Checklist for Submitting a Position Description to
HQ USAREUR, CPD for final classification/advisory opinion

This printable version of the checklist should be fully completed and accompany each package submitted to CPD for either a final classification decision or an advisory opinion.  (Instructions for completing this checklist are provided on the CHRMA web site:  www.chrma.hqusareur.army.mil)
Position Title
Pay Plan, Series and Grade




RPA Number
Organization
Date Submitted to CPD





ALL POSITIONS

TAB A

____
Certified Position Description

TAB B

____
Justification of the Classification Decision (Evaluation Statement)

TAB C

____
Position Description for the supervisor of the position under review

TAB D

____
Organization's Mission and Function Statement

TAB E

____
Organizational Chart

TAB F

____
Manager's Statement

TAB G

____
Previous Evaluation Statements for the position

SUPERVISORY POSITIONS

TAB H

____
Position Descriptions for all subordinate positions

TAB I

____
Alternative Method of Evaluation information (Factor 5 of the GSSG)

OPTIONAL

TAB J

____
Additional Information

Servicing CPOC Classifier
Signature
Telephone





Signature of Classification Proponent
Date




NOTE:  All packages submitted to CPD for review must be signed by both the servicing Classification Specialist as well as the CPOC Classification Proponent.

