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      3 March 2004

MEMORANDUM FOR ALL GARRISON ACTIVITIES

SUBJECT:  Garrison Command Policy # 01-04, Establishing or Upgrading of Positions 

1. PURPOSE.  To establish policy and procedures for processing personnel actions that result in hiring of new employees or upgrading of existing civilian employees.

2. POLICY/PROCEDURES.

    a. Establishment of new positions or upgrade of current positions in Garrison Command activities will be accomplished through a staffing paper coordinated with the Directorate of Resource Management and the Civilian Personnel Advisory Center, for approval by the Garrison Commander.  

    b. During the transition to the Installation Management Activity an overall shortage of authorizations were identified in Garrison.  Every activity is impacted by this shortage to some level.  Although our funding is currently based on previously determined affordable levels, at some point funding will be tied to the documented Table of Distribution and Allowances (TDA) authorized level.  Any increase to this authorization shortfall must be approved in advance by me. 

    c. The Common Garrison structure is pending approval and will eventually include standard job descriptions and grades across IMA.  This plan will also be taken into consideration prior to approval to establish or upgrade positions.

    d. Equity across Directorates.  Some positions are common to all Garrison activities and would normally be graded equitably.  For example, administrative staff in each directorate may vary from GS-05 through GS-09 even though responsibilities may be very similar.  

    e. This policy does not apply to upgrades made as part of a previously approved developmental or training position.  Although I may ultimately allow new positions to be established and others to be upgraded, I intend to review the impact to Garrison overall before proceeding.

3.  PROPONENT:  The proponent for this command policy is the Garrison Commander.  

4, SUPERSESSION.  This policy supersedes any previous command policy regarding hiring or promotion of civilians; any changes must be made in writing.







J. C. ABNEY

Colonel, MP





Garrison Commander
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