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OFFICE OF THE DEPUTY CHIEF OF STAFF, G-1
300 ARMY PENTAGON
WASHINGTON DC 20310-0300

Sep 201
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DAPE-CPZ

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Filling Civilian Positions: Implementation of the Position Designation
Automated Tool (PDT)

1. References:

a. Memorandum, Under Secretary of Defense for Personnel and Readiness,
10 May 2011, subject: Implementation of the Position Designation Automated Tool.

b. Memorandum, Deputy Under Secretary of Defense (HUMINT,
Counterintelligence & Security), 4 Nov 2010, subject: Department of Defense (DoD)
Standardized Investigation Request Procedures.

c. Federal Investigation Notice Number 10-06, 10 August 2010, Office of Personnel
Management (OPM), subject: Position Designation Requirements.

2. The appointment of each Appropriated Fund and Non-Appropriated Fund (NAF)
Civilian employee in the Department of Army is subject to a background investigation for
access to classified information, occupying sensitive positions, or suitability for federal
employment. OPM requires the use of the Position Designation Tool (PDT) to correctly
document position designation for positions in the competitive service, excepted service
positions where the incumbent can be noncompetitively converted to the competitive
service, and career appointments to positions in the Senior Executive Service.
Department of Army has administratively extended the OPM position designation
requirement to include NAF employees hired for six (6) months or more.

3. To aid selecting officials in navigating the PDT, the enclosed Department of Army
PDT Guide is provided to be utilized in conjunction with the DoD PDT Guidance found
in reference a.

4. Effective 23 September 2011, when filling new or vacant positions as described in
paragraph 2 above, selecting officials are required to:

a. Use the PDT to complete a position designation determination and forward the

determination to the servicing Civilian Personnel Advisory Center with the Request for
Personnel Action (RPA) to fill the position.
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b. Determine position Defense Civilian Personnel Data System (DCPDS) codes
using the PDT determination and the PDT to DCPDS Coding Matrix, located at the back
of the Army PDT Guide, and enter the codes on the note pad of the RPA. The CPAC
HR Specialist will use these codes for DCPDS position builds.

5. While the position designation requirement described above currently applies to new
and vacant positions, it will be expanded to all positions in the near future. Additional
guidance will be provided at that time.

6. The Assistant Deputy Chief of Staff, G1 point of contact is Ms. Lee Ann Eudaily,

(703) 325-1734 or lee.a.eudaily.civ@mail.mil.

SHELIA DENT

Encl
Acting Deputy Assistant G-1 for Civilian
Personnel
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When making position designation decisions the selecting official will need to review the position
description (PD) and consider other relevant information (input from the Civilian Human Resources
Agency (CHRA) HR Specialist and local security office personnel) to accurately assess the position.

Designation decisions are documented via the Position Designation of National Security and Public
Trust Positions webpage located on the Office of Personnel Management (OPM) Federal
Investigative Services (FIS) website:
http://www.opm.gov/investigate/resources/position/Introduction.aspx.

Review Chapter 3 of the DoD 5200.2-R, Personnel Security Program to determine the National
Security Requirements (elearance) of the position before beginning the Tool.
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You begin the designation process by providing information specific to the position.

AGENCY: This will be
Army.

POSITION TITLE:
From the PD.

SERIES AND

Fasspon DARGRasn Hecons GRADE/PAY BAND:
P From the PD.

i POSITION
DESCRIPTION
NUMBER: PD and
sequence number from
the PD.
DESIGNATOR’S
NAME & TITLE:
Person making the
o determination.
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NOTES: *If you select Special-Sensitive or Critical-Sensitive the tool will automatically advance
to STEP 4: Final Position Designation and Investigation.

**DoD 5200.2-R identifies Noncritical-Sensitive as Security positions. To meet the intent of
5200.2-R, None of the Above should be selected at Step 1. B., since the selection of suitability duties
is not necessary to determine the type of investigation and investigative form.
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PEDIRAL INVESTIGATIVE SERVIC 1S
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# NOTE: If you do not select any of the duties you will check None of the Above and enter
Continue to go to STEP 4: Final Position Designation and Investigation. Also, if you selected Non-
Critical Sensitive under Step 1.A you will select None of the Above.
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FEDERAL INVESTIGATIVE SERVICES
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}. ) FEDERAL INVESTIGATIVE SERVICES
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Once you have indicated the adjustments you will select Continue to go to STEP 4: Final Position
Designation and Investigation
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STEP 4 Final Position Designation and Investigation.

FEDERAL INVESTIGATIVE SERVICES

Main  AvoutUs  Aboutinvestigaions  Federal investigations Motices  HR/SecurityResources  Training  ConfactUs

Position Designation of National Security and Public Trust Positions

Position Designation of National Security and Public Trust

Positions
Position Designation Record
Agency X
Position Title X
Seriesand GradePayBand  x

Position Description Number  x
Step 4: Final Position Cesignation and Investigation.

The final position designation is ouliined below. Hote that for those positions designated as Non-Sensitive” (no clearancs or
ather sensitive national security duties) or Moncritical-Sensitive” (duties with potential to cause damage fo the national security,
up to and inciuding damage at the significant or serious level induding, cut not limited to, acoess to dassified material althe
Sacret Confidential, or L™ level}, the over-fiding consideration in -he final designation will depend on the designation leval
assaciaked with the putlic trust responsisilities of the position.

Hational Security
Designation Level
Positions Covered investigation Form
Tier 2 Position hias the polential to cause damage to the national ANACI for
security, up to and including damage at the significant or serious  Federal
levet andior requires eligitility for access to classified materalat  Employees
the Sacrel. Confidential. L level. "Noncritical-Sensitive" SF86
NACLC for
Contractor
Designator Notes!Justification'Comments:

(RS || it Summay_|

Print this screen
prior to selecting
Print Summary.
You will need this
page to complete
STEP 5.
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STEP 5 Print this screen, sign and date, and scan/attach it, along with the printed page from STEP 4
to the Recruitment RPA. Selecting officials are required to maintain the original signed copy of this
page, and the page from STEP 4, with the hard copy PD. These records should be destroved 2 years

after position is abolished or description is superseded.

STEP 6 Identify and provide the Defense Civilian Personnel Data System (DCPDS) codes to CHRA
on the RPA Note Pad using this Position Designation printout and the PDT to DCPDS Coding Matrix
located on page 8 of this guide.

FEDERAL INVESTIGATIVE SERVICES

lain  AvoutUs  Aboutinvesfigations  Federal investigations Motices ~ HR/Securiiy Resources  Training

Position Designation of National Security and Public Trust Positions

Position Designation Record
Agency X
Position Title X

Series and GradePay Band X
Position Description Humber X

Honcritical-Sensitive- Pasitions with the potential joGuse damageto the nafional security, up to and including damage at
the significant or serious level Thess positions

Access to Secret 'L Confiadntial classified inforpfation

Designation
Level Invastigation Form Required
Tier2 ANAC! for Federal Employees  SF 88
NACLC for Contractor
Signature: Date: _ 820/2011
Mame. _ x

U,S. Office of Personnel Management 1500 £ Street, ¥, Washington, OC 20415 | (202) 808-1800 | TTY 1202) 808-2532

Copfact Us

START: Determine if the
position is National Security
or Suitability.

1. Identify the Designation
Level and convert to the
corresponding DCPDS code
using the PDT to DCPDS
Coding Matrix.

_ 2. Identify the Nature of the
Position and convert to the
corresponding DCPDS code
using the PDT to DCPDS
Coding Matrix.

_ 3. Identify the Investigation
required for the position and
convert to the corresponding
DCPDS code using the PDT to
DCPDS Coding Matrix.

THE POSITION IN THIS
EXAMPLE IS NATIONAL
SECURITY:

- The Designation Level is
Tier 2. DCPDS Position
Designation Code: 2

- The Nature of the Position
is Noncritical-Sensitive.
DCPDS Position Sensitivity
Code: 2

- The Investigation Level
is ANACI. DCPDS
Security Access Code: 1
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PDT to DCPDS Coding Matrix

NATIONAL SECURITY

Position Designation Tool

DCPDS (RPA Comment/Note)

Designation Level:
Tier 1
Tier 2
Tier 3

Position Designation:
1 — Tier 1: Low Risk, non-sensitive
2 — Tier 2: Moderate Risk, non-critical sensitive
3 — Tier 3: High Risk, critical sensitive

Nature of Position:
Non-sensitive
Noncritical Sensitive

Critical Sensitive
Special Sensitive

Position Sensitivity:
1 — Non-sensitive (NS) National Security Risk
2 — Noncritical Sensitive (NCS) National Security
Risk
3 — Critical Sensitive (CS) National Security Risk
4 — Special Sensitive (SS) National Security Risk

Investigation: Security Access:
MBI 0 —No Access
NACI 0 — National Agency Check Plus Inquiries
NACLC 1 — Secret Access Required
ANACI 1 — Secret Access Required
SSBI 2 — Top Secret Access Required or, 3 - Top Secret
(Special Access)
SUITABILITY
Position Designation Tool DCPDS (RPA Comment/Note)

Designation Level:
Tier 1
Tier 2
Tier 3

Position Designation:
1 — Tier 1: Low Risk, non-sensitive
2 — Tier 2: Moderate Risk, non-critical sensitive
3 — Tier 3: High Risk, critical sensitive

Nature of Position:
Suitability — Low Risk
Suitability — Moderate Risk
Suitability — High Risk

Position Sensitivity:
1 — Non-sensitive (NS) National Security Risk
5 — Moderate Risk (MR) Public Trust
6 — High Risk (HR) Public Trust

Investigation:
NACI
MBI
BI

Security Access:
0 —No Access
0 — No Access
0 —No Access




