Instructions for Completing Federal Aviation Administration

 Position Document

(For HR: Items marked with an asterisk must be completed prior to input into CPMIS.)

1. Official Title, Pay Plan, Series, Job Category, Grade/Band.  Refer to the classification standard or career level definition that apply to the position and organization.

2. Organizational Title.  Complete when an unofficial title is used that identifies the work of the position more precisely than the official title.

3. *FAA Organization.  Begin with the appropriate line of business, staff office, or region/center.  Use Block 19 to list additional subdivisions.

4. *Duty Location.  Enter the geographic location by city and state.  If the position is located in a foreign country, enter by city and country.  The entry must match the DUTY LOC data element of the CPMIS Position File.

5. *Authorizing Official's Certification.  Must be completed by an official who possesses the authority to establish the position.

6. *Evaluating Official's Certification.  Must be completed by an official delegated the authority to assign a pay plan, series, and grade or band to the position. The evaluating official may or may not be the same person as the Certification Official. (Check LOB/SO delegation of this authority.)

7. *Risk/Sensitivity.  Check one.  Refer applicable FAA personnel security directives for guidance.

8. *Financial Disclosure.  Check one.  Refer to FAA Office of the Chief Counsel instructions for guidance.

9. *Substance Testing.  Check one.  Refer to Department of Transportation directives for coverage determinations.

10. *Supervisory Code.  Refer to current FAA guidance for Managerial Codes.

11. *Bargaining Unit Status.  Enter the appropriate code.

12. *Competitive Level.  Enter the code specified by FAA instructions.

13. Statistical Specialty.  Enter the code specified by the CPMIS for series to which the element applies.

14. *Fair Labor Standards Act (FLSA).  Check one box to show whether incumbents of the position are exempt or nonexempt from the minimum wage and overtime provisions of the FLSA.

15. *True Time and One Half.  Check one to indicate whether incumbents of the position are eligible or ineligible for payment of true time and one-half overtime under the provisions of Public Law 90-556.  Refer to applicable FAA directives for coverage determinations.

16. *Currency Differential (Air Traffic Control Specialists only).  Check one to indicate whether incumbents of the position are eligible for the 1.6 percent currency differential under the air traffic control revitalization premium pay provisions of Public Laws 97-276, 97-377, and 98-78.  Refer to applicable FAA directives for coverage determinations.

17. *Early Retirement Under PL 97-297 (Air Traffic Control Specialists only).  Check one to indicate whether incumbents are subject to the early retirement provision of PL 97-297.  Refer to applicable FAA directives for coverage determinations.

18. Remarks.  For local use as appropriate. 
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