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CHAPTER 600 – MISSION SUPPORT

70 – Personnel

[bookmark: mpp70_13]70.13     Merit Promotion Plan

[bookmark: mpp70_13_1]70.13.1   Abbreviations and Acronyms.

TIGTA – Treasury Inspector General for Tax Administration

MPP – Merit Promotion Plan

SES – Senior Executive Service

L&HC – Leadership and Human Capital

OMS – Office of Mission Support

C.F.R. – Code of Federal Regulations

BFS/ARC – Bureau of the Fiscal Service/Administrative Resource Center

EEO – Equal Employment Opportunity 

OPF – Official Personnel File

MP – Merit Promotion

FTR – Federal Travel Regulation

OPM – Office of Personnel Management

VRA – Veterans’ Recruitment Appointments

CTAP – Career Transition Assistance Plan

ICTAP – Interagency Career Transition Assistance Plan
										
[bookmark: mpp70_13_2]70.13.2   Introduction.  
The Treasury Inspector General for Tax Administration (TIGTA) Merit Promotion Plan (MPP) contains basic policies and key principles to be used when selecting best qualified persons for filling positions covered by merit promotion on the basis of merit, non-disqualifying disabling conditions and qualifications without regard to any non-merit reason such as; lawful political affiliation; religious views; marital status; age; national origin; race; color; gender; sexual orientation; or membership in an employee organization, and shall be based solely on job-related criteria.  
The MPP contains provisions, such as establishing the area of consideration, selection procedures, records maintenance and grievance procedures.  The plan does not guarantee promotion but is intended to ensure that qualified available applicants receive fair consideration for positions filled under competitive procedures.  Supervisors should be familiar with the contents of the MPP.  

[bookmark: mpp70_13_3]70.13.3   Scope.  
This section applies to positions in the competitive service and may be applied to internal placement actions within the excepted service unless exempted elsewhere in this Manual.  This section does not apply to SES positions.  For resources on how to enter recruitment personnel actions in HR Connect, please refer to the training resource center on the HR Connect link.  This resource center provides the sequential steps to complete specific HR Connect actions.

[bookmark: mpp70_13_4]70.13.4   Authorities.
5 United States Code (U.S.C.) 33
5 (C.F.R.) Parts 330 and 335

[bookmark: mpp70_13_5]70.13.5   Responsibilities.	

TIGTA Director, Leadership and Human Capital (L&HC).
· Ensure the MPP meets the requirements of Title 5, C.F.R.
· Administer the Plan equitably and regulatory requirements.
· Ensure that technical guidance and assistance are provided to managers, supervisors, and employees.
· Provide BFS/ARC with advance information on projected staffing requirements, anticipated losses, changes in duties, or other information that could lead to personnel actions.
· Ensure that guidelines are established and provided to Selecting Officials to determine whether the relocation/transfer is in the interest of the employee or the Federal Government. 
· Ensure that relocation allowances are only authorized when the reassignment is primarily in the best interest of TIGTA and the Federal Government.  (5 U.S.C. Section (§) 5724 and 5724a (2000). FTR, 41 C.F.R. Part 302 (1999).

Bureau of the Fiscal Service/Administrative Resource Center (BFS/ARC).
· Implement TIGTA’s MPP. 
· Provide technical guidance and assistance to managers, supervisors, and employees.
· Maintain all necessary files and records in connection with the Plan and in accordance with all applicable regulations.
· Ensure priority referral for eligible employees.


Equal Employment Opportunity (EEO) Officer.
· Apply EEO functionality to this MPP.
· Analyze applicant flow data to determine if adverse impact exists.

TIGTA Managers.
· Give fair consideration to all candidates referred.
· Make selections promptly following merit principles.
· Preserve the confidentiality of candidates’ records and qualifications.
· Release employees selected for promotion no later than the end of the first full pay period after the date of selection and after qualifications and eligibility are met.
· Develop job analysis and specific evaluation criteria for rating applicants.
· Provide suggestions to the TIGTA, Director, L&HC for improvements to the Plan.

Employees.
· Apply for any announced vacancy for which they are interested and qualified by submitting application material and following instructions specified on the vacancy announcement.
· Participate in interviews or other processes used to evaluate applicants’ knowledge, skills, and abilities.
· Update their Official Personnel Folder (OPF), e.g., updating education level information, as needed.  
· Notify BFS/ARC of positions for which they are interested in, when absent for active duty in the military service (not military leave), or for service in public international organizations.  To receive consideration for positions during these absences, employees must leave an application on file.

[bookmark: mpp70_13_6]70.13.6   Actions Covered by this Plan.

· Promotion, transfer, or reinstatement to a higher-graded position or a position with more promotion potential than a position previously held under permanent appointment in the competitive service.
· Reassignment or demotion to a position with more promotion potential than a position previously held on a permanent basis in the competitive service.  Reduction-in-force regulations permit exceptions.
· Detail exceeding 120 days if the detail is to a higher-graded position or to a position with higher promotion potential.  All service during the preceding 12 months under non-competitive time-limited promotion or detail to higher graded position(s) counts toward the 120 days.
· Time-limited promotion under 5 C.F.R. 335.102(f) to higher-graded positions that exceeds 120 days.  All service during the preceding 12 months under non-competitive time-limited promotion or details to higher graded position(s) counts toward the 120 days.  A time-limited promotion may be made permanent without further competition provided the time-limited promotion was originally made under competitive procedures and the fact that it might lead to a permanent promotion was made known to all potential candidates.
· Selection for training that is part of an authorized training agreement and is primarily for the purpose of preparing the employee for advancement or is required before an employee may be considered for promotion.

Appendix I provides a summary of common actions that require competition and actions that do not require competition.

[bookmark: mpp70_13_7]70.13.7   Factors to Consider. 
Conditions and factors that authorized personnel should consider when determining whether a MP transfer is “in the interest of the Government,” and not primarily for the convenience or benefit of the employee include: 

· Labor market conditions, e.g., insufficient well-qualified candidates in the commuting area and cost effectiveness.  
· When there are insufficient well-qualified candidates in a commuting area, and/or an employee possesses unique skills, or is otherwise necessary to accomplish the mission of the agency effectively and economically, the reassignment of an employee would be in the best interest of the Government.  
· The cost effectiveness of authorizing relocation expenses must be considered, and management should weigh the rights of the employee against the careful use of appropriated funds.  
· The Approving Official must make a specific determination as to whether a particular assignment is in the best interest of the Government, the appropriate mode of transportation, whether relocation allowances are authorized, and, if so, which relocation allowances are authorized, as well as the appropriate accounting method.  These determinations may not be arbitrary and capricious and the Approving Official must document the determinations in writing. 

Generally, if the employee's transfer is in the interest of the Government, the employee is eligible for mandatory relocation allowances if the new duty station is located at least 50 miles from the current duty station.  Even when the two duty stations are located at least 50 miles apart, however, management may deny relocation expenses on a case-by-case basis provided there is strong justification to do so.

Transfers presumed to be “in the interest of the Government” include: 

· TIGTA actively recruiting or requesting an employee to transfer to a different location or ordering the employee to do so without them having discretion on the matter.
· If an employee is transferred pursuant to the employee’s request, i.e., the employee took the initiative in obtaining the transfer; however, it is considered to be for the convenience and benefit of the employee, not “in the interest of the Government,” therefore, not in the benefit of the Government and relocation allowances are not authorized.

[bookmark: Relo40_4_6_1]Involuntary Transfers in the Relocation Policy: 

The decision to pay or not pay moving and related expenses must be made prior to issuing the vacancy announcement.  Before a vacancy announcement containing a statement that moving and related expenses will not be paid is issued, the selecting official must determine that it is not in the Government’s interest to pay such costs and document this determination in the merit promotion case file.  

If a decision is made to pay relocation expenses, they will be paid in accordance with FTR.

[bookmark: mpp70_13_8]70.13.8   Exceptions to this Plan.

· Promotion of an incumbent to a position that is reclassified to a higher grade when:
· The reclassification is the result of either the issuance of a new classification standard or the correction of a classification error;
· There are no significant changes in duties or responsibilities; and
· The incumbent meets the legal and qualification requirements of the higher grade.
· Position change permitted by Reduction in Force regulations.
· Promotion without current competition of an employee within a career ladder when:
· The original selection was made in accordance with competitive promotion procedures;
· The original selection was intended to prepare the employee for the position being filled; and
· The position's promotion potential was documented.
· Promotion of an incumbent when a position is reclassified to a higher grade due to assignment of additional duties and responsibilities when:
· The incumbent assumed higher level duties and responsibilities over a reasonable period of time;
· The incumbent performs the basic functions of the position at the former grade level as well as the higher level duties; and
· The supervisor certifies that the employee has (a) clearly demonstrated the ability to perform at the higher level, and (b) satisfactorily performed the additional duties over a reasonable period of time.
· The promotion may be into a career ladder when it is based on a reorganization, a classification survey, or an occupational study.
· Time-limited promotion or detail to a higher-graded position or a position with known promotion potential of 120 days or less.  All service during the preceding 12 months under non-competitive time-limited promotion or detail to a higher grade counts toward the 120 days.
· Promotion, reassignment, demotion, transfer, reinstatement, or detail to a position having promotion potential no greater than the potential of the position an employee currently holds or previously held on a permanent basis in the competitive service, or in another merit system with which the Office of Personnel Management (OPM) has an interchange agreement approved under applicable regulations.  A prior change to lower grade must have been for other than deficiencies in performance or conduct reasons.
· Consideration of a candidate not given proper consideration in a competitive promotion action.
· Appointment, conversion, selection, or promotion made under special authorities, or OPM approved programs, e.g., Veterans' Recruitment Appointments (VRA), re-employment priority lists, Career Transition Assistance Plan/Interagency Career Transition Assistance Plan (CTAP/ICTAP), programs for disabled individuals, and student programs as permitted by law.

Appendix I provides a summary of common actions that require competition and actions that do not require competition.

[bookmark: mpp70_13_9]70.13.9   Standard Vacancy Announcements.  

Merit promotion vacancies will be advertised with the following exceptions:
· When additional or like vacancies (same title, series, grade, promotion potential, location, etc.) occur prior to the close of an announcement or within 90 calendar days of the issue date of the Promotion Certificate.
· When a priority consideration candidate is selected.

Vacancy announcements will normally be open for receipt of applications for 10 workdays but may be open for a minimum of five workdays.  The BFS/ARC will ensure vacancy announcements are posted on the USAJobs website.  Vacancy announcements will remain posted until the closing date.

Vacancy announcements may be posted to other locations that the requesting manager deems appropriate.  These additional sites, e.g., IGNet should be identified in the recruitment request provided to BFS/ARC.  

[bookmark: mpp70_13_10]70.13.10   Announcement Content.  

All vacancy announcements must include the following information:
· Announcement number.
· Opening and closing date.
· Area of consideration, including special hiring authorities, if applicable.
· Title, series, grade, and number of positions to be filled.
· Organization and geographical location.
· Minimum qualifications required, including any selective factors and age requirements for law enforcement officer positions.
· Description of the major duties of the position.
· Evaluation criteria to be used, e.g., knowledge, skills, and abilities (KSAs) necessary to perform the job successfully.
· Promotion potential.
· Application procedures.
· Statement of equal employment opportunity principles.
· Statement regarding reasonable accommodations for individuals with disabilities.
· Statement concerning the position's sensitivity.  Announcements will state that completion of the Personal Identity Verification process and a background investigation are pre-requisites and will note the level of security clearance required for the position.  
· Special conditions of employment, e.g., shift work, frequent travel, drug testing, special/unusual physical requirements, criteria for carrying firearms for law enforcement officers, requirement to agree to a mobility clause, etc.  A link to TIGTA’s Medical Standards for Law Enforcement Officers will be included in the announcement for all GS-1811 vacancy announcements.
· Supervisory/managerial probationary period statement, if applicable.
· Regular probationary period statement.
· Financial disclosure, if applicable.
· A statement that all candidates must have met time-in-grade and qualification requirements within 30 days following the closing date of the announcement.
· A statement that all candidates are required to provide a copy of their most recent rating of record, i.e., final annual performance appraisal issued and signed by appropriate management official.  If the rating of record the candidate submitted is not dated within the last 18 months, the candidate must provide an explanation as to why he/she is not able to meet this requirement.
· A statement whether limited relocation expenses will be paid or will not be paid for nationwide announcements.  If limited relocation expenses will not be paid, the functional office head or SES program head must document in writing via email or the request for personnel action, the reasons for not paying relocation expenses.  This justification will be maintained in the vacancy announcement file at BFS/ARC.
· Identification of a point of contact for questions applicants may have.
· A statement that the selectee must be willing to agree to a credit check if he/she is required to obtain a Government-contractor issued travel card.  Additionally, a statement that a selectee that is unable to retain his/her card during employment may be subject to disciplinary action, which may include removal from Federal Service.
· A statement that all payments to employees, e.g., salary, travel reimbursements must be paid by direct deposit.
· Any other OPM or Treasury requirements, e.g., CTAP Statement, etc.
· Undergo appropriate tax checks and pre-employment suitability inquiry prior to appointment.
· If requesting writing samples, must be able to justify this request.  You must be clear on what you are looking at and how you are going to measure it.  This must be conveyed in the announcement and documented in the case file.

[bookmark: mpp70_13_11]70.13.11   Nonstandard Announcements.	

Rosters.

Rosters may be used when management anticipates several vacancies over a six-month period of time for the same position (title, series, grade, and organizational location).

Applicants will be considered if they will meet the qualification requirements at the closing date of the vacancy announcement.  

The rating procedure is the same as for standard vacancy announcements.

The resulting roster may be used to fill vacancies for up to six months after the closing date of the vacancy announcement; however, 90 days after the issuance of a certificate, additional priority placement program eligibles must be given an opportunity to apply and be considered.  

"Open Continuous” and “Open Until Filled" Announcements.

Vacancy announcements for historically difficult to fill positions may be posted without a specific closing date.  The widest area of consideration management identifies as practical to recruit a sufficient number of highly qualified applicants will be used.  Applications under this type of announcement will be reviewed in the order of receipt by a BFS/ARC Specialist to determine if minimum qualification and eligibility requirements are met.

The rating procedure is the same as for standard vacancy announcements except that ratings will occur once more than ten competitive qualified and eligible applications are received or following set cut-off dates.  As additional eligible applications are received they will be rated.

Upon receipt of an electronic request for a personnel action initiated by the requesting manager, all candidates determined best qualified and eligible will be referred.  Applications that have not been assessed for qualifications and eligibility, nor rated (if applicable) at the time of receipt of the request, will not be eligible for consideration for the vacancy.

Applicants may submit new information until the vacancy announcement closes.  The new information will be considered for vacancies for which a certificate has been issued only if all applications received were considered when issuing the certificate.

Individuals will be removed from consideration under one of the following conditions:
· When selected for the position covered by the open announcement;
· Upon the applicant's request; or
· As specified in the vacancy announcement.

[bookmark: mpp70_13_12]70.13.12   Area of Consideration.	  
In establishing the area of consideration, the Selecting Official should determine, in conjunction with the BFS/ARC Specialist, the area which will ensure the availability of a sufficient pool of highly qualified candidates and which will provide for successful accomplishment of Affirmative Action Plan goals and the requirements of the Federal Equal Opportunity Recruitment Program.

Normally, the minimum areas of consideration for positions will be:
· For GS-14 and GS-15 positions, TIGTA employees nationwide.
· For positions at GS-13 and below, TIGTA employees in the commuting area in which the position is located.

Exceptions that reduce the area of consideration may be granted by the functional office head, SES program head or the Director, L&HC.  The approved reduction will be maintained in the vacancy announcement file at BFS/ARC.  

[bookmark: mpp70_13_13]70.13.13   Acceptance of Applications.  
Complete applications, including all required documentation, must be submitted to BFS/ARC.  Hand delivered applications will not be accepted.  Applicants may not submit new information after the closing date.

When establishing and using registers under this plan, provisions must be made for the acceptance of new applications at least every six (6) months to accommodate new hires and employees who became eligible after the register was established.  These new applications (and applications received under open announcement) must then be added to the register.  Provisions must be made to allow candidates to update their applications at least annually.  Registers must be reopened when there are insufficient well qualified candidates.

Employees absent for legitimate reasons during the entire open period of a vacancy announcement, may submit an application after the closing date, provided that the selection certificate has not been issued.

[bookmark: mpp70_13_14]70.13.14   Qualification and Eligibility Requirements.
Minimum Qualifications.  Individuals must meet the minimum qualification standards as prescribed by OPM, and when applicable, any selective factor identified in the announcement on the closing date of the vacancy announcement.

Eligibility.  Individuals must meet time-in-grade, time after competitive appointment, citizenship, and other legal requirements on the closing date of the vacancy announcement.  Applications of employees who have not yet satisfied the time-in-grade or time-after-competitive appointment, but will satisfy the requirements within 30 days of the closing date of the vacancy announcement will be accepted.

Selective factors will be developed by the subject matter experts working with a BFS/ARC Specialist.  A selective factor must be essential for successful performance of the duties in the position to be filled and cannot be readily acquired (normally within 90 days) after Entrance on Duty.  Written justification for use of a selective factor must be received prior to announcement of a vacancy, and will become part of the merit promotion file.

Qualification standards are available for review.  Upon request, BFS/ARC Specialists will discuss with supervisors and employees the standards applicable to any position.  At an employee's request, a BFS/ARC Specialist will discuss with the employee his/her qualifications for a particular position for which the employee has applied.

[bookmark: mpp70_13_15]70.13.15   Evaluation Criteria.  
The rating process is designed to provide the selecting official with a reasonable number of well-qualified candidates for each announced vacancy.  The criteria used to rate candidates will be based on a thorough job analysis by subject matter experts resulting in identification of job-related rating factors.  The rating factors are documented and must provide the basis for considering and comparing candidates based on the competencies needed to be successful in the position.

The subject matter expert working with a BFS/ARC Specialist assigns level definitions for each rating factor identified.  The resulting job analysis becomes the means to evaluate the candidate's training, education, and experience. 

[bookmark: mpp70_13_15_1]70.13.15.1   Job Analysis Development.  Job Analyses are used to determine the best-qualified candidates for a position.  A job analysis determines the competencies needed to perform a job and provides rating criteria for each competency.  The best candidate for a position would be expected to possess the highest level of competencies.

A job analysis must exist before the vacancy announcement can open.  The BFS/ARC personnel will assist a manager in developing a valid job analysis if one does not exist or if an existing job analysis needs to be updated.

The job analysis provides information about the job and determines the critical duties used to accomplish the job.  As part of the job analysis, the manager should become familiar with the position, review the position description and qualification requirements, and discuss the job with subject matter experts.  As a result of the job analysis, the competencies necessary to perform the critical duties are identified and become part of the job analysis.

Competencies are generally organized into one of the following categories:
· Technical/Analytical;
· Verbal/Interpersonal;
· Written Communications; or
· Supervisory/Managerial.

[bookmark: mpp70_13_16]70.13.16   Referral.
A list of best-qualified promotion candidates will be established by the BFS/ARC Specialist based on the final rating points.  From the listing of qualified applicants arranged numerically, the top 10 [competitive] candidates per grade level shall be referred to the Selecting Official for consideration.  They will be placed alphabetically on the merit promotion certificate. If the merit promotion certificate is issued for more than one (1) vacancy, the maximum number on the list may be increased by one (1) applicant for each additional vacancy, i.e., a maximum of 11 applicants for two (2) vacancies; 12 for three (3) vacancies, etc. When multiple candidates are tied for the last referable slot on the certificate, all the tied candidates may be referred.

[bookmark: mpp70_13_17]70.13.17   Interviews.  
Selecting Officials are encouraged to interview all candidates. While adhering to the merit system principle that all applicants receive fair and equitable treatment, the Selecting Official have the discretion to interview or not interview any applicant certified for selection.  The Selecting Official may consider applicants solely on a review of their application material.
When interviews are conducted and it is not possible to interview one or more candidates personally because of geographic distance or other reasons, telephone interviews may be conducted.

The Selecting Official may designate a rating official or a panel to conduct interviews of candidates who have been referred as best-qualified.  

[bookmark: mpp70_13_18]70.13.18   Selection.  
A merit promotion certificate is valid for 45 days from the issuance date.  Extensions beyond 45 days and up to a total of 90 days may be granted by a BFS/ARC Specialist; 90 days after the issuance of a certificate, additional priority placement program eligibles must be given an opportunity to apply and be considered. 

A vacancy can be filled by promotion, change to lower grade, noncompetitive conversion, reassignment, transfer, reinstatement, or appointment from a register or other appropriate source of applicants.  Applicants may be considered concurrently or consecutively from any or all recruitment sources.  Subject to laws and regulations, the Selecting Official makes the final decision on selections.

A Selecting Official has the right to select or not select from among a group of best-qualified candidates.  Management also has the right to select from any other appropriate source, such as a reemployment priority list, reinstatement, reassignment, change to lower grade, noncompetitive conversion, transfer, disabled, VRA-eligibles, candidates within reach on an appropriate Delegated Examining Certificate of Eligibles, or any other appropriate sources of applicants.  In deciding which source or sources to use, there is an inherent obligation to determine which is most likely to best meet mission objectives, contribute fresh ideas and new viewpoints, and meet affirmative action goals.

All candidates will be considered on the basis of merit, non-disqualifying disabling condition and qualifications without regard to any non-merit reason such as lawful political affiliation, religious views, marital status, age, national origin, race, color, gender, sexual orientation, or membership in an employee organization, and shall be based solely on job-related criteria. 
Applicants may be considered concurrently or consecutively from any recruitment sources.  Subject to laws and regulations, management makes the final decision on selections and has the right to select or not select from among the best qualified candidates.

Before announcing a selection to the selectee or other employees, the Selecting Official must obtain clearance from a BFS/ARC Specialist.  The BFS/ARC will notify applicants of selection/non-selection.

[bookmark: mpp70_13_19]70.13.19   Selecting Officials.   

Selecting Officials for competitive service positions shall be as follows:
· All GS-13 and below positions – appropriate GS-15 manager;
· All GS-14 non-supervisory positions – appropriate GS-15 manager; and
· All supervisory positions – appropriate SES.

[bookmark: mpp70_13_20]70.13.20   Disclosure of Information.  
Disclosure of merit promotion information must be in accordance with the Privacy and Freedom of Information Acts.  However, allowable information regarding the number of applicants, the number who met minimum qualification requirements, the number of applicants referred to the selecting official, and the name of the selectee may be provided to any individual.  Applicants can be given any information that pertains to their specific application or status.

The following information may not be released:
· Test material;
· Job analysis; and
· Identifiable material on other candidates or any information that would be an invasion of privacy.

[bookmark: mpp70_13_21]70.13.21   Resolution of Employee Complaints.  
Every effort will be made to be responsive to employee inquiries concerning the MPP.  Resolution of complaints by informal discussions between an employee and a representative of BFS/ARC or a management official is encouraged.

If the matter cannot be resolved informally, an employee has the right to file a complaint relating to a promotion action for which the employee had applied and requested consideration.  Such complaints shall be resolved under TIGTA grievance procedures (600)-70.8.  Non-selection from among a group of properly ranked and certified candidates is not a basis for a formal complaint or grievance.

Non-agency applicants may express their dissatisfaction to the Director, L&HC or to BFS/ARC in writing within 15 calendar days of notification of the selection of another applicant.

[bookmark: mpp70_13_22]70.13.22   Accretion of Duties.  
A promotion based on accretion of duties is a noncompetitive promotion of an employee to a higher grade resulting from the reclassification of the employee’s position because of the addition of substantive new and higher-graded duties and responsibilities.
All accretion of duties must be approved by the Director, L&HC.  Noncompetitive promotions will only be appropriate when the position is classified at a higher grade due to the accretion of duties directly related to the employee's major duties.  

In order for an employee to be eligible for a noncompetitive promotion, all of the following conditions must be met: 
· The new position must be clear successor to the former position, that is, major duties of the replaced position/job description are absorbed into the new position/job description;
· The new position is in the same organizational location and retains the same supervisor, and there may be rare exceptions to the requirement to retain the same supervisor such as when a layer of supervision is eliminated; and 
· The new position does not involve the addition of project leader, team leader, or other supervisory duties to a non-supervisory position.  If the new supervisory duties are not part of the basis for the upgrading, this provision will not apply.

There are rare instances of other upgradings that would fall under the umbrella of accretion and should be processed noncompetitively, such as where a present supervisory position is upgraded due to the base level of work being upgraded.  These actions may be accomplished noncompetitively because there is no change in the major duties and responsibilities of the position.


[bookmark: mppAppendix_I]Appendix I
Is a Vacancy Announcement Required for Common Personnel Actions?

	Proposed Action
	Position 
	Additional Information
	Competition
Required (i.e., Must a Vacancy Announcement be Opened)?

	Reassignment
	At same grade 
	Position is one with known promotion potential and the employee will gain eligibility for noncompetitive career promotion to a grade higher than previously held on a permanent basis.

Position is not one with known promotion potential above position currently held or previously held in the competitive service.
	Yes





No

	Change to lower grade
	
	Position is one with known promotion potential and the employee will gain eligibility for noncompetitive career promotion to grade higher than previously held on a permanent basis.
	
Position has no promotion potential
	Yes




No

	Detail
	Same grade and no known promotion potential.

Potential higher grade or to a position of the same grade with known promotion potential

	Detail is for any length



Detail is for 120 days or less

Detail is for more than 120 days
	No



No

Yes


	Selection for training leading to promotion
	
	Successful completion of training is a condition of eligibility for promotion
	Yes

	Promotion from an assignment intended to prepare the employee for the position
	Originally identified as the target position to which an employee would advance to full performance level or career ladder without competition
	Competitive procedures were fully applied at the time of placement and all competitors were informed that selection for the entry position could Lead to promotion without further competition
	No

	Promotion
	Upgraded by classification
	Incumbent’s position upgraded without significant change in duties and responsibilities because of classification error or new or revised standards
	No

	Promotion
	Upgraded by classification
	Incumbent's position classification reconstituted into a successor position with clearly and solely identifiable duties of the former position and there are no other employees serving in similar or identical positions within the same organization to whom the duties could have been assigned

Incumbent's position reconstituted into a successor position and position is not a clear successor or there are other employees serving in similar or identical positions within the same organization to whom the duties could have been assigned 
	No








Yes

	Promotion
	To a position to which an employee was detailed for training or evaluation
	Employee was selected for a detail under full competitive procedures and all competitors were informed that the detail could lead to promotion without further competition
	No

	Temporary promotion or extension of temporary promotion
	Higher grade under the same pay schedule or under a different pay schedule when an action is processed as a promotion or represents a promotion under the rules above
	Temporary promotion is for a total of 120 days or less within a 12 month period
	No

	Conversion of temporary promotion to permanent promotion
	
	Employee was selected for temporary promotion under competitive procedures and all competitors were informed in advance that the temporary promotion could lead to a permanent promotion without further competition
	No
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