
WHEN IS A CLASSIFICATION ACTION REQUIRED? 

All classification requests must be submitted via form 9-3178 
 Please note the requirements below only apply when a classification action is being sought to, for 
example, fill a vacancy or update an existing position description. Below you will find explanation for 
why these actions need to be sent in for classification rather than directly to recruiting.  

1. Any new position that has not been occupied before and is completely new to the organization. 
Before submitting such a position for classification, a conversation should be had with your servicing HR 
office classification POC, Supervisory HR Specialist and/or HR Officer. This is consistent with DOI policy 
and OPM regulations. A position that has not been previously occupied must be described by the 
supervisor/manager and classified by a Human Resources specialist with delegated authority to certify 
classification actions.  

2. Any previously classified PD without a signed PD cover page and evaluation statement.  If you are 
unsure if the PD meets these requirements, please contact your servicing HR Specialist.   

3. Previously classified PDs that have not been recertified (reviewed and initialed as current and correct 
by both the supervisor and classifier) within the last five years. The recertification is documented on the 
PD cover page as “Position Review”.  The DOI Handbook states, “At a minimum, all PDs must be 
recertified at least once every 5 years. PDs will be recertified when filling a vacant position, and/or for all 
personnel actions involving a change in position, e.g., when an employee is appointed, promoted, 
reassigned, demoted, detailed for more than 120 days, or transferred into the position. This requires 
managers and supervisors to certify that the duties and responsibilities of their subordinate PDs are 
described accurately. Issues identified during the recertification process must be rectified within 1 year. 

4. Any single grade interval clerical/support PD (e.g., 303, 318, 344) whether supervisory or non-
supervisory at the GS-08 grade level or above regardless of when it was classified. As the typical full 
performance level of such positions in OPM established guides is GS-07, these need to be reviewed by 
Senior HR staff to ensure standards are being applied consistently with OPM and USGS guidance. 

5. Any single grade interval technical position (e.g., 404, 1311, 1316) whether supervisory or non-
supervisory at the GS-12 grade level or above regardless of when it was classified. As the typical full 
performance level of such positions in OPM established guides and USGS standard PDs is GS-11, these 
need to be reviewed by Senior HR staff to ensure standards are being applied consistently with OPM 
and USGS guidance. 

6. Any non-supervisory administrative (non-professional/non-scientific) positions GS-13 and above. As 
the typical full performance level of such positions outside of a headquarters function is a GS-12 level 
these need to be reviewed by Senior HR staff to ensure standards are being applied consistently with 
OPM and USGS guidance  

7. All GS-0301, GS-0340, and GS-0343 requests regardless of previously classified status or recency of 
last classification action. OPM and OMB are currently conducting a nationwide study of how these 
positions are classified. Once these studies are complete, OPM will publish additional guidance and we 
will be tasked with conducting consistency reviews on all such positions.  We have already identified 
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some non-compliant PDs in these series, identifying these positions as they come in for recruitment will 
allow HR to be ahead of the curve when new guidance is published.  

8. All 2210 PDs proposed outside of the Associate Chief Information Officers (ACIO) organization 
(formerly the Office of Enterprise Information -OEI) full performance level (FPL) 12 or above. This is 
based on delegations of authority for all Information Technology work coming from the DOI OCIO to the 
USGS ACIO. Because ACIO, per Secretarial Order 3340 and the Clinger-Cohen Act, all recruitment and 
reassignment actions for all IMT (information management technology) positions within the Department 
must be approved through the OCIO and proposed (not yet finalized) guidance from ACIO.  

9. Any positions referencing “cloud” or “cloud computing” and those with significant (more than 20%) of 
duties related to information management. Draft Survey Manual Chapter 700.2 requires “All USGS 
centers who currently have employees or are planning to hire employees in the job series listed in 
Section 2 must provide an annual IMT staffing plan for the cost center. The IMT staffing plan must be 
reviewed and approved by the ACIO, or delegate. Positions listed in section 2 include: 

0308 Records Information Management Specialist 

0390 Telecommunications Processing 

0391 Telecommunications 

0392 General Telecommunications 

0854 Computer Engineering Series 

0856 Electronics Technical Series 

1420 Archivist 

1421 Archivist Specialist 

1550 Computer Science 

2210 IT Management 

 

Additionally, in discussions between HR and ACIO, ACIO has identified that they will be establishing 
“cloud hosting” positions outside of ACIO, but that there must be reporting and accountability 
relationships with ACIO for all these positions. Thus, they’ve requested to be consulted if “cloud 
computing” is included in the PDs that haven’t already been reviewed by ACIO under the provisions 
above.  

 

10. Positions, regardless of series, with a significant (more than 20%) of duties related to 
communications; including positions with significant responsibility for communicating scientific 
information to the general public (this does not include scientific positions that communicate science 
through publications reviewed by the Bureau Approving Official). : 470 DM 1, Public Communications, 
General Policy and Procedures, requires prior approval be given by The Department’s Office of 
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Communications for creation of new positions, appointments, details, transfers, or termination of 
existing positions or termination of employment of professional level employees, excluding adverse 
employment actions, in the following types of positions: public affairs officers, public affairs specialists, 
information officers, information specialists, other positions in the information series, and any other 
positions performing similar functions including those in external affairs. HR added the more than 20% 
requirement based on DOI and OPM definitions of significant and grade-controlling work.  

 

11. All non-supervisory, non-RGE/EDGE positions GS-14 or 15 outside of Headquarters, Region or 
Mission Area HQ regardless of series or previous classification date. As the typical full performance level 
of such positions in OPM established guides and USGS standard PDs is GS-13, these need to be reviewed 
by Senior HR staff to ensure standards are being applied consistently with OPM and DOI guidance. 

12. Standard PD do not typically need to be sent in for classification but will be reviewed for position 
management concerns prior to being used to fill a vacancy. DO NOT create new OF-8s for standard PDs. 
Standard PDs may have minor modifications added by means of a form DI-625 Classification 
Amendment.  

Any DI-625 PD amendment or previously classified PD (including standard PDs) with edits that change 
more than 15% of the major duties and responsibilities of the position. Since OPM and DOI requirement 
for definitions of significant and grade-controlling work are 20% and 25% respectively, the 15% 
threshold allows HR to ensure an amended PD’s classification will not be changed due to the amended 
duties.  

NOTE: All PDs of the full career ladder are required for initial classification even when hiring at the 
lower grade level with promotion potential.  Proposed conversion PDs for Pathways career interns 
and recent graduates must be submitted with initial classification request.  

FPL requirements and conversion PD requirements apply to standard as well as non-standard and 
identical additional (I/A) PDs. If a standard PD is being used, there must be standards available to the 
FPL being recruited for. If the standard does not exist at the FPL (for example, the request is to use a 
standard 7/9 PD with an FPL 12, the 11 and 12 PDs must be submitted for classification) it must be 
classified prior to recruiting for a vacant position. The FPL grade level must be commensurate with 
work available in the organization.  
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