l!!!!!!r!!d&d

&4!!d3!!G!!ci!ri!4: 300, Ehgitleetillg & ,1rhnedwe s' o,p:
hup:rwwN opin. gov/fcdclrss/osoS00T.pdf

Adminish ,tive prot*sio.dl, 240, Huha, Resanres MoMgeDrerl Ca.up; 540, A.ornlntg &
Budset Grce; | 00A htJaututiar & Atrs Onup: t I AA B^bas & hnlulty Gnw: 1640,
Eqtipnerl, Fac ities, & Semices Arcrp: t700, E.lL.dtioh Gmryt 2204 hfamatio,
Technalog, G'pup: Admiistratire Aralrsis Grade EtulLatioh Gide



Secret!.iavcfericari .rod, G?,.tul idktiitisiat e, Clerical, ord Oilce Senices GrclP: Ga.le
Lewl Guide.fat Claical & As*ta,ce tvort: Oflce Adamtti.n Grade Ewhetion (;uide

TechniciaN/a$tutlnt! (ldninistrutilel: 2A0, Hunah Reso,rces Manosne Araq:500,
,1ctom1kg & Rudget Grcup

Ho* are situatioN lddre$ed ryhetr multipl. clt$ilicltion standards applyto a oosition?

lfnultipleclassitcarionshdardsareapplicabletoapositionundefu€view.lhcstandardor
rppbpilely applicable conbinalion orsr.ndards. Nhich is/are nosi advulageous to the
mFl.yee will be used to providc lhe srade level basis.

h there a line linit !s lo hov frr brck an enploreec.n cite work .ccomplishnents to b.
se!.iCs!C-&!-4-qQ!l9!4E9!i!j!!-pl j94?

There n no dnle linit; howeler, il is impoitant to nolclhat a non-conpetitive prcmolion is only
.ppropriale lor instances where the enrployee is akeady working and lh€ hisner lerel work n
cndurils. The employee musl have been perfomring rhe higher levol dulics for al least 120 work
drys and thc inrcntion G tbal lhe higher level Nork will continue to be perfoftcd.

Can ihe €nplove€ r€ouest and/or irclude letters of .onnendation or reference?

Yes. For"ifrpacrofrheperson pronotions lor rcscarcb scienlists and research enginee^ a

tui.inml ofrvo lcto^ arc equircd addrcssing thc enployees conlributions, inprct rd sratre
inrhefield For"acftelionofd ies pionotions, letrm maybe usefulnr a conv*aron
ber*eendresupenisorandetoployeeandcanbeuscdroverifythaltbeworkisbeinsperfomed.

li lhere siiu r r€aui.ement for ihe'rt sixrerrC line-in-grnd€ (TlCl r€viere forsci.nlist
4!r!-c!c!g$?

No. rhc sir ycd rinc-in-grxdc rcvicw has becn abolsned. Superyison should nonitorposllions
d.d work asigned wilhin lhei orgmization on an on-soinsbdis. Additionally,asupcrisoror
e.lployeo nay icquost a posnion rcvicw lornoh-conpetiliveproDotion ifrh€ybellevelhe work
perlomed i s ,l a b igher grade level. lunher, rhe clccrron ic Position Descn p ri on Syslem (cPDs)
*illpromprsupeFisorsloreviervlhenenployeepositiondescriptionseverydEeyea6.

Dtrrinelhe revierr process. can th€ emplov€e prorid€ supplcmental inro.nation io ihe

!sEvi!cr&s!3liq?

Yes Any documcnl(s) provided by enployees in theirPosition Review Reqnc$ snallnol be
renoled by myonc withoul prior wrtucn asreement by the enrployee so to not lessen tlre
pmbabilny of bcing considered in the NCPP.



C.n ihe supervisor proride. !n&orthe.nplove€ r€ouesr a copv ofthe lipl Reouest for e
Position RevieN packa!€?

Yes The superuisor siau provide a copy oflhe final pactage lo the enploycc.

wh.t do r do ilr dharreewith the fiml ourcomc?

Onco rhc final posilion classification k dccidcd, an employee naypuNue an inredal apped or
anolficialpositioncl6sincadonappeal.Tbisapp€alcanincludenultiplelelehofrcriBv
includnrs a CcnrerAppeal Board. NASA HQ OITCM md the Oflice ofPesonnel Manaeencnl
(OPM). Cuidancc for rhis procc$ can bc found in lhe NCPI documnr Fe.lerct Clastlatu
,{pFrls A ,.csr or Iho OPM wcbsitc at !!l!!l$!.9prr4otil$se!U]rrbr.!!! You can ,lso
co.tacr yotrrservicing HR Specixlist, Code I Il.

Emplolees hde $e nghl lo seek atpell wilhorl fedolr€prisal (see s U niled Slates Code,
Secrion 2102 (b)(9) htr://ww*.opn {ov/onsocbrohibir/lcqal.hun

Ho$ can I le.rn mor€ rbonr ihe NcP??

OHCM HR Stecialists,re a!.ilable lo answeiqueslions about the prccess and position
classificdridn in general. Contacr inlomarion can bo lound al
hr! ./1ohc nr. qs fc n ds a. !o v/con r& tr&c onta. rs. htm. Addniohall y, a S ubj cci Malter Exped (SM!)
hN bccn c$ablkhcd in Codc I I0. Thc SME, Linda Lcdman, Special Assistatrt for HC
Exccllcncc and Policy, will bc alailablc to advise employees, manageN, and $e NCPP
Onbudspe6on in theareaofpolicyand proceses. The SME will not replace $e omcial
positioncla$incarionappeahprocessandrheSMEwillnothalepositionchssification
r0lhorilv. Thc SME can be rcaclEd on exr. 6-61l l.

ll



APPENDIX E. NCPP GS-14/15 Comparisons and Examples

Note: The comparisons lisled belos Nill sene as a general Eference gnide and does not solely
dctcminc lhc dialerence berwem giade levels. In addition, depending on $e position OHCM
may usc multiplcclassificalion sludads lo delemine appbpnale classificadon lo lhe
enrployee's benefit. For addilional infomation, plcsc soc tnc Non-CompctilivcPbcc$ Q&At.

Sene as advisor and/or lcm loador in pltuning, org.nizing, and direcling exrensive develottuenL
crons for organizarions engaged in brcad ptugrd s ofapplied.esearcb and developde and for
which cnain€oi1ng precedems are hcking in aE6 cntical ro rhe orerall developDenr eflon or
prosian Seive as expert adriso6 and provide leadeFhip for broad and conplex prosxdrs that
advancorhe$ateorlhean. A$ess and demonstnle lhe effectiveness ofnew conceDrs and ides.
cvaluatc tcchnologlcal tr€nds dd eslablish $e tuore podhing approaches foi acbielins hishly
sislificant advmccm€ha, lomDlare overall design conceprs and cnFna which eslablish rhe
basefire lor advanccment ol thc state orrhe an enginering develophenG, explore ed eraluale
advanccd proposak, review dd dsess oyerall progress in lhe developnrent effoni and resolle
rechnic.l diiicullios that can be overconebychmges in cha&ctenstics, spproach, criteria, and
rcquircmcna. Sefle as slarf engineer to a laboEto.y or engineennc o€anization and fonnulates,
plxns aor. and provides engineerins management ofprcsEms in a broad and complex neld (c.s.
suidance co.tol Md tasel detection syslems, or nisht mechanics). Scnc as a rcam lcadft who
esablishcs m erhod s and p'o cedures necessary lo accomp l kh advanced $udies for launch
vehicles, aircran. instrunenulion elc., and has rcsponsibility for plamine tie approach,
e$ablhhinglhephasingandlimingoflhevanousstages,andidentifyinstheobjecdves.Planand
coordinale effons oacngin€e4 engased in pefomins ensineeing and technicaldnection for a
c omp lex producl bcine dcve loped, xdv&cnrg technoloey in one or two pn N ip al subsystens
extensively aLccring rhe onerall development elloft .

cs.14

/

Conceive, plan, dnd conduct wolk in unexploEd areas;
Devdlopne*,novel and imoval ivc technic al solulions. nelhodologies

Audonkrive source ofinfonnation at the cent€r and by orher agencles
piob lens, l alest deyelopnent and lrends.

In&necr. GS 15

P$rom asslgnto en rs o I fuD'l anenta I sisni ficance in estab li shine olerall agenc y rcs edch and
deve lopnrent goals and m is sions. Sca€ as m authorily add consLltanl in a iapidly evolving neld
having extensn€ impacl on agcncy rcscarch dd d€velopn€m progrmi or, polide overall
leadership and direclion lo pionccring dcvelopndt efions in achielins new equipmem wilh
pEviously unanainable capabilities and chancreri$ics. Conceive, plan, dd conducr pianeenng
wo.k o I ou tstandnrs scope, d iffcu h y, ed conplcx ity in uncxplorcd or hcrctofo re un -pron k ine
{rcas ofnvcsrigarion. M.te subsranrialand conlinuingcondburions ro longJange nission plans
and to thc rormulalion, nodificadon, and deieminalion ofoveEll obiectives. Prcvide



authonrarile adlice at rhe hignesl levels ofmdagonentwilhin and oulside ofthe agency on
naue6 ol exceplional imporlml or faFreachins consequences to aecncy pnnrary pbgrans and

Dissions Provide leadenhrp, coordination md cvaluation for a brcld subjed_maner for unlied
and cx tens i! e deve lopnenl prcerms. Pio! ide overall tcchnica I dn€ctioD, engin eed ne md
coodiiaLion 6r a major. conplcx development program for which advanccd concepts c
uli I ized b ased on ne{ technol ogi cal dev€lopments in severa I pnncipal sub system s.

> Responsibilily/inipacl br a najoipioneering cngincering functioDal are4 p.ojecl. or
sy$en of national orintematioDal scope;

z Negoliareproblen resolutions a.d makc connnmenls/decisions on behalfoflhc

> SeRe as an aurhoity in the lield and is sotrght by high lelels ofnrsnagenem and other
expens for advice and consunation in a mpidlycvollins fieldl

, Se^,e as a recosnized lechnical aulhorny in reprcscnli ns tlre Agenc y on inler agency and

rechDical commir|ee (nalional or intemalional lcvcl)r
> Chlef Ensnreer fora majorprogram;
; Superiorornanagerof people

Research scienrd CS l4

Cary oul scienlific invesrigdions rhat halc special si8nincance lor the success ofdre
organizarion! progrums. hs exmed a rellurion as aNellknoNn contributorlo a rese.rch field.
and is reeularly soushtour as an expe jnrhedisciplincbyodErresearchersandscienlirsfor
expen l{hnicaladvice and counselblsed on pe6onalrepDlalion in lhc scie inc field.The
Esearcher has aulhorcd a nunberofpublicalions and,/or developcd ncw concepls, teclDiques,
materirls or pFducls sone of*hich have had asignificam inpaclon scicncc or teclrnology.
Incumbentusesspecializedsrudyfindings,newanaltlicaldcvclopmens,aDdmodifiedprocesses
1o,esolle rcvel, obscuE orhishly contolersill problens lhat affcct posrams The scienlist G
r€cogn,zed as a signilicanl conhibuor to atolessional field. icccivcs invilations lo presenr work
dl major proressionalneerings, Epresents rhe xgency on tcclrnoloeyand *orkins sroups,
Epresents prcjecrs in dedlings wirh nranagenenr in various agoncyconponenls, other
goremrnenr asencies, and-ro. pivare industry/acadenlia! and is regularly soughl for consrliation
and/or lakes leadeGhip on inponanl comDittees or prcjec6 dealing wilh Fchnical matlc6.

> Conccivcand dcvclop ncN and innolalive models, theoElicajconceprs. tochniqucs,
nsmmens or investiealionsi

> Scnc as a Ncll-knorvn contribulor to a rcsearch field and aulhonhtile source of
nrfo mration on lhe I al est scienti fic developments and lEnds

> Derelop shorl and lonsJaDse research lnd delelopned pltns and prosrams for the
Cenler research, developnrenl, and lesr lcti!itiesi

> work dnectly for and sene as overall scientific advFer and consultam lo $e chiefola
rese arch. dcvclopncnr, .nd c!.Iuaxon organzatron

ll



Made ontshndinsand sisnificant condbutions by conducling ieseanh in citber a broad field or
r ndnow but veiy spccializcd ficld. work ar this lcvel includes many offte following: pnmary
luthonhip of! nunber ol importdl papes inclndi.g seminal or slnthesis publicalons, sone of
Nhich bave had a najor inpacL on advancing lhe lleld o! are accctted as aulhoritative in lhe
ncld: conrributcs ro i.ventions, designs, l(hniques, nodeh. or rbeones eea'led 6 najor
advarces and open the way for funher developmenls or solving poblens oferelt inponmce to
rhe professioml connunity, rhe orga.i2ation, or lhe publicisoughl as a con$rltanl bycoIleasues
$ho dre rhetoselles recognized erpens in dr field md recognition by rhc scicndnc connuity
rs an ru{honry ,n rhe field; inyitalions to address or ro a*utoe a leade*hip rolc 1n nalonal
professional organizalons and Asocialed conmlrteesr lnd seledion 1o lead rcscarch to sohc
llree dnd cotoplex problems. Pe.fom a vlnety ofldvnory dririties bascd on thcir scicntiic
returalion and standing such as: condbuling sienificanlly to pbfessional s)mposia dclining lhc
state of rhe dlscipline and new oremercnrs aFas nr the fieldr contnburins td skalegic rese.rch
plannins and pDsranr developrnentr padicipating in najor lechnology or inlomialion tansler
adivnies ofBreat importance lo lne sciendnc lield,lhe a8ency, or tne publict or participating in
aDp lyi ns lhe Esearch lo nnponant m ana sencnl ard p ol icy decsr ons.

cs-ls

RespoNibilily/impacl lor amajorsientific tutrclional srea, prcject, or sysle'n al narional

Negotiale prcbleD resolutioN and makecommitmenls/decisions on behalf of the

Serle as d authoity in the neld and k sousht by nish lelels olmanasenrent and other
exDens for advice and consuhalior in a rapidlyevohins neldi
Seraes as a recosnizcd tcchnical authority in represenlingthe Agehcy on inlcFagcncy
and technical commitlee (nation.l or incmalional lcvcl);
wolkdnstlyforandseneasolcrallcnginccringandscicnlilicadvhortochicfoflarsc.
hiehlydivese research, delelopncnl. and cvalualion o€anizarion Prosmm rvo*
nrlolves adlanccd Nork in.rnberof S&E disciplines.



APPENDIX F. RECONSIDEITATION UNDDRNCPP

I Thc Non Compelitilc PromolioD Proces provides a vanety ofoplions forFconsidcration of
dcn icd posni on review req uesrs. The rcconsi deradon p rocess h€lp s ensurc rhe emp loyce i s gi! en
ran and due consideration of any request for a Evicw ol then position. Howevei, n is imponanr
ta Ecosntzc rh^i the fecakidetutio. pracess daes rct sorortee a pto,|atiaL tr is simpty 

^nrechehii * hereby an €nployee h aforded the opporrunity to prcsent his/her rarionaie as lo
why an NCPP requesr shouldbepu6ued.

h is be$ if the employee lolloNs Inc nomral supenisory chain ofcoDmandj horvever, rherc h no
rcqurenlent lo do so. An employcc ndy b),!ass a givcn superyisory lclel and go direcrlyro rhe
Dcxr higher supcflhory levellorreconsideralion, or ro rtre NCPP OnbudspeBon, or dirccrly ro
OHCM (Codc I lr) wherc theynay rcquesr a dcsk audn.

Addn,onally.iialanytinre &c NCPP proce$ an edptol€e,s posilion levieN reaue$ k
dcn,ed- the cnployee can ilvake rhe Ahemative pmcess describcd in nem ,1

2. The Econsid$arion prccess lollowinp thc slletunorhiemrcbv is a fo ows:

lfa supervisor denics an emDloyect iequest tor a position revie* underNCp?, rhal
supeNisor will nreer wirh rhe enptoyce dd prcvide a Nrinen exDtanstion for rhe deDial
ro thc cmployee wilhin l0 workinedays ofrhe ljenial.lf. neerjng wittr cmptoyee and
supe8sordoes nol occur the supe8korwill provide a writlft explmation lo the
enrployce wnhin l0 *orking days ofrbedeniat.Ifrne enployee is dissarisfied with $ar
resuh, or dacs rcl nree.virh hdher spcrvlsor wnhin tnc to workirredays, hchhe can:

Scek reconsidcnion froD rnc next higher tclel franagement ofiicial wifinr t5
work sdaysorreceivirsadenialnorificarion.Forexamole:cS 14position
Revierv Rcquesrs lor enrptorees cunenrlyar lhe B.ancvdfficc/Lab teyetnrc norr
level olreconsideration would be rhe Divkion levelj forall6S-t5 posirion
ReviesRcquess, reconsidcndor would bc ar lhe Dnectoratc tcvol. Ifrhercqrcsr
is runher denied, that managei tousl prcvidc a wnrcn exptanarion for rhe deniat b
rhe eDployee qilhin 10 workins dsls of the denial.

If rhe employee is dissatisfi cd \irh rhe reconsideErion dechion in srep a abovc,
rhe enrployee mayprccccd ro lhe nexr niShei tevetmanascmcm olliciat(ifonc
e^nr j rr\e pos rior rc\ es M. cr.- oe' eo. r\e ma1_gt nli pro\ roc. n -r,
e\pldl. o' ir rhe dlr .l ro rhe emb ovn q \rn t0 lorii rg o,rj of den J.

IflheenDloyeeisdGs.tkned*irhliereconsideBtiondecisionofnanasemenr,in
slep a and,/or b above, tho enployee nay scek rssisrance ofthe NCtp

INOTE: Enployee nraychoose lo b)pass rlE ncxr ldvel ofx,ara
go st'aight to the NCPP Onbdsperso. for Gsislmcc. in doing so, dEenptoyee



will lose lhe opponunity to have the nexr fld higher lcvcls of mmagenent
considd lhe requesl.l

d. Ifthe employee exhausrs all levels olr€consideralion and is srill dissotisned, the
edployee nay roqnesl OHCM (Cod€ I I l) lo eviw the position rhough a fomat
desk audit. OECM wiU bcein conductins the audit wi$i. I O rorking dals ot
rccciving lhe employoc\ Mitlen request od the conpleled Requesi 6r posnion
Review. Ifthe OHCM audit does not Esult in an increased gade, then awrinm
cvalualion statemcnr Nill be prcvided to the enptoyee at lhe limc rhc audil is

INOTE: An, enplar.e hdy ruN6t a desk a titlrant OHCM 01L4tbiel

Employces shallnot be retaliared asainst for ey re4on forrequestihg a posirio. rryiew tor
noD-compedivepbnotion or &r invokine the..Reconsideralion. process.

lfa bareaininsunit enployee\ Request forPosition Revisv is deni€d they are entitled ro union
reprcsc arion (e.g. CESTA irr BUES).

The NCPP Ombudspemod rill not Eplace the oflicial posnion classificarion appcak pocess and
wiil nor have classincadon aurborny(i.e.. rhe NCpp OnbDdspe6on wilt not d;;mi.; *,herhd
an employee snould orshould nor be ponoled).

The Depuly DiMtor for Sciencc dd Tecbnolosy (DDS&T) will serve as the pntrsy
Onbudspe$on lor NCPP. The D@uly Certer Director wilt serye $ rbc NCpp Onbudsman in
rhe absence of rhe DDS&T.

]. NCPP OMBUDSPERSON:

Ihc NCPP Ombudspenon will serye s an infomat, confidenliat, Md neutEt channel ro
facililarc resolution ofksu€s ielated lo lhe NCPP process bynsdiating, invesricalins andor
facihtuing rhe p.ocess to ensur a posnion review request G b€ine appiopnatety considmd.
All inlomdion will be kept confidenrial unl€sslhe requeslor gives pemission ro engagc othe*
The NCPP otobudspeBon Nill not sen€ as a repBenlalive or advocare for rhe requcs6(
i.o\e\c'. te\r PPOnbldsperor*it ddvo(detortanarequrdbteN{ pp .orinnr.dron dnd
thal the enployee Ecoives due prccess oullined in processes a drcush d abo!€. This sill occtrr
throtrgh obtaming m udeNlanding olan Gsue frcm atl peBpecrivs, idcnlifyinglnd ctanryingpobe,' o ;!irrareFlolnion.drda!snns nobrarn'ng'rfomanoror.oloL.r,1a

dnbirsed Desbecri\es.

I The Ahem.Lirc Re.onrdemfon PmLe!s E6 fotLoss:

Thc emp lo yee contacts the
Dosltion rcliew rcquest for

NCPP Onbudspmon iequestinsreconsidenlion of adenied
a non competitrle pronolio. by line nanagement.

:7



The NCPP Onbudsp@n will cnair and @nv€.e a hoaid of3 o. 5 menbeG (includins
$eOdbudspcborr for rcvjcs o.'he appeal. Ir addi otr b rhechdrteBon rhe boed
niar.euo $rllbe co6Driscd ot

Al lcat on€ rEhnical peturl, but no noE lhd two
btuch dd inside the division.
Ar lc6t onc rechnical peN., but no Dore rhan lwo
en{loyee'sdivhion and inside th. di@torare,

fDm outsid€ the enploye s

N6l€: A GISTA repreknr.iv€ may be pcdt d a non-onsmus n.mhci duntrg boffd
neefiss ror BUE posilion Biqs. CESTA viu bc provided wiln !l te6r rwo busincss
days adv.ncc nodceoflhcboard s meeling dare and inrc.

As nceded, tne NCPP Onbudspson dly ale engasc orh€r non-coseNus Civit Scryor
corouttuls ro suppd rhe panel Nho harc additionat cxpdi€n@ ed tehnicat cxp.disc
r4€s,ry lo help lhc Boad undeBhnd lhe dud€s and conptqilics rctlred to lhc posnion

rhe NCPP Ombu&p.6on and board shall @ch a consdsus decisio.. Iflh€ boad s
dosio. js lhar the p&tasc o inucs lhbugn tne Eonsid€rarion o@6s. tnc board wilt
loNard th$deckion ro rhc dcnvingomcE! ir hrng Md rfie enptoyee s p{krgc s\dtl
nrc\c roNarJ to |F nerl aep ir |ne pEces. tr +e Bobd , de.isron is b susoin thc
pmmoriondcnE. Lhen $c.mptoyee witl b. p@vrded wirh r Mlkn crpttutron of rhe
Board sdeci:Dns'rhrn ti sork drysof$arde,son raddn,onal rrm€ is nc€dcd.
m agftent €an rcqn€st an cxr€nsion fmn CESTA.

'l M NCPP Onlbudspeison nay also requcsl a d6k audil tron OHCM. ffie desk audir
suppons $c prcnor'on, thc proholion *ill@cu.and rh. rcconsidcrurion p@es sill
cnd. Ifrhcdcslrud docs mr suppon rhc pomolion, rhc @ployR cm ,; Ek thc
ldmal Clarilicadon Appcals pmcss or inniale lh€ Ctssificalion Appcats prcccss aor



APPENDIXC. INTERNAI CLASSIFTCATION APPEAL PROCESS UNDER
Nor-Compcridvc Pronolion Proc€ss (NCPP)

An rnLemal Clxssincadon Appoal is lne CSFC proc6s an emplo'€e nay usc to rcview a erde
level deisioD nade by OHCM prio! to appealing outside oflhe Center. If u employee Heives
an nnaavorablcclassificalion daGion fton OHCM (i.e,, denial ofa hon-conpetitivepronolion),
shefte can appeal based on the hlloNine proccss wilhin 30 calmdar days:

. Thc cnployee conracrs the NCPP Ombudspedon requesting m appcal oflhe
cl assi ncatioh d ec ision by OHCM.

ThcNCPP OhbudspcNon will cnoirand convene a bodd ofl or5 nenbes oncludine
theonbLdspeson)lorrcvicwoftheappeal. In addition lo the chairperson the olher
board mcnbcs will beconprised of the folloving:

o Ar lea$ one rechnical pcson, bur no nore than t*o lios oulside thc enployee\
branch ed ihside ihe divisio..

o Al lcad onc rech.ical peson, bul no noF than t{6 fmnoursidcoftbe
cnploycc'sdivisio! and inside lhediEctonle

Noiei A GESTA repreenralive nay be present as non-consensus denbei dnrine board
nccti.Es for BUE cla$ification appeals. GESTA qill be prcvided wnh at least two
busine$ days advmce noliceollheboard's meetinsdate and lnne.

. As needed,lhe NCPP OmbudspeNon nay aho engage other non consensus Civil Seflant
consullants to suppon lhe panel vho have addnional experience md tecnnical expenise
nece$ary to help the Board undesland the duties and conplcxnies relaled to the posnion

. The NCPP Onbudspe6on and Board nrenrbed shall reach aconscnsus dccision. The
board willenhdsuskin rhe HR sDecialisfs decision ordecid€ to rcqucst the I{R Director
lo conduct asecond Fview oftheclassificalron, As pad ofthe s{ond desk audit, tne
employeewillbe prolided theopportunity to subnrit uy lddilional supponns ot
, d'ifvre riomdrion for .hc sc.ord clds,.fi-ar.oi re\ie(.

. A socond Classincadon rcvicw will be co.ducted by anotbq Hunan Resourccs (HR)
spaialisl with clssilication authodty who qas nor inrolled qith lh€ liist clssification
reriew. The findings oflhe second cldsificadon review will be nnal.

. A wrillcn cxplanalionoflhc Boardt decision and/orlhe result ofdre second rev1ew wlll
bepmlidedlolhecnployecwilhin lsworkdarsofthatdechion.lfadditional meh
needed, tuanagmenr cxn ieqnesr an cxlcnsion nom GISTA.

Ba€ainnrg unir e'nploy€es are entirled to GESTA rcprcscntalioD dunng the eppeds piocc$.

Should fie employee be dissalisfied wilh lhe oulcone oflhis prccess.lhey may icquest a lbmal
classincation appcal. This appeal process is outlined in the Classificdion Appcal ft'r Federal



A CS cDployeehaydppealtbccl$sifical'onollheirposilion at anylims. CS enployccs nrly
seleor ant or allol$c lollo*insoplions which nrusl be puBucd sepalarcly lnd in the scquence
ind,carcd. i.e , i f yo! rpped dnccrly ro OPM 

'ou 
cannot llrcn so bach to lhc asency.

Thc fouoNing oplions a.e availablc:

AIPENDIX H. CLASSIFICATION APPEALS FOR FEDERAL EMPLOYEES

Aclassificarionappcalislh€foftolprccesstobeusedlodhputethefinalgradeleveldecision
mdcbyOHCM. Any€mployeemayfileacla$ificadonapp..l. Enploy€sar€flcourlged,
bur nor rcquirn. to lilc all appols lhrough e&h los6 ldel in ordr |o cnsutc the muimum
opFnunily for indcpendql Flisv and €orstivc &tion, ifwadanled. TIE vaious lcvcls of
appcrlare lo: rbc CcnrqHR Dir@lor, NASA flcadquaneG (HQ), or lhc Oflice ofPeennel

For GS @plowes:

l. Filc an apDcal wnb lhe CcnlerHunan Rcsources Dnccbr; orlhc Dilector, Workforce
Mdasemcnl dd Develophenl Division, NASA tlQ. A cl6sinc!$on nay be appcll€d b
thc Diftror, wo'kaorcc Managem€nl a|ld Dq€lopmcnr Division, NASA HQ, or to rhe
appropnate OPM Ovemishl Offce or both sequenlirlly. Also, a classificalion ddsion
nade by thc Dueclor, Worklorce Mdalcment dd Developmcnt Divhion, NASA HQ,
may be appcalcd to $eapprctnat€ OPM Oflice. For funh€r infomlrion miew NPR

hlt!t/nodhl,6fc,msa.eor/displalDir.cfm?FNPR&Flsl l&r=l

The Aeencyoflices n.ve l[e option offoNardins rhc appcallo OPM wilhoul issuirs a
finlldecision. ln rhis casc fie aDleal n$r bc iirnvard.d ro OPM within l0 calendar
days ofrcccipl and lhc cmplole nust bc norilied in {iiringorrhis inrc.rion dd his or
hcr concutuncc oblaincd lllhcmploy.cdosnorconcur,theappcalNillbecanccllcd
(if anemployccisunavaihbleloEspond wilhinlh€30daylinit, addirional tlnrewillbe
givcn in odcr to obtain a rcsponse).

2. F lc xn appol to OPM ,rrclan thc Diretor, Wor*iorc. Mnagmcnr and De!€lopnmr
Division, NASA HQ. Thc A8ency h6 to acl on rhe appcal wnhin 60-calendr days fmn
lhe date of nrilial reccipl, or foNdd to OPM.

l. File an appql dnetly ro OPM. oPM is th€ linal .urhoriry ror all clGsincaion ,pp.rls
Appals to OPM nd bc in s nrin8 md diRrcd ro rhc appbpriar. OPM ov6i8hr
Ofi.e Thde e no dme linils on wh6 you cm snbnit an appeal. For fDnbr
inromarion so to !j!!!1$!!4p!r494!N!epp!!419!3!I

NOTI for OPM appclldsisiononly: Ifm OPM appal decision resnxs in a fi.ding tn.r lhe
.nlployc s pGnion should be lpgradcdi rhe dplolre vill bc prcnoted bascd on rh€ OPM
rccomnrendarion. Ifii OPM appcdldecnion rcsults in a fi.ding rhal the enrployee s posnion
slrotrld be downgmd.di rhc position will be downgraded.



Enplotcs shdl not b. clllialed atlinst for uy llas for ap?ling for a .on.@npctiliv€
prcdolion or ibvoki.g lhe dy of th. "App.alt" prcc*r.r.

@
Th€ app.al nut b. in wiling and sitn.d by ih. €mployca The lcildn6t includ6 ih. followirS

l) Emplorer nme, hliliis add65 ed oflcc lelephorq rMb.r.
2) Po.ilion d*riplion numba, tilL, ply ple, sia ad gnd. ofthc pqilion md

6Py oflhe F ition d@iption.
3) Tn. nMe c.d localio. ofln€ orgsiation.l unil of thc posilion.
4) Th. lide pay pl.r! si.r, .nd 8r.d. ofd. d$i6c.lio. b.in8 lou8hl.
5) F&lual pE!.rtdon ot lh. lteN wny thc @plolE b.lia6 lh. pcirio is @t

6) lf applicabl., lhe nm., addre$ .!d lel€phon. numb.r of Ae employ€c'g
nprsallliv. (..&, union r+..st liv., .tloin€t dc.) if on. ha ben
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Specific Guidance for Non-Competitive
Promotion Process (NCPP) Flowchart

(numbeB aliSn wirh flow.han ftem NnbeB)

Ferd \pEdet knhsEd th. atcqr46 jaqqk\t to6l

il



APPENDIXt. clossaryotTerns

A(etion promotion: Ah accElion o f dnties prcnolion is an exceprion b rhe nomal
competrlle prccess. lt occu6 wbcn an enrploycc,sposirion is cta$ified at a higher gade
L..r.eofrl€d\grmflro,ddf.or.dtdu'ies"ndrespor!ort.ue" obsrcqrh;r e,;tL onol
drlc-'f'oLcr rr,o5!een !14 TrJn.es In r\i. s.rrauotr. teorir.ndirdlo,oLr.es ofrhc
noi-lro'!o1lm'erobeptrromed.drdrrhrs\eFtcveduues.oLtaorrrtosrcJyhmrgneo
lo lhat posnion and were not asiened wnh the inrent ro pronote apafticuttr employee

A€rospace technologisr{AsTlrAST is aNASA specific desrgnation in lhe NASA
strppknEnl Clasrfi@rion Sysen (NSCS). rr cove6 professional scicmnl ensinecring. or
orhcr rechn ica I pos irro ns enaagcd in Esearch, developncnr, operaiions ed ft [led wo;k
Dcna1.,ng 10 thc basrc NASA hhsior. For noE jnfomarion go rol
hllp:rtrscs rlsr.sorrAST nrlo/dctuutt.hrm

careerlr.ld€r Is acolleclion otnxenelared posnion doscnptions that to ow lhe c&ccr
|Iosrssorolascrofduftsrvirhltrehishcstgradeidendned!slhefnltpertomancclcver
(FPL) Candidalcs mry be sctecred for any gnde Nirhin rhc tadder aor Niich rheyqualify.

cmer ll(ldd prcnotion: h x nonconpedive promolion ofan chptoy€e lo rhe ncxr grade
lelcl \i1hin lhcircareer laddci.

Intenrl Chssif'cniion Appmls Board (rCAD): Asparlofthelntcmal Ctassilicarion Appeak
Pro&ss undcr NCPP, thc CAB is a board lhar isconpnsed of3 to 5 menrbds Nho *i ;;ieq
aDpby€ reqmsb<r appmts ofactassificltion decisionbyOUCM. The CAa h chaned by the
ombudspemon. The Board\ prccesscs areourtincd in re Intcmal Classification Appeah
Prccss uDderNCPP dlcumol. A union represenlative nray be prcsenr as an obs;;during a

( omperitne pronorio0: t,ndopoirr.lrrod.ighndddcpoq.onbdcdor,ete!uo,.r,ol
. I J.r t n,l d_ - qho.op ied and tr.-e\Jla.cd L er "spc. 

.. 
lob \d.an.y

Desk,udit: k cnried out by a Human Resourccs Spectalhl.lhk ispartofaposirion revicw\r' I i'oL\A.rt' rar or a' enror r,bour | ( tro.k.osa L ar r; o.sh,;d B,d drlco
ITpos ron r 

' 
ord' tora(cJ poj. or ! 6,ific.Ion oer.\.on tf . rldr F t.to qdh the

r p, n i {' erd o I rio.o\c! r( neeoed. drd coLto L^ nt-ce ir ocbo, o\e..f , pno, e. o

Dud career lrrck: ls a cseer parh ror scienrht,
porides for c@er advmcenrent citherltmugb a

eng'neenns. and recbnical po4onnel thar
toanagementsuprEory parh oras a



El€crrooic Posiiion D6c.iprion Sy3lcn (.PDS)- Is aNASA web-b6€d application lo bc
used by supflisots. position descnption developers, ed classifre6 foiposilion dcscnption
crc ion, classificotion, maintendncc dd storage.

N_on-conperirir. promotior: ls ! pbmotion abovc a position s full p€rloma.ce l€!€l ( FPL)
such rd dE cnploycc does nol have ro ompcrc for lhe nighf sdd€ rvnh orho applacan$
irrougi a vacaNy lnnouncemcm.

E..umber€d Do.ilior: Is a posnion thar is acupi€d by fl cmplo,€e, ie,, posirion is f,or

Eqllpnent Dcv.lopneot Crrde Evslu.tion Guide(EDGEG): IseOPM gade-€vsluaion
guidc vhich applics to prefBsionll €nsin€enng dd physical $ioce positions concmed wnh
derclogmcm. i.e., rlE srst€m.ric lpplicalion oa$ifllifi€ loowledg
subsraniially inprovcd equipntrt, syst€ms. mllcnah, poccsscs, lechniqucs and procedurcs

lhar willpcraoo d rscful func(ion orbc suitabl. aor a particuhr duly. Thcsuide isbroketr
dosn ifto: Pad L Product D evelopm enri Pan 2. Prcjecl ManagemenltPan 3. Erpendenul
Devclopnent Thc EDGEG is uscd by d HR Sp€cialisr b evaluat ln€ rvort of a posnion and
b fr.kca.lssificarion dchin.rioh. To revicN rhe guidc. so ro:
htr.:,rrN\.orn.!or/fedclass/lscoupd!.pda

Evalu.tion sraftmctrt: Is prcpaRd by ttumn Resources Spcciald b docuncnl rhe findings
ol. posnion Evic$ ind evlluarion of the sork oa a posilion asiinsl lhe applicable Oficc of
Pc6onncl Mmagcmcm (OPM) posirion cl6sificarion sbndnd(s). The €valuation sralenictrt
de$ribcs rbc ralionrlc for the clasificaiion dclcmnrodoh (i.c., lille, sencs and sBde).

Inplct or the p€rson otr rhe job pronotlon: O{tcn rer€ded ro os m inprct pronolion. $k
isa non-comperni!. pionorion xbovc a posnion s FPL rhar is d.pend6r on rhe uniquc
cryabi|nis, sraroE, hnoNledgc. dd/or conlribulions d individual brings ro. posilion lhd has

! dnNr and najor iilper on lhe sork (i.e., bioddeos the narurc of s@pe and cafccl oalhe work
benrs pqfomed lnd/oratracls hishcr level work).

N^SA chss Codc (NcC): NASA speciic codcs d*eloped in the erly 1960 s sbich
outlinG NASA\ own iddtifrcationoatrork soups ed sp*ialiationsvalhin the Nork groups
thartov'deneannrsfllrccocnirionofthedistincliveaspecrsofNASAsworL,pd'cularly
aercspce sork (c.s,! Aeospace Tehioloeisl (AST)).

Full pcrrorm,nc.lcvel (FPL)j k rhc hignd 8!rdc lcvel est.blishe! lor a paniculd position,
also rcacned ro 6 rhc rargd levelofu cr€dlrddcr. ApGnion s FPL is dalncnt€d in tnc

Grldc: Tlre numclicaldcsigarion, c.g., CS/WG l lhioughGS/WG 15,whicbidcmificslne
rdngcoldimcrktrndicsponsibiliry,mdle!elolqualific.rionEqunemenlsoapositions.

Hi*hcrErrd€d ru.ctiotrs: AG dorics md Gponsibihies, $hicb when €lalultd ogainsr
OPM posnio. cla$ilication slandards, resuh in a highq grad. $m $e curcm posirion



Otregr.de irtenll pciriolr One-grade int.nal ed6 hav€ a gflde l€lcl pann {hicb
incEascs hy onc elade incrcDenlsi i.c.CS-l.2.3,4.5.6.etc. TIE l}?ical Iraderange for
onc-erude inlerval occnpalions is CS-2 llrough CS 3. allhoughjobs in sohc occnp.lioN mat
bc d high$ grad6. These @clpadons includc rfthnicia.s, atrans, and suppon pcnions.
c.g.. Sarcrary. Purchdi.gAgenl. AdminislBtivc Asshtrnr EneineerinsTahnician, Prog.am

P,yPlrtr: Thc pay srsrcm or pay scncdul€ undcr sbich rn mploye's nt. ofbsic payn
deteminsd, e.9., Gcncml Schcdule (GS), wagc Gmde (wG), Ex.culive Schcdule (ES)

Posirior Clrsin. ior: Thc pmce$ t6r €$ablishing dd d@!ftcnftg |hc prcp€r pay pld.
rirlc. scrics, &d andc. rorposirions utilizing OPM posnion classificatjon slandards and

Posirion cl.ssin..liotr rlrndard: lssucd by OPM, position clcsification srandards dcscribe
woiknllariousocc$arionsorjobfanriliesandseneasdconnonreferencclo!usclclosslhc
ri.dcral govcmnenr. Tber.c used lo evalualc th€ r'od( ofa posilion od arc the basis lo.
Jsien'ngcJch po\iIon rhe appmpnarc r,rh. scac(,,nd sEJe

Position nanagemcni: h a continuols dd syslenadc poces cltried oul by
managcnentsupdi$G ro cnsft orraniatiotu dd positions arc srructured eficiently and
cff{lilcly, i.e., in ddmininS rbe nunrber, qtcs and sladc leveh olposnions requircd b
iLrllill a ccrlai. funclion/nission,

Position rcvi€s: ln tcms ofFosnion clNsifcalion. lhis is rhepmccss ofg.thering/rcvicwins/
elaluaring nfomalion abour a posilion in ordn to nokc I classificorion dslomrinalion,
inclrdingbutnorliEiredb,reviewoftheDosiriondescnption,oiganizarionnissionsraremcnr

d orh€r posnions in rheorsdiation; onduclirg ad6k audil ro gliher infomarion oarhe
posron \rith the supcnisor an<l/or employec, rcviewing Nork smlplcs.

Reo$id.r.tiob r.rie$ Bo.rd (RRB): As pan oarhc Alremarire R(onsidcdion Pbccss,
rlrc RRB r a board conpriscd or3lo 5 nenbcrs *ho \ill revi€q enrployee rcque$€d appeah
oflhecffployce'sdcnied posirionrelicw by linc nreag€menr Thc RRB isch.tedbyrhc
On$ldsn 6on Thc Boards Doc€scs ae outlin.d in the Reonsid.r.tion Undr NCPP
dcumctrr. A union rcpGenhive may be prcsnr 6 n obseNtr dlrins . board meeiin8 for
BUEs.

Rcsear.b Gradc Erdlation Cuide (RCEG): OPM gndc elzluarion guidc which applies ro
Nork in prolcssional scinlinc and engineenngpositions whcre r€sponsibililics are Lo

pcreonrllypftfo rcsearcbi ordircclly and personally lead &d panicipate in rhc activities of
! i€edch eoup or o.gdizarion unir whcn rcsEh conp.hce Elhcr rha caprbihy in
srpc^ning doasins an orsdizalion lre tbc basis forscl.clioni AND the work invollcs
systeilalic, cnrical, inknsivc investisalion direct.d toward discov€ina, disseminarins, and
dppling nc* or expand€d loowledgc in a pio&ssiohal di*iplin€. Thc RCEG is usd by the
llR SDdllist roelaluate fic *orkoa! Dosnion lnd b mat€ aclissificariof, dcreminarion. To
rc!ieq r\c sridc so ro \r F: strtr.Jn .oo\ fc l.la. 1r...1.n,1



Scri6: A subdivision ofd @cupaioial grcup consisdnS ofposidons simil& c lo sP€cialized
line or $!rk dd qualifi€.tion Equicmenrs. Scics m d6ietElcd by a litlc dd numb.r such s
Amspac. Enginecr, 0861; SeElary, 0318; Conkect Spccialist, I102;dd 1330 Space

Tlne-in-grld. rcquircn.nt ls a re8llalory tquirdcnl d6igncd to prcvst excsssively

Dpid prcmoiions in theCdclal Schedule ed plotecl compe ive Principl es, lound in Titlc 5

Code of Fcderal Regllarionr Pd 100. Subpd F; lhjs is the ninim@ rin. d mploy€e musl
main in thei. cumt sradc befoE b.i!8 prcmoled.

Tirb: Thc position litle p@nbed in OPM pciion clsilication sledar&. Asisnmmt of
spcinc oflicial ritl6 is requned fo. thc najoriry of o6!p.tions. wilh linilcd flexibiliiy ro
cotrsrucr doscribrivc rill€s in dreinsrdices.

T$GArtd. irren.l p6itio!: A No gnd€ inteotl *nca follov a rre 3Fde intenal patr€n
!p 1o GS-lL i.e., CS-j.7.9.I l. [rcN CS-ll drough GS 15, such scries follow a one'cEdc
p €m. orude Cs-9 .omally Epre$nrs lhe fir$ full t.rtbmec. l.vel lor lwo-gEde inlfldl
$o'k. ahhougn. rhis nay vary with $m€ acup.lions. Th6e ccupariont includc pFa€sional
aid administnti!e positio.s, c.s., Conlrocl Specialist, Adtuinistali!€ Ofiiccr, Electical
ElBineer, IT Speci.list, R6ources Anllysl, and Physical Scienrhl.


