CLASSIFICATION

COORDINATOR’S MEETING CHECKLIST
1.  ATTACHING PD’S TO RPA’S

· If PD requires no changes do NOT attach the PD to the RPA, you may include the PD number in the remarks section.

· Attaching a PD indicates that there has been changes/edits to the PD. (EXPLAIN)
2.  LEAVE EFFECTIVE DATE ON RPA BLANK. (EXPLAIN)
· May include in the Notepad or Remarks for actions such as:  Details, Promotions, Reassignments, CLG.

3. When completing the Gatekeeper Checklist fill in the Manager Section to include:
· Managers name, phone number, and email address
· Whether the position is Temp, Term, or Perm
· PD number (if known)

· Job title, series, and grade.
· Work Schedule: FT,PT, Intermittent

· Position sensitivity 

a. (1) Non Sensitive
b. (2) Non Critical Sensitive

c. (3) Critical Sensitive

d. (4) Special Sensitive

If not sure of the PS contact Security Manager or refer to AR 380-67

· Type of clearance 

a. (0) No access required; ENTNAC/NAC/NACI

b. (1) Secret access; ENTNAC/NAC/NACI/BI

c. (2) Top Secret access; BI

d. (3) Top secret SIOP/ESI; SBI

e. (4) Child Care background check

f. (S) Top secret SCI; SBI

· Whether position is key or emergency essential

· If position requires drug testing

· If a Lautenberg agreement is required.

· Whether or not position is OBLIGATED

· If known give LINE, PARA, APC, AMS, SWC (RMM INFO.)
· Include UIC and Org Code

4.  POSITION REVIEWS

· Submit as a word document

· Use track changes

· Include PD number that proposed PD is modeled from

· Include Job Title, Series, and Grade

· Classification is done by management

· If in doubt on what is needed on the RPA or GK, check DCPDS user guide or call the CPAC office for assistance.

· What can we do to help?

