(Office Letterhead)

(OFFICE SYMBOL)
(DATE)
MEMORANDUM FOR (Commander or Manager’s Title)
SUBJECT: Delegated Position Classification Authority

1.  References:

     a.  Memorandum, Office of the Assistant Secretary of the Army (Manpower and Reserve Affairs), 17 November 1997, subject as above.

     b.  USAREUR Supplement 1 to AR 690-500-511.

2.  You have completed the required training and per reference b, meet the requirements to exercise delegated authority to classify civilian U.S. positions under your supervisory control to the appropriate pay plan, title, series, and grade through the GS-14 grade level.  This delegation carries with it the responsibility to ensure that all such classifications made by you are in accordance with Title 5 of the U. S. Code, governing Office of Personnel Management (OPM) position classification standards, Department of Defense (DoD) and Department of the Army (DA) classification guidance, MACOM instructions, and OPM, DoD, and DA decisions resulting from appeals and advisories.

3.  This authority (may or may not) be further delegated.  It will be terminated if you leave your position, if you fail to execute this authority properly, or if warranted by other extenuating circumstances.

(COMMANDER/ACTIVITY DIRECTOR
(Signature Block))

