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.411'TROi..l..E'R 

MIIW:l.istntion) 

OF'F1CE OF Tl-iE ASSISTANT SECRETARY OF CEFe:NSE 

W.f.$HfNGTON 0 C. aa:ict 

ADIUHISTRATIVt INSTRUCTION NO. 33 

st!IJ.EC'l': !Seri t Pl:OlaOtiOII. 

Refernces: (a) Adlllill.istntive Ill.lltructiou No. 33, ''Merit Promot.io11.," 
Hay 18, 1981 (hereby canceled) 

(b) Federal Peraonuel Ma11.ual (rPM), Chapters 308 and 335 acd 
SupplemeAt. 335•1 

(c) A<illlill.iat.rat.i ve lut.ructioA No. 35, "Probationary Period for 
Newly Appoint.ed Managers and Supervisors," October Hi, 1957 

(d) .DoD 1400.20·1-M, "DoD Program for Stabilit7 of Civilian 
Employmect," July 1986, authorized by DoD Directive 1400.20, 
J1111e 16, 1981 

(e) through (1), see enclosure 1 

A. Rt!SSUANC! AND PtllU'Ost 

1. Reissues refernce (a) iD n•c:orda11ce with nferences (b) through (k). 

2. Impleme11t.s reference (l). 

3. Updates policies ud procedln'es to use in the select.i.oc of employees 
for merit promotio11. 

B. APPLICABILITY AND SCOPE 

1. Applies to the Office of the Secretary of Defeii.Se (OSD), the Orgaa.i:z:a­
tioA of the Joint Chiefs of Staff (OJCS), atld all other activities derivillg 
a<illlill.istrstive support from Waahil1gto11 Headquarters Services (WBS). These 
orgaa.i:z:aeio1111 are hereafter referred t.o collectively aa "OsD Compouet~ts." 

2. Governs selection for pcaiticAS ia the cO!DPetitive service at GS•15 and 
below, GIS•13 through GM•lS, &Ad wage.grade positioca, &Ad applies when it. is the 
decisicl1 of ID41148amel1t t.o fill a position competitively. ~ i11cludes reassignment 
to a poaieic11. with kaown promceio11al poteAtial, 1111less t.he selected ea11didate bas 
competed p~eviously far a positio11 with prcmoticAal pote11.t.ial to the same or nigher 
target level. 

3. I11cludes eompet.itive posiiici1S occupied by employees hired VAder special 
excepted service appcinl:JIIents (e.a., Vetera11s Readjustment AppoilltmeAt (VRA), 
ba11dicapped persona, a11d disabled vetertna). 
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4. Does not apply to bargaining unit e=ployees eovered ucder a negotiated 
agreement if that agreement differs" from this Instruction. 

C. DU!Nil'IONS 

Terms ~ed in this InstructioD are defined in eDclosure Z. 

D. POLICY 

1. Vacant positions withiD the competitive service shall be.filled from 
amcDg the best qualified c&Ddi4ates available from within or outside of those 

'organizations or activities to which this Instruction applies. 

2. ActioDB subject to this Instruction, w~etber identification. qualifi· 
cation, evaluation, or selection of eandidates, shall be made without regard 
to political, religious, labor organization affiliation or nona!filiation, 
marital stat~, race, color, sez, national origin, nondisqualifying handicapping 
condition, age, or other noamerit factor. ' 

3. Minimum qualification requirements shall be tbe standards prescribed 
by the Office of Personnel Management (OPH). Hetbods of evaluation for promo• 
tion, placement, and selectioc for training that leads to promotion shall be 
job-related and consistent"with instructions in~ Supplement 335·1 (refer• 
ence (b)). 

4. Iu accordance with DoD Instruction 1404.11 (reference (1)), spouse pre£• 
erence shall be given to ac eligible spouse relocatiAg with a military sponsor 
and wb.o applie•, bued Oil •pouse preference, for a vacant pos:i.tioA at GS-8 .throu. 
GS/GH-15 or equivalent wage systea positioA. An eligible spouse shall be selected 
ahead of other applic&Ats ~en the spouse is determilled to be. best qualified &Ad 
wb.eA the grade of the poaitioA is 110 hisber ·t.~um a srade the spouae formerly bas 
held iA a permanent position in tbe competitive service. Whell more than oDe 
spouse is being considered on spouse preference eligibility, selection may be 
made from among available spouse preference eligibles in any order. 

5. Spo~e prefereDce" aball aot apply to OSD Compocents that have as a 
primary function intellisence, couaterilltelliseAce, investisative, or U.S. 
natioual security responsibilities. 

6. The minim• area of c:ouideratioll for promotioll shall eDcompass all 
orgallizatioDal entities and activities serviced "by the servicing personnel 
office. For promotion to positions at GS/GM-14 and GS/GM-15, the minimum area 
of conaideration Dormally shall be expanded to DoD•wide, ualess this coDsid• 
eratiou might produce too S&AY candidates, cause uadue delay, or the nature of 
the" position would make this conaideratioll improper. The ~um area of coc· 
sideration may be expanded, by mutual agreement between the management official 
coAeerned and the Cbie£, Staffin& DivisioA, Directorate for PersoDUel alld Security, 
WRS; or tbe CiViliau Personnel Officer, QJCS; or their representatives, to provide 
an adequate Dumber of highly qualified candidates. When e=pl,oyees are c:overed 
by a negotiated asreement, it may differ from this Instructioa. 

7. Supervisors shall release employees selected for promotioll or reassign~ 
meat within Z weeks after the servicing persoDUel office has notified them of 
tbe selectioll. In cases of estreme hardship, all «ieension of up to 30 days may 
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be requested from and approved by ebe servicing civilian personnel officer, or a 
designee, if ebe delay does net jeopardize the employee's movement to another 
position. Tbe request must be made in writi~g ~nd must state tbe ~eascns !or 
ebe delay. !bat an immediate replacement is not availaole, sball net be 
considered a valid reason. 

8. Normally, an employee shall not be detailed to a higher graded position 
for ~ended periods. If the higher graded position cannot be filled on a 
permanent basis, a temporary promotion shall be made. 

9. All employees selec~d for first•level supervisory positions must 
receive supervisory training as required by tbe OPH, eieber before assuming 
supervisory responsibilities or as seen, thereafter, as possible. Employees 
iAit~ally appointed to supervisorY or managerial positions shall be required 
to complete a probationary period as prescribed by AI No. 35 (reference (c)). 

10. Managers have the right to select or reject a candidate from a promo­
tional certificate of best-qualified candidates, except as required by sub• 
sect~on D.4., above. Managers are not obligated to fill a position under this 
lnstru~tion, and bave tbe right to select from oeber applicable sources, such 
as reinstatement, transfer, handicapped, Veterana Read jus tmellt eligibles, 
or those wiebin reach on an OPM certificate. Candidates within reach on 
an OPM certificate also are subject to tbe policy on spouse preference stated 
in subsection D.4., abo•e. The DoD Priority Placement Program (DoD 1400.20-t·M 
(reference (d)) and mandatory-provisions of tbe Agency's Reemployment Priority 
List take precedence o•er this Inatructioll, and must be applied, before filling 
posi tiona by any otber meana • ln deC:idina vhicll sources to use in filling 
•acancies, managers have an obligation to determine the sour~es most probable 
to produce candidates who shall best meet aission objectives, contribute fresh 
ideas, new viewpoints, and meet affirmati•e action goals. 

ll. Employees within the lllillimulll area of conaideration who are absent for 
legitimate reasons sucll as detail, leave, training courses, lllilitary service, 
or serving in public: international organiZations or on "Intergovernmental Personnel 
Act," 5 c:FR 334 (reference (i)) assigmunt.s shall receive ~onsideration for 
promotion under this Instruction. · 

. 
12. Adequate records shall be maintained to allow reconstruction of each 

promotion action and to provide necessary information to employees and the 
public, ensuring that individuals' rights to privacy are protected. 

13. Performance appraisals shall,be given significant weight in evaluat~ng 
candidates for promotion. No employee may be promoted unless his or her most 
recent rating of record ia "Fully Successful," or higher. Additionally, no 
employee may receive a promotion vho baa a rating belo~or "Fully Succenful" in 
a critical element that alao is critical to performance in tbe higher grade 
position, including promotion to a career ladder position for which an employee 
was previously ~ompetitively selected. 

14. ln the interest of ensurina fair and equitable consideration to all 
candidates referred on Merit Promotion Certificates, it shall be normal practice 
to interview all best qualified candidates. When mission needs dictate, 
expedited considerati·on ~~~etbods such as telephone interviews may be used. If 
requested by the Director, Personnel and Security, WBS, or the Civilian Personnel 
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Of!icer, OJCS, selec~ing officials must be able to justify why interviews were 
~ot couducted ·~th all ca~didates. A ca~didate who is under the supervision of 
~e selec~ing official need ~ot b~ interviewed. If ~e selecti~g official 
does oot interview a subordinate employee, such employee shall be ~nformed 
he and/or she is being coosidered for the vacancy. Inability to appear for a 
personal interview shall no~ be a reason for oooselec~ion. 

lS. Special considera~ioo for repromo~ion or position change shall be 
afforded employee• receiving grade or pay retention beoefits. Special 
cousideratioo shall be ~ende~ to positions at or below ~e grade from which 
demo~•ld iD the pay group tha~ covered the employee before placemeut in ~e 
lower grade, if an employee is qualified and interested. Positions that 
offer known promotion potential ~o a grade above tha~ from which demoted shall 
not apply. Special co~sideratio~ shall cease when ~e employee ·is oo longer 
entitled to grade or pay retention. Declination of a valid offer at ao 
intervening grade shall terminate tbe employee's entitlement to repromotioo 
consideration at that grade level, but ~e employee shall continue to receive 
special consideration for higher grades, up to and includiD& ~at from which 
downgraded. 

£. LEGAL AND REGUlATORY REQU!REME.NTS 

Candidates who do oct meet the time·iD•grade requirements, qualification 
requirements, or time•after-competitive appoiD~t requirements may be 
considered under tb.is Instruction if they 111eet the particular require111eot. 
wi~ 30 daya of the cloaiog date of ~e J'ob OpportUAity .Aooouocement (J'OA). 
The .. J'OA shall specify .~ese requir-nta. 

F • RESPONSiliii.rrn:s 

l. The Director, PersoODel and Seeu.rity, Washington Headquarters Services 
(WS) , shall: 

a. Plan and admiois~er ~e Merit Promotion Program. 

b. Cooduc~ .evaluations of the Merit Promotion Program and implement 
improvements, aa required. 

2. The Chief, Staffing Division, Directorate for PersoODel aad Secu.ritv, 
Washington Headquarters Services (WBS), and ~e Civilian PersoODel Officer, 
~e Organization of the J'oiot Chiefs of Staff (OJCS), shall: 

a. Advise and assist supervisors and employees iD carrying out ~eir 
responsibilities and advise persoODel of serviced organiZAtions of pertinent 
policies and procedures. 

b. tosure that the area of consideration is broad enough ~o produce 
a suf£icieot aumber of well-qualified candidates to fill·vacaocies under this 
Ilis~ruction. 

c. Develop and apply evaluation procedure•, and ensure that rat.iDg 
factors ~re job related, c:apable·of distio&uishiDg differences in the 
qualifications measured, and are applied fairly and coosist.eotly. 
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d. Conduct rating panels and. train participants in the procedures 
involved. 

e. Ensure the security of evaluation materials and procedures. 

f. Refer those "best qualified" to selecting officials for consideration. 

g. Ensure that applicable records are prepared and maintained for 
each position filled under this lllStruc:tion. 

h. Notify expediently all candidates aa to the final disposition of 
the vacancy for which they applied. 

'-
3. The Su~ervisors shall: 

a. Anticipate personnel needs and initiate ·requests for filling vacancies 
in sufficient time to allow for application of proper screening and referral 
procedures. 

b. Support the Merit Promotion ·program by adhering to the policies 
and procedures in this Instruc:t1Pn. 

c:. Ensure that candidates are not preselected for positions filled by 
co=Petitive promotion, and that name requests are not made for competing «=Ployees. 

d. Evaluate promptly and fairly employees who are being considered 
for promotion. 

e. Analyze positions and .identify" job-related criteria for use in the 
evaluation process. 

f. Consider the "best qualified" candidates, evaluate them using 
job-related criteria, and ~ake a final selection based on merit: 

g. Interview candidates referred, eithe; in person or by telepbone, 
ill the interest of ensuring fair and equitable consideration to all in 
accordance with subsection D.l4.; above. 

b. Furuisb the servicing persoanel office with the basis for replying 
to persons who question the selection or nonselection of a "best qualified" 
candidate certified for a speci!ic position. 

i •. Furnish Standard Form (SF) 171, "Application for Federal 
E=Ployment," t.o be applied against specific 'JOAs for employees who are oiJ. 
detail, approved leave.·, at ::raining. courses., in the military service, serving 
in public international organizations, or on "Intergovernmental Persoll.llel Act," 
5 CFR 334 (reference (i)) assignments, wbe1.1 such employees have .expressed 
interest ill applying for such positions a1.1d have provi~ed the SF 171. 

j. PrQ=Ptly r~lease employees selected for placement in other posi• 
tiona in accordance with subsection D.7., ~bove. 
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4. The Emplovees Seekiug Advancement: shall: 

a. Apply for position!;, in accordance with the instructions provided 
on the JOAs, wi tb.in the tilDe lilllit specified. 

b. Keep the servicing perso!1!1el office. informed of additional tra~n~ng, 
experience, or qualifications by completing SF 172, "Amendment to Application for 
Federal Employment," and forwarding it to the servicing perso!1!1el offi<ce. 

c. Prepare for advancement by demonstrating competent performance 
and by acquiring skills and knowledge needed for advancement through self· 
development and training. 

'-
d. Inform their supervisor of interest in consideration for promotional 

opportunities and furnish a completed SF 171 preceding extended absences from 
their position for the reasons cited in subsection 0.11., above. 

G. PROCEDURES 

1. General. This Instrue"tion is applicable in fillillg all positions in 
the competitive service by:< • 

;. Competitive Promotion. (See sections J. and K., below, for excep· 
tions and exclusions.) 

b. Temporary promotion for more tha11 120 days. 

c. Transfer to a higher grade. 

d. Reinstatment.to a grade higher tha11 the last grade held under a 
nontemporary appointment in the competitive service. 

e. Detail for more than 120 days to a higher grade or to the same 
grade, but one with lmo'Wll promotional p;ltential. 

f. Selectio11 for training that is required to prepare an employee for 
advancement.. 

g. Reassignment, transfer, or demotion to a position with more pro• 
motional potential then the position last held (eicept. as permitted by 
reduct.ion•in•force regulations or placement of an employee who does not satis• 
factorily complete a supervisory or managerial probationary period in accordance 
with AI No. 35 (reference (c)). · 

2. Locating and Screening of Candidates 

a. The supervisor shall provide the servl.c~ng civilian perso1111el 
office with an f: 52, ~equest for Perso1111el.Action," completed in accordance 
with AI No. 55 Crefet:e11ce (e)), a position descript.ioll, and an outline of any 
special qualifications or requiremlillts including a job analysis completed in 
accorda11ce with internal operating instruct.ions. 

b. The Chief, Staffing Division, Directorate for Personnel and Security, 
WBS, and the Civilian Personnel Officer, OJCS, shall: 
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(1) Prepare &Ad issue JOAs for vacancies to be filled. uader this 

Instruction. As a ainimum, JOA& shall be opeu for 10 calendar days and shall 
identify the title, series, grade, and location of the position, specify the 
area of consideration; describe the duties to be perfo:med, state the qualifi· 
cations required, and explain when and bow to apply. 

(2) Post a copy of each JOA on applicable bulletin boards, fur· 
Dish copies .to the Pentagon Consolidated Job Ill!o:mation Center, and provide 
each organi%ational entity (the Offices of the Under Secretaries of Defense 
(OUSDs), the Offices of the Assistant Secretaries of. Defense (OASDs), etc.) 
with copies. Distribute JOAs to actiVities covered under the area of con• 
sideration, includin& sources where women, minority, disabled veteran, and 
handicapped candidates are located. 

(3} Develop evaluation· methods to be used in rating and ranking 
the candidates based on the job analysis provided by the requesting organization. 

(4) Accept applications from applicants wbo file in accordance 
with the JOA . 

(5) Rate the applicants in accordance with the established evalu• 
ation standards or convene a promotion panel for this purpose. Normally, panels 
shall coasisc of three subject matter specialises wbo have knowledge or exper• 
tise about the positio~ to be filled, plua a personnel office representative. 
Pa~el members shall be civilian or military personnel equivale~t to or higher 
tha~ the grade of the posicion to be filled. !very effort shall be made to 
identify women and ainorities to act u panel ~~e~~~bers. Only in exciepcional 
circumstances shall 'the selectin& official be a member of 'the promotion panel. 

(6) Rallk all qualified applicants into two sroups, "qualified" 
and "best qualified," under established evaluatioll methods. 

(7) ·Prepare and forward to the selectillg official, a promotion 
eertificate that lists the ·"best qualified" candidates and their bacll:grounc. 
data. The ~umber of candidates referred shall depend on the final numerical 
ranking of all qualified candidates. A reasonable cut•off score shall be aei~r· 
mined and shall ts.ke !:.lie following illto couideration: 

(a) The total number of qualified candidates. 

(b) The proximity of the scores of 'the candidates. 

(c) The number of vacancies to be filled. 

(d) The inclusion.of women and minority candidates in unaer· 
represented categories in accordance with the "OSD/OJCS Affimat.ive .~ct.l.OC ii.IU:.u.a: 
Plans" {refer.oon.ce (f)) and the "Federal Equal Opportunity Recruitment Program" 
(reference (g)). 
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(8) Not.ity all applicnts as to whel:J:Ier l:J:Iey were rated "best 
qualified," "qualified," or "il:leligible," &Ad il:ldicate tbe reason il:l tbe 
latter case; lf a selection is not made· from the promotion certificate, 
notify the applicnts of the disposition of the vacancy.· 

3. Selection and Notification 

a. S~:pervisors shall: 

{l) Iaterview C&Adidates referred as best qualified on the 
promotion certificate iD accordnc:e with subsection D.14., above. 

(2) Make a selection from UIOng the "best qualified" candidates 
on the promotion certificate, aasessillg qualifications snd determining now 
well the candidate shall perform consistent with the policy in subsection D.3., 
above. The requirements of DoD Directive 1440.1 (reference (h)) and tbe 
"OSD/OJCS Affirmative Action A.lulu.&l Plans" (refereD.ce (f)) shall be considered 
when making a selection to fill a vacant posi~ion. 

(3) Indicate to the servicillg persoanel office, ill writing, the 
name of tbe selected illdividual. 

(4) Notify the servicillg penoanel office if a selection is not 
made from the promotion certificate, the reasonf for the nonselection, and 
whether t.he position ia to be canceled or filled by a cndidate il:l an 
ucepted. or ucluded category (see sectiou J. ud lt., below). 

b. 'l'be Chief, Staffillg Divisi,o11., Directorate for Personnel and-Security, 
WHS, nd the CiVilin Personnel Officer, o.ICS, or their.represe~~.tatives shall: 

(1) Be the official deaig~~.ated to commit positions to selectees 
011. thei-r meeting preappo:LAtmell.t requireme~~.ts- (i.e., status, security clearance. 
suitability, all.d medical requirement&). 

(2) Notify all candidates co11.cerned vhen a_selection tias been made 
for a position for vhic:h they have appli,d. 

(3) NotifY the selected candidate a11.d the servicill.g civilian per· 
aon~~.el office, if applicable, and make necessary arrangeme11.ts for entrance on 
duty. 

(4) Arranse t.hrough administrative or executive officers for the 
release of serviced e=ployees selected UDder the ~erit PromotiOII. Program. 

B. DETAILS AND TEMPORARY PROMOTIONS 

1. Temporary promotions and details may be used vhen management requires 
the duties of a positio11. performed for short periods, and, for valid reasons, 
does not need the position to be filled OD a permanent basis. Normally, an 
employee shall not be detailed to a higher graded position for extended periods. 

2. The procedures outlined in sectio11. G., above, are applicable ;o details 
and temporary promotiona as follovs: 
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a. A temporary promotion t.b..a t will last more t.b..aD ·120 d.ays. 

b. Det:.ail to a higher graded position or to a position with known pro­
motional potential that will last more than 120 days. 

3. Employees selected for temporary promotion shall be notified in writing 
and must agree in writing to the following: 

a. A temporary promotion may be tel:'llli.llated .u any time. 

b. Return to the former position, or one of equivalent pay and status, 
shall not be subject to procedures prescribed in 5 CFR 351, 432, 752, or 771 
(refereAce (i)). 

4. Temporary promotions may be made for a defi!lite period of 1 year or 
less, a!ld may be extended for a definite period oct to exceed 1 additional 
year. 

5. At the end of a temporary promotion, employees shall be assigned to 
their former positions or, with their cooseAt, to a differe!lt position in a 
grade no lower than that of their fo~r position. Their pay shall be set as 
follows: · 

a. The' length of time counti!lg toward a withi!l•grade increase (if 
applicable) for a· General Schedule employee shall be credited as if tbe employee 
has remai!led i!l his or her regular position. 

b. A General Schedule employee temporarily promoted to a PerformaAce 
Maoageme!lt and Recognition System (PMRS) position shall have his or her salary 
adjusted to the rate that it would have been if the employee had remai!led in the 
General Sc:b.edule. 

c. A PMRS employee temporarily promoted to another PMRS position 
shall revert back to the salary that he or she left plus any general increases 
or merit increases that he or she would have received based on his or her 
performance rating of record bad the employee remained in the lower grade 
position. 

6. A temporary promotion may be made permanent without further competition, 
if the temporary promotion was made under competitive procedures and the fact 
that it might lead to permanent promotion was made known to all potential 
candid.ates. 

I. TERM PROMOTIONS 

1. ·Term promotions may be uaed to promote employees for participation in 
a designated project or a planned rotation program for a definite period in 
excess of 2 years, but not more than 4·years. 



2. The eompetiti .. proeed~res in section G.; above, are applicable to 
term procotions. 

3. Employees s~all be notified ia writing, and ~ employee must agree io 
writing, before ~e effective date of ~e term promotion ~t: 

a. A term promotioa m.ay be terminated at any time. 

b. Ret= to ~ former position or one of eq~valent pay and seaeu.s 
S~ll DOt be subject to procedures prescribed in 5 CFl 351, 432, 152, or 771 
(reference (i)). 

4. Ou_retura, employees pay s~ll be set as follows: 

a. The leng~ of time couating toward a Wi~n-grade increase (if 
applicable) for a General Sc~edule employee·s~ll be credited as if the 
employee had remained in ~~ or her regular position. 

b. A Genera·l Sc~edule employee acc.,Pting a term promol'.ioa to a P.!!RS 
position shall have ~s or her salary adjusted to the rate it would have 
been if ~e employee had remained in ~e General Schedule. 

c. A PMRS employee promoted on a term basis to ano~er PMRS position 
would r!!vert back to ~ salary ~t he or she left. Th.is sllall il:lclude 
any seneral increases or merit i.ccreases, ~t he or she would have received 
based on ~s or her performance rating of record if ~ employee had remained 
in ~e lower ~rade position. 

5. Upon approval of OPM, a term promotion may be extended for a period of 
1 year, for a total of 5 years . 

.1. EXCEPT! ONS 

1. Specifically excluded from ~s Instruction are those promotion actions 
~ t include ~e followil:lg: . 

a. 'Promotions resulting from reclassification of a position to a bigher 
grade when the upward classification is a res~t of ~ following: 

(1) Ch.ansea il:l classification atandards. 

(2) Error iA allocation of ~e original position. 

(3) Reclassifications actioaa as follows: 

(a) There are no other employee• at ~e sAllie grade iA ~e uait. 
s~pervised by tbe selecting qfficial who are performing duties subst.ant.ially 
~e same as ~oae performed by ~e employee prior to addition of the new duties 
and responsibilities. 

(b) The employee continues to perform ~e same basic fl.lllctions 
as were in ~e former position and ~e duties of ~ former position are 
administrat-ively absorbed into ~ new position. 
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(c) The addi.t.ion of t.be dut.ies and responsibilities does not. 
result in an adverse impaci on another incumbered position, such as job abolish­
ment. or recuct.ion in known promotion potential. 

(d) The employee meets all eligibility and qualification 
requirements for the posit.ion. 

b. Placement, under 5 CFR 351 (reference (i)), in a pos~t~on with more 
promotion potential or to a different pay'system in which the employee receives 
higher pay. 

c. A prcmot.ion wit.bout. current. competit.ioo when earlier an employee 
was selected from a civil service register or competitive promotion procedures 
for an assignment intended to prepare t.be employee for the higher level vosi­
tion. (The intent must be =ade a matter of record and career ladders must be 
documented.) 

d. A career-ladder promotion following noncompetitive conversion of 
cooperative education or junior fellowship students, in acc~rdance w'~b the 
requirements. of FPM Chapter 308 (reference (b)). 

e. Repromotion or transfer to a grade or position from which an 
employee was demoted without personal cause and.not at his or her request. 

f. Promotioa af~er failure to receive proper consideration in a 
eompetit.ive promotioa action. 

g. Promotion of an employee competitively detailed for training or 
education to a poaition of higher grade or mow p'romotional potential as 
follows: 

(l) If selection was made under competitive procedures. 

(2) That the fact the detail might lead to promotion without 
further competition was made knowo to all potential candidates. 

(3) The· area of considerat.ion would have been tbe same for a 
permanent promotion. 

h. Temporary details or promotions of 120 days or less within any 
1 year. 

i. Promotions under Upward Hobility Agre.-enr.s. 

j. Reinstatemeat of a former career or career-conditional employee 
who has served under a career Senior Executive Service (SES) .appointmeat. 

lt. Reassignment to a position wit.b more promotion.potential instead 
of disability retirement. 

1. Promotion resulting from successful completion of a training 
program that is required for promot.ion or given primaz:ily tO' prepare an 
employee for advancement. 

ll 
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It. EXCLUSIONS 

1. The following placement actions a~e not subject to 'ebis Instruction: 

a. Placement of individuals having statutory,·~egulatory, or adminis­
t~ative reemployment or restoration right:s, or to whom a s·imilar employment 
obligation exists such as: 

(1) Employees returniAg f~om military se~ice. 

(2) Employees returniAg from ove~seaa asaigoaenta. 

(3) Return of employees from mobility assigoaeot'l,. under the 
"'Intergove~ent:al PersoADel Act," S a'R 334 (reference (i)). 

b. flacement of employees in the serviced area wbo have been identified 
as. surplus. 

c. Placement of DoD employees entitled to mandatory placement con­
~ideration under .DoD 1400.20-l•M (reference (d)). 

d. Management•di~ected or •initiated reassignments as covered by :P~ 
Chapte~ 335 (reference (b)). 

e. Reinst.atl!lll!nt or reemployment of a fo~:JHr Federal employee of the 
competitive service to a g~ade no· highe~ than the g~ade last held in a non­
temporary position in that service. 

f. Trausfer of an employee. f~o• another Fede~al Agency to a position 
with a grade no highe~ than that held immediately p~or to transfer, or from 
a position with known promotion potential to a· position with no higher potential. 

g. Candidates selected competitively f~o• OPM Certificates of £l~g~bles. 

h. Career or career-conditional appointment under special authorities 
when such employment does cot constitute a promotion and the candidate meets 
all reg~a~ory criteria. (The following list is not all inclusive:) 

(1) Legislative or judicial se~ice. 

(2) Mov.,...nt UDder ciVil service Nle 6.7. 

(3) Canal %one lfe~t. System and Panama Canal Employment System. 

(4) Office of the President, Vice President, or the White House 
Staff. 

(5) Forme~ Action Volunteers (Peace Corps, VISTA, etc.). 

(6) Cert.ain p~esent and former Ca~ee~ foreign Service office~s 
and employees. 

(7) Postal·Ca~ee~ Se~ice or Postal Rate Commission employees. 
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(8) Presen~ or former Peace Corps Staff (no~ volunteers) • 

. (9) Present and former General Accounting Office (GAO) employees. 

(10) Family member of civilian or military sponsors formerly 
serving overseas. 

i. Reassiga=en~s or demotions: 

(l) Req~red by reduc~ion•in•force regulations. 

'(2) Of au employee who has applied for disability re~irement to a 
vacant position at the same grade or pay level for whith the individual is 
qualified. 

(3) From a pos~t•on having known promotional potential to a 
position having no higher potential. 

(4) At an employee's request, if it does not place the employee 
in a position for later preferential consideration for a known promotional 
possibilHy. 

{S) Because of unsatisfactory performance. 

(6) Of an employee who must be moved out of a position because 
of de.cisions resulting from au offici.al grievance· or appeal of au !qWll 
Employment Oppon:unity (!EO) complaint of another employee. 

L. COMPLAINTS AND GRIEVANctS 

l. Employees are enti~l~ ~o view, on request, any supervisory appraisal 
used in considering them for promotion. AD employee is oct entitled to View 
t.he appraisal .of anot.her competing employee. Employees also may receive the 
following informat.ion about specific promotional actions in wbicl:i they were 
competitors: 

a. Whet.her t.hey were considered for pr01110tion and, if so, whet.her they 
were found eligible on t.he basis of the minimum qualification requiremeat.s, 
including any pertinent aelect.ive fact.ors, for the position. 

b. It they were in t.he groirp fra wbith selection was made. 

c. Who was selected for the position. 

2. Employees are entitled to file a grievance in accordance wit.h AI No. 37 
(reference (j)). Grievances based on ~s Inst.ruction are restricted t.o allegations 
·that the merit promot.ion requirement.s of law, regulat.ion, or this Inst.ructioa 
have not. been followed, or that the employee's qualificat.ioas were not evaluated 
properly. Honselection from among a group of properly ranked and certified 
candidates or failure to receive a noncompetitive promot.ion is not a proper 
basis for a grievance. 
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3. A complain~ allegiag discrimiaation based on sex, color, race, religion, 
age, natioaal origin, ~r physical or mental handicap shall be considered under 
AI No. 9 (reference (k)). 

4. there is no right to appeal any action covered &y this Instruction. 

~. RECORDS 

,1. Each promotion action shall be recorded aad filed for 2 years or un~il 
an OPM iaapection has been conducted, whic:.bever is earlier, if the time limit 
for grievance or discrimiaation complaint has lapsed before the aaniversary 
da~e. Sufficien~ records to allow reconstruction of the promotion action shall 
be maintained, including documentation on how candidates were rated and ranked. 
~iaimully, the following material shall be maintained in each promotion file: 

a. Copy of the JOA. 

,b. Qualification standard used. 

c. Rating sheet or sheets for all applicants. 

d. Selection criteria u.ed for the position. 

e. SF 17ls or other documents used to determine qualifications. 

f. Promotion register shoWing the names of candidates as they appeared 
in fiaal ranking. 

g. Name of applicant selected. 

h. Copies of letters to candidates informing them of the results of 
the recruitment process, or list of applicants annotated as to the letter 
prepared. 

2. Eac:.b candidate who is selected under this program shall have a record 
placed in his or her official personnel folder reflecting the following: 

a. Qualifications standards that were uaed. 

b. Evidence of his or her ability to meet those standards at the time 
the action waa taken. 

N. Enl:CTIVE DAT! 

This Instruction ia effec~ive immedia~ely. 

Enclosures • 2 
l. Ref erenc:es 
2. Definitions 

/7-
<-£..L..-:·~ 

:D. ~ Cooll:t 
'•IIQ.'C.7 ,ADaUt.lm'l. !tentar:r a: De.tewse 

·. _ I.A"='PiStration} -
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(e) 

(f) 
(g) 
(b.) 

(i) 
(j) 
(k) 

{1) 

Administrative IAS.truc:tion No. SS, "Request for Civilian Position and 
Personnel Ac:tioa.s," August ·15, 1985 · 
"OSD/OJCS Affil:lllative Ac:tion A.r:uual Plans" 
"Federal Iqu.al Opportunity Rec:ruit:.ment Program; Annual Plan" 
DoD Directive 1440.1, "The DoD Civilian Equal Employment Opport~ity 
(IIO) Program," l'lay 21, 1987 . 
Title 5, Code of Federal Resulations, Parts 334, 351, 432, 752, and 771 
Administrative Instruction No. 37, "Employee Grie•anc:es," August 12, 1981 
Administrative Instruction No. 9, "Proc:esaing Complaints of Disc:rt.ina• 
tion," Janu.ary 11, 1979 
»co Instruction 1404.11, '~loyment of Spouses of nilitary Personnel 
Stationed in the SO States, U.S. Territories and Possessions, and the 
District. of Columbia," Augw;t 13, 1986 · 
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DEFINITIONS 

1. Area of Consideration. The area in which an in~ensive search for 
candidates is conducted as follows: 

a. Where it is antici~ated that highly qualified candidates may be 
located. 

b. Where the vacancy announcement is distributed. 

c. Where women and miAority candidates may be located fo·r under­
represented positions. 

' d. Where disabled veterans and handicapped candidates are located. 

e.. Sources from which applications ·shall be accepted. 

2. ·Best Qualified Candidates. Those candidates who rank at the top when 
compared with other eligible candidates for a position and who are referred 
to the selectiAg official. 

3. Commitment. The process carried out by officials of the serv~c~ng 
civilian personnel office to extend an official offer to the selected candidate, 
either orally or iA writiAg. Tb.e process includes acceptance by the selectee, 
obtaiAing required releases and clearances, and arrangiAg for entrance on duty. 

4. Demotion 

a. The change of an emp_loyee to a lower grade when both the old and 
new positions are under· the General Schedule or under the same type 
grade and wage schedule •. 

b. Tb.e change of an employee to a position with a lower rate of basic 
pay when both the old and new positions are under the same type ungraded wage 
schedule or are iA different pay-method cateiories. 

S. Evaluation of Candidates. A ~rocess of assessiAg candidates· qua~ifi­

cations for promotion and the degree to which they possess the knowledges, 
skills, abilities, and personal characteristics needed for successful perfor­
mance iA the position to be filled. For each qualified candidate, the end 
product of the evaluation is a ratiAg indicative of his or her demonstrated 
or potential ability to perform satisfacto~ily ·in the position. 

6. Minimum Area of Consideration. The area designated by this Instruc­
tion that reasonably should be expected to locate enough high quality candi­
dates. to fill vacancies in the positions covered by the plan. When the mini­
mum area of consid~ration produces enough high quality candidates and a further 
search is not required, the ~um area of consideration and the area of 
consideration are the same. 
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a. The change of an e~~~ployee to a poa.t.ion as fol].<>ws: 

(1) A b..igher grade, when both the old and the new positioa..s are 
under the General Schedule or under the same type graded wage schedule. 

(2) A b..igher rate of pay when both the old and the new positions 
are u.uder ·the same ~type ungraded wage schedule or are in different pay method 
cat.egories. 

8. Qualified Candidaees. Those who meet established qualification require­
ments for the poait.ioa, including any applicable selective factors and who meet 
all legal and regulatory requirements. 

9. ·Quality·Rankins Factors. The knowledges, skills, or abilities that 
.distinguish between the qualified and best qualified candidates. These are 
the desirable charact.eristics that contrib~te to outstanding job performance. 

10. Reassignment. The change of an employee from one position to anot~er 
witho~t promotion or demotion. 

11. Selective Factors. The 
satisfactory perfo~ce ·in the 
basic standard for a position. 

knowledges, skills, or abilities essential for 
position that represent an addition to the 
Examples of applicable selective factors are: 

a. Ability to speak, read, and write a language other than English. 

b. Knowledges and abilities pert.ainicg a certain program or mission, wh. 
these cannot. be acquired readily after promotion. 

c. Ability in a fUnctional area (i.e., ability t.o evaluate alternative 
Automated Data Program systems). 

12. Spouse Preference. Preference provided to an eligible spouse, as 
defined in it.em 13., below, wbo applies for a vacant position filled under 
this Ins~ruction at GS-8 t.prough GS/~-15 or equivalent wage sys~em position. 
An eligible spouse must be selec~ed &bead of other applicants wnen t.he spouse 
is de~ermiued to be bes~ qualified and wben the grade of t.he position is no 
higher than a grade t.he spouse formerly has held in a permanen~ position in 
the co~~petit.ive service, if such spouae hal reiAst.at.ement eligibility. Wb.en 
more than one apouae ia being considered ou spouse preference eligibility, 
selec~ion may be made from among available spouse preference el~gibles in 
·any order. Period of eligibility begins 30 days before sponsors reporting 
da~e at the new duty station and ends 6 mouths fol~owiug reporting date 
ucless the spouae is placed in, or declines, any position for wbich the 
eligible spous• has registered, if that action occurs first. 

13. Spouse Preference Eligible. The Wife or husband of an a.ctive dut:y 
military member ·of the Armed Forces, including a member of the National Guard 
or Reserves, relocatins becauae of service under a stat.ut.ory tour. 
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