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. Appointments of Special ~gents to Schedule A . Excepted 

·. Positions 

_.,: .-.- ._.... Ref· 
:.-.:· .. ::···· -~ : . ,' . . ... . (a) NAVINVSERV INST .12300.2; Civilia~ Special Agent ' 

Personnel M~nagemcnt System· :'- ; ::~ . . . . 
. = '< \··. ,·.~. . 

... ~--~ -· ;·: ·: ' 
~. -·- .· :··: ·. : .... ·, 
. ' ·. · : : . : . . 

~-) ~:/ _:\(::/ Encl: 
. ,; .. : . :.:. :· ~... . . . 

(b) NAVINVSERV INST 12340.2; Overtime and ?renitL~ Pay ·_ 

(c) NAVINVSERV NOTE 12300 Ser 2483 of 24 Apr 69, s/s 

(1) Copy of ·ocr,1i'-i lt:c OCivlH 07, w/o er-.closure · ~ '. 2 :Hay 69 

(2) Amendment to Personnel Staff Services ~greement 

~ ·: ... ·. . .· . 

: ~;~_-.:/ :'/::: _l. Purpose. To promu_lgate guidance and procedure fo::!:' the · 

.<-:.-:: :_.-. , .. :-;_· Appointment of contract (Special Agent) er,,ployees to .Civil 

:·· · ._ :·: ·.· Service Schedule A Excepted Positions (GS-1810-0). 

(Q ;.) ·.:: 2. Discussion. 

;\:f r_\\)·:_:":-: _. a_. Addressees have previously been advised that t:!e 

/ :;··~·-..: :·/_;·.:·_. ·-:· civiliqn _· contract Special Agents, as the result of a Prograr:1 . :---~1 , , 

: ·-··.'.,'.'_~'(°'·.-:-'/ :_ Budget Decisior., must be converted to· Ci vi 1 Service Sci:edule · .. >:· ,-~ 

,;._,./ ::f ,: ::./ A positions ·on 1 Jul"y 1969. Since .a change in the raea;n_s cf : _.-::·~""~; , 

_/::··_. .. >-··< ·: funding salaties (SE .1030 to SH .1530) will. occur on 1 ·. July, · .· -~>:'./ff: 
</.'-;., ." .: _._·. the . conversion must be effective as of that date. It is thus .··.· ·':':_;4.~ 

·;:./<r · ·:-, ,".,- essential that all :ceq·..iired preparations c:.nd actions be . ' - ·, ; ·.- ~ . 

A·_:~ __ ?".',f:. _:··,.._: ac_cornplished as early as possible. .. , . . ':+,, 

;;f{{)i::··:. b. Enclosure (1) is a copy of a letter that -,as forwarded '.,~:,. 

-, > :.i ,.~.;· . ... _. by OCMM to the various ROC~.i1,1 1 s and by time of receipt of this · 

.:;··~;//:.?·>:.:< : Notice, each NISO should have been i,nformally contacted by the 

·:/~\-_:·,.-... .:t"·; · ROCMM and the local Co:1solidated Civilian Personnel Office 

~,) f / J:_::-_'_.; . (CCPO) or other personnel servicing office which will · provide · 

.•-:j:',_:·~:: ···. ·:·, ·-.. · pe·rsonnel service and support. To assist each NISO Comr..anding 

\ :?<··-> .. < Officer, the guidance below is provicied. 

Ft:·~ '>~ . • ;;~ t!~~;~y; f ~; i i;~o~!~~!e ~n t~~ t~~~~e ~~~;_~~e a~~~~r t~~~ 1 ~~nn~t · · ; 
. ' ·., 

· ·'. -_-.. ,: be resolved loc"ally will .be referred to -DIRNIS {Code 09) . 

· · ··· -matter will be reviewed a11d coordina:'ccd with OC?/41'1. RasoonSe . . 
. and guidance will be furnished the NISO and, if appropriate, 

~.
0
.: .. ·.· by O~MM - to the ROC!-'il'1-CCPO. The Federal' Personnel Manuar (PPM), 

.. · · · · · ·- Civilian Manpower 1-1:anagernent Instruction (CM!'1I), effective 
. '. . . . . . . , . ·. . . 

: . . ;, . . . . . . ... _,.,._. ·1: .. ,. . 

. ·.:·:-: . 
,, . . . . '• : . . 
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portions oi ~;::.vy Civi~i •. n l 'C!r::;on,h : -!.. · l ns.: ruc t: ions .(:,c:: :;: ) .::l:-.d re:fer<::nce:s 

(a), (b), and (c) .::1re thl! .::ppl:i.c~b 1. .~ policy sourc~s . For p urposes of 

~- , . this conversion, ONI Instruction 3620.71 (Xanual f or Adminis tration of 

>·-\.-:: .' . Agents) is not applicable. · · 
:• .:J . . · . . 
•. . . •.•. 

· ·-:.-_:· ... _ 4. 'Management. S_pec ial Agent '-P~r.sonnel will be ad::iinist<fred, c~trolle.d , 

.·-:·: ·i>>>· and :·managed purs'tiant to .. the provisions of reference (a) and in co:npliance 

'._·: :~· :- · · with the Excep ted Civil Service system an<l Navy civilian p~rsonnel policy 

:·-:::·. ~~_::·.: · which is promulgated through tne FPM/ CM2-1I 's/NCPI 's. 
: ... . . · . . ·-. •:· 

.. . . . 5. Servicing Agreement. Each NISO ar,d NISEQ wi.l_l u t i lize a local 

·.':::·-'.-·.:·.:'·.· Consolidated Civilian Personnel Office (CCPO) (forrr:~rly CIRO) or other 

._. <· ·' : ·· servicing personnel• of £ice to obtain the· r2quired technical staffing 

)-:-·:···_··. ·_ ·-.. , ' serv.j,.ces incident to the conversion and continuing required personnel ·.,;~_ ~\'. < .. functions. In keeping with the policy set for tr. in C)l::11 25.0. 2t-?' · · 
:".. · ·. : ... .... 250-F. 5, a Servicing Agree.aent will b e execu teci be t w~en t h e Co:r:..~andini 

~-::.:·.\. -.. ~ __ , . .- Officer, :NISO, and the Director o f the servicing CCPO or appropri c1,te 

:/">:/.·_._. __ .- servicing personne l office.· Enclosure (2) is the NISHQ de sired .ri~~e.nd­

.-:.">:"."-:::_ ··.:·: ·. ment to any Servicing Agreement that will be ex~cutE:d. by the NISO 

.':_:<_. __ .'-'::-· ·: Commanding Officer. If more appropriate and convenic:mt , a special 

· .· ··:::'. ::-:·-' Servicing Agreement encompassing the contents ~£ er.closure (2) to 

:;·:-.:'.:·· ---~: meet local requirements may be drawn, but copies must be forwarded 

.. : .. ::_::_.,:/- : ·.: to DIRNIS (Code 09) and·- to OCMM for information. OCHM concurrence 

:')<<~ ... ~<.-~,. has be~n obtained 9n enclosure (2). 

:;:;;3;,/ 6.. CCPO· Support and Relationshio . . 

x::·· · a. Since a, ·CCPO will' be providing service and support to the )USO , 
·!'·. _.:. i 

., :,.:-,: .. -·. ;. . it may become necessary to provide the CCPO a degree of logistic support, 

~,-\= :/,:)~.- ._ This support may be in the form of Civil Service ceiling points and 

J;~ ~~j;J __ acco~panying funding. Logistic support to a CCPO ~s basically a ~atter 

;1~;:~ · of· negotiation between the CO, NISO and the Director, CCPO or other · 

::. !\ : .. ·.:-. .. · personnel servicing of ficc. Howeve r, since DIRNIS has overall respon­

; ; \: ·\ .; sibility for NIS manpower and dollar resources, any proposal for CCPO 

::_·:,.<::·~·<, ·. logistic support must be. forwarded for DIRi.'HS review and approval 

'.·( :< .-:: ~.,: __ ··_ before implementation . 
. \, , .... : ... 
'.\:,(<_:~(-·-:. . b. The Director, CCPO, upon execution of the Servicing Agreement, 

' .. -- ... - :io::: 

·_. ; ~· ... ·· : .. =,;. 
• : · _. _ _;·:·. J! 

·~ ... ~ 
·::). ~ ~ .. :~.~ 

, • . 

. , ·' 

·::'·:· .... _><::, ·· is responsible for providing effective staff s e rvices and becomes ·a 

':-.·r:. : . .. · consultant to the Commanding Office r in civilian personnel ;natte rs . .The :· -·- <. · i.1.;; 

j _:_:._:_\_'.'~_:_::,: . ..f:·.·_· Director, CCPO, when consult~d on NISO matters, is acting for the CO, 

NISO and will be responsive to the CO, NISO. The Commanding Officer 

=: .··._·:: ' retains final .resp·onsibility for the quality and direction of his · 

:/\:i . . ·, . _personnel program, _including timely and· accurate submission of all 

:-·~ : ~ · required reports (i.e., 12280 report). .· 
. . . . 
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7 • . · Position Dcscrirtions . OCH~·[ cl.::.ssificcl s::anc1o.r<l· .position descriptions 
, . ,,.. . covering all contr.:ict oill~ts -;-iow o-:cup:i.cd by Speci;!l A;;c1ts 

· ·. · forwarded to h CO ~·-so , '·'"' cove-,.. Ti: e Pcsi tion .. .. .. .. eo.c , .;i , un.:1er scparc:. ... ..:. 
·· ·:: :. '~·-· , _: may not be changed or amended without prior DIRNIS approval; 
:·_:, -~ _··.- ; .. ··Descriptions do not r~quire l ocal classifica:tion· revi~w. 
··. : • .. : t:_::. _. 
. ·- .. 

(<·· . .>;<"\ . .-~· 8.:. Appointment Action . 
. : :· .- ·. ·. 

'.;· __ .. ·, .. · ·. a. The contra ct . Special .<\gent personn~l . io1ill be appointed to posi.tions • 
... _:· ,:. _·: in the Excepted Service uader a uthority of Scheciule A - 213 . 3103(a) (1) · -..- '?7. i 
··_ :. ;--_ wh;i.ch covers positions assigned exclusively to lfaval Intelligence activities-,_ _,_=:._>·.p 
, .... : _" · (CMMI 213-C refers) . 

... ·.·· .. 
~ ... :: ... :· ·.- .: . . 

' · ... . · 

·; . . ··,'I. 

. · . 
. . 

... . .. .. :_ .. ... : 

b. The Excepted Appointment action must be initiated by the NISO 
forwarding an SF 52 (R2ques t' for Personr.~l Action) and an _SF 2"ffi ·(Request 
for 'Preliminary Employoent Data) to the servic ing CCPO , for ea~h -,'p_osition/ 

· :employee involv_ed. This is a mandatory first step action . 

) .. • .· ... ···· ... 
. . . . . ,.. ~ 

c. The fo_llowing specific guidanc e and ir.forrnation is f~rnis'hed: 

(1) SF-171 - each employee will be r equir ed to prepa=e one· for 
his 201 file which will be held by t he servicing personr.el offi~~ . 

. ·. -·· ·-~-
(2) SF-61 and ·sr, 61B - each e~?loyee will b~ r equired to execute 

.: the declaration o f a.ppointment/affidavits. The declaration -raay be 
. _:·., .: . adr.ii~istered either by t he CO or CCPO representativ_e. or other competer.t . ·-· .. 

.. ·.··. offi<;ial as authorized by NCPI 310. 7-6c. . -;:_ - -·. 
·: .-··. : · . 

:;-:;\_: ... ·::~-' . -~--- i 

._::,;: _(3) SF- 144 - each employee will need to exe{:ut~ a statement of 
:_ ._.,_-_; · :- , . prior Federal and milita.ry service. T'ne service computation date (SCD) 
:,,· · · .:-· · item 7 of SF-50, Notification of Personnel Action, will b e based on 
·:.-=/\ :~ ~:. creditable °Federal service as described in FPl1 Supplement 296-31. All 

):-·--;~_::-,,: -.. service as a contract Spec:Cal Agent is creditable . 

... . _ _. (4) · SF-15 Claim for veteran preference will: be completed by 
_ . · :: -_: · . applicable employees. 
. :-:- . _. ) . 

·· : ,·. 
·' . . . · 

. •, . : .· . .... 
. .. . . 

. , 

) ·.· ._· 
. . . 

. ·:·_ .:·· . .. 

· (5~ Individual Retirement Record (SF-2806) will have to be p r epared 
· for each agent locally by the CCPO . Each NISO will post and balance its 
currently held SF-2806's and r eport to NIS-32 the amount o f retirement 
deductions for CY 69 plus the cumulative total through 30 June 1969 in 

_accordance with NAVINVSERV INST 07000.2A . 

(6) Health Benefits Each NISO will prepare one (1) SF-2810 with 
the notation "MASS TRANSFER OUT". The SF-2810 wi ll be accompanied by a 
listing (original and three copies) of the employees involved in the · · 1 

transfer. The listing _will contain the full name, date of birth, carrier 's 

·' ' 

.··· ..... -::·:~- . ...... 
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·" .. , 
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. ... 

.°=':···.·.;·· . .;. :.· · . . control number ,:ind \ ).1:col l n;~~nt code of e.:1ch eraploy'-~...:: . The names should '· ··~-;ii·{ . : . . .. £ h . ,~r: jl', 

~. ·:_: -.\_. . .- .' be lis ted in alph ab c t.icc. l or<.li.:!r by c0clcs . 1'i1c o::i·zin.::..l copy o t e · _-._~ .':' :·~- <. ·.·, ,. _.·: . < ·. listing will b e .J t :och~d to th~ l.l"ijt''L:!".CA't'E copy of tl11.! SF- 2810 and fo rwarded,':'·i };'.. 
~:._:>> '.· :._ :.- . · .:·. to NISHQ, Code _3 2 . 1\.10 - copic.::; of t h~ l ist i ng will be at t.:iched t o t h e ... ' .. ·}ii!~·· 
·; ·/: ·<·. ·: · ·.·· TRIPLICATE copy o f the SF- 2310 .::i.r.<l forw . .irci_ed t o the ::.cqui r in;; payin g .. . :i· · ) ~ 
> ::·_.., .-.'-' ... . activity. • The QUADRlWLICJ\TE c o j)y \-Jill be re t ained with __ f_~e las.r copy of ·· .··,•.'jb 
)'.:::>\.:\::>.-., the listing at the NISO for r-ecord purposes . The SF- 2809 1 s ( e l<'lploying .:-\.,,'._C{,.;',.. 
. .. - .,· -·· office copy) on file at Headquarters wi l l be m.:.i led to t he NI SO 's at a : .:"· -.~.:jf 
:_i.~'_.i·:~_,/·.--~· ...... : later date with specific ins.tructions f or d~spositioa. USNAVINVSERVO _:;--:..;:\, , 
·:~ - :. ·. .... Europe, an exce ption, will notify t he indivi dua l carriers direct. · .. · ~~;!f 

.. . ····i,," ~ 

:··:·ii> :: .:._- · .. · .· (7) Sala ry Payments - Sal~ry payments for agents for the pay .:_-··:~~- ;r;t 
·. ·::·_.·?·r':: ·.-. '·.· :· ·period. beginning · 29 June through 12 July will be p rora t e d between 
:' :·· <:i..:: .;. ,! · s Fiscal Year 1969 and 1970. The agents · sala rie s for Monday, 30 June, 
·,:·. ":.·:_.>\.": will be paid separarely aad will be charged to SH .i03A. Effecti.ve 1 July, ;:·,: 

:::· : ... ·· ,. salaries will b e cha r ged to SH .1530. Withholding of Civ-iJ: ~ r~1ice Retire- .:.-~··"". • 
'., /:· :·:·.:,;--_-.· ment contributions and applicable taxes will be the only deduci:i ·ons made ·~ ·:: ,j'. 

.-_: -::)·.:, .? _-· ·· · .. · when making salary payneats for 30 June. Health Benefits and employees : :_-. ; ·,_; 
'..:.:_)/···:· : . life insurance must not be deducted frora this payment. They tti:ist be · : !/;-'"1 

;_/ : ./\/.: ··. ·.- deducted from the payroll ending 13 July 1969. · .. ::;·~/( 
. .. . . . · ;· ·. _:_ ., --~-·~ -.. ~--·. ·::· .. - . ; . . . . .. · . 

.._;: .\ :·;::: .. :,-. ... . (8) i-Jithholdin \'.! Statements - After final payment o f salaries has -~ · '·. 5 
.. :· ·;. ·._·:· '· .·.. been made, payroll cards will be balanced ~nd ir.d ividual tax ,:1ithh,olding • \ ~ 

I
·~.\. __ :·_;>.···.·.·~~.'.·-· .. _:·;·.·:.:_·_·._\ _··._·.-.. .- ·. statements will be issued. For Calenciar Year 1969, each agent will receive ·,.-~· 

_ two withholding statements. He will receive a withholding statenent for . . : . t~ :>-. ::: .. :'.·.: .. ·,\~: · the pe,r:i,od 1 January through 30 June from the office that is pres.ently 

?{\} : ...... · ~~~i~~/~: r~:~m 1 5~ui~0~t~::h ";i\::~:t:; :r~:c~~~ ;~~~~~l:~~~c: t;~~:::~ing ,, 
· .. ·· _.;-: ·: _··:: . . . his salary after the conversion·. Final tax reports for withholdings mac!e 
::.·:i\:/ .-:'::.:.':'?.· .. :_: under SH .103A are to be submitted to the Internal Revenue Service as soon 

';;;;:~>'.\::': as possi::: :::::y::::·:::::i::o:::::::shave F:::: ::::
1
::·:~ent Cashiers ' , 

·.: ... :·.~, ... =·.>.:·:-,· >.:.: . -.::.· ···,:· in non-symbol checkin.g accounts will be reduced to the r:iiaimum required for >" 
operation. Funds held in non-symbol checking accounts should not exceed ·., .. . :~ 

·· -~.,) / .\--.: .. · ·. · two weeks requirement. Replenishment from Disbursing Officers should be :. · ::: 
. - - .•• .. ' , 
· · · ;:_: · .. ~ . : ·. · s,cheduled on a bi-weekly basis. A report of· funds maintained in non- ·. · . 
. -.. ,!:::·_:·· . ··: ··i··. symbol .checking accounts must be .submitted, not later than 10, July, to 

NISHQ (Code 32) indicating the amount of funds retained in the non-symbol . ·-:- •·'.:­
checking account. ,·:· · • - ' 

· . . = . . > ·. 
~. . ., . . . 

.... · .. ~. : ... 
. :): ~ : -~ . ' . .. , 

/··;;( -.. j: · .. 
- ~ f • • • 

. ·. -,}·;->·. 
.. . .... .. . 
i:;,_; ., ' . 
) . ·-:-: .. 
' • 

.... ·, 

.· .' ~ ., . . .. . 
, . . · ":. 

(10) Physical .Examination - new appointment physicals on SF-78 
should not be necessary. Provide the CCPO _or the servicing personnel 
office the last physical examination, if available, for maintenance in­

·accordance with the instructions in FPM 293. Upon request, NIS-31-will 
forward any physical examination report not · available in the NISO.· --~-:. 

• J •• ~ _,.\ 

. ~ ... 

.. 
. .. 4 

-· : . : 
,',•:, 



.k..}:;.P .t<UU1..H . .: .l::. l) ·<A'.l' -6UV t t<NM.t:.. 1 1 

.. 
& \ • I '\ ,: • : 

•-•. I -·,;·--. :;·, . . -.. 
... . 

~·. ·. _. " · .. .. 
~ ,. . . . ,, .. . . .. 

• ~ • ._,, .... v. 

: .. ! 

. -~ ' 

s 

- • ., .J 

NISNOTE 1 2340 
2 June 1969 

(11) Leave Records - Audit and balance and furnish SF-1150 

(Record of Leave Data Transferred) to the CCPO for proper individual 

crediting. 

(12) Overtime Pay Reference (b) refers. 

.. . . ,._ .,,. ~ 

.. : :._ .:/r:.1~ ' 
- • ., , ~,y 

,. • ' '- .-->~. 

..'.. ->/1" . -~ ·-;.~~ 
J. ,· 

. '. 'I.&~· 

(13) Trans·fers Any transfe r ord_ers, unexecuted or not completed :-].; 

by · ). July 1969, may requir'e amendment to ·Show new .Civil Service stat us. , - -:-~1t 
Furnish NIS-31 infor~ation on _ any individual situati9n, for guidance and·~ - ··:·:' A 

instruction, · in which problems are encountered. Beginaing 1 July 1969, :;'._.}:)., 

.. . all PCS · tra~sfers must be coordinated with the servicing CCPO to insure ~- f'- 0

;,i-;. 

· that . the employee's personnel records and p ay are transferred; · ifotifi- ·; '.1::,' 
.. cation to a CC~O of. an employee PCS is normally done by an "SF-52" en- ·.,.·:·.;-~" 

·closing a ·copy of the transfer orders. NISO' s, wherein. t:h.ft~- are ·agents ·. "": ·:_.~ 

currently holding PCS orders, must insure proper personnel actio.ns are _ :_.'.., 
- . ~- ·.: -~. 

taken incident to the conversion. ·· _· . . ' ; 

(14) Background Inves tigation Files Forward to NIS-34 for 

inclusion in the Special Control Files. Copies of ROI's should not be 

retained. 

(15) Contract Employee Personnel.Files 

~riginal which will be retained pel:Illanently. 
Destroy. 

(16) Contracts - Prepare and forward 

contract document, in letter forin~ signed by 

Officer, which states: 

to NISHQ a terminating 
the agent and Commanding 

_._. :· : ·.• ·.: . . :- ·..::.: ~. 

"Contract dated _________ , executed between 

(Agent Name) and t ·he Director, Naval 

Investigative Service, is_ terminated at close of . 
business on 30 June 1969, by mutual agree~ent, 

incident to (Agent Name) Appointment to 

Civil Service Schedule A Excepted Position." 

... · 
Signature 
(Agent's Name) (Date) 

.. (Name) CO, NISO __ -'------ (Date) 
For the Director, NAVINVSERV 

_(17) SF-176 
Coverage). 

., .(Election, Declination or Waiver of Life 

r 

-~- r,- SF-1152 - (Designation of Beneficiary, Vnpaid Compensation 

of Deceased Employee) ~ .. 

· 5 
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& 

_System) 

·1,,,-;aa 

SF-280~ - (Designation of Beneficiary, CSC Retirement 

SF-54 - · (D2signatio~ of 3~nef~ciary for F~G1I) 
These forms, . if h2ld by x:s-31, will be forwarde:~ to the 

applicable NISO 's for forwardin ~· to' t he CC?O or servicing pers.9nnel 
office . for pr~per disposition a~d/or inclusion in t~e i~divid~tl 201 
(Personnel) ·file to avoid duplication . of effort. 

(18) CSC Allowance. The Civil Serv:i.cc allowance> or poi_nt 
ceiling allocated to each NISO, will be ~utomatically increased by 
the number of contract employe.es on-board on 1 July 1969. Each CO 

.· -~, 
.r# . : ,,; 

..... r., 
> 

• • ... I 

: ... ; -'. : ;I. 

... ·, ·. ~;~ 
. ·.· , .,:5 1 
I _.,,_ ~ . . \• s. 
-=-- ·~· r-i~,f~ 

/ ~ .. 
' . ) .... 

r , •• ),~1 
.. A 

.. ~ p . 

r .... . 
, .. _··. · _:will insure that the 12280 report to OCMM is accurately and prorr.ptly 

·· .. ·, ·. <_·· · changed.. Any questions regarding agent on-board vs agent allowance 
· ·· · strength figures will be referred to NIS-09 for resolution. 
· .. .. 

... -··· 
. · / 

• ·-i;=.., '. -
·(19) Longevity Dates - Dates for in-step pay increase~ and 

advancement qualification attained while in contr&c~ status remain 

. . : .. 

, .. 
. ' 

:: ·•:- . ::·: effective upo_n conversion to Civil Service. 
. . ~ .. 

. ... . . ~ 
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(20) New Hires - those agent personnel (1810 Series) employed 
subsequent to 1 July 1969 should ordinarily be brought on board o~ the 
Monday following the be.ginning of a pay period . 

(21) PUD System - to avoid loss of investigative manhour data, 
pending computer reprogramming, all Special Agent/GS-1810 Series 
perso~n~:J_ will report themselves ·as 11Contract" _personne.l. Those 
GS-1810 personnel who have heretofore reported under the "GS-7 and 

. up" identifitation ·will now also report as "Contract". 

(22) Form W-4 - (Employee's Withholding Exemption Certificate) 
will need to -be prepared by each e~ployee. 

.., .. .. . .. . 

' ... _. \ .. 
: . . ~· 
· .. ·. 
- ..co: 

: _. .. 1 
:·,, 

.c • • •. · .. :: 
(23) Pav Ofiice - establi~h contact with the local ~inance office . ~ 

which will provicie the p_ayroll servicing and ap?rise that activity of the · ·. 
date of conversion and annual pre.mium pay autho~ization as discussed in 
·reference (b). Of spec.ia.1· :i,nterest to the paying office. will be iter..s 
enumerated in Paragraph 8.c ;(6), (7), (8) and (9), above. 

. . 
· ·. ·:. (24) Sta tements of E1:mloyi;-:cnt and · Ffr,ancial Interests (DD Form 1555) . 

for positions of GS-13 and above are not required. The Director, NIS, has. ~· 
reviewed the duties and responsibilities o_f the Special Agents against -if· 

t~e criteria set forth in Paragra?h XV of DOD-Directive 5500.7 · of 8 August ·~: 
1967 and has det~rmined the Special Agents do not fall within the provisionsi 

.However, the Standards of Conduct for government em?loyees set forth 
DOD Directive and S·ECNAV Instruction 5370. 2E of 29 November 1967 are 
be .brought to tbe · attention of all personnel. 
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(25) E. 0. 10450 Certification - The requirerr.;nts for government 

employment under E.O. 10450 have been rn~t by NAVINVSERV. A., up-co-date 

National Agency Check and :(full field) Bc1ckground Investigation have 

been completed on all Special Agent personnel. The Civil Service 

: , ·. ··:· Commission Investigations Division, Washington, D. C. has advi~ed 

- . NISHQ that all that is required incident to the convers_~~ is ~ 

preparation and submission of au SF-79 on each Special Agent; t his 

action will be accomplished by NIS~21 . The need to provide a certi­

fication to the CCPO or servicing CPO and the· completion of SF' s 86 AwD 

87, as specified in FPM Chapter 736, are not' required. 

. . d. The CCPO will tak~ _the necessary action to effect the appointmen~ 

"··· . with salary based on the hi°ghest previous rate earned as a Special Agent 

:_-.: :··._· .. . '. • -· or· during other ·Federal ernploy~1ent. Those completed forms and certi-

.. , · -·~· ' fications dis.cussed in Paragraph 8. c., above, will be provided the CCPO ... . 

.. · .. • 

·-. . . 

.. . . . . .. .. . 

..... 
. ·.· . 

'.. .. 

as necessary and required. . ·. · 'i?~.' -
: : . :. r 
. .. .: ... ...,,, . . . -
.... ; 

9. CCPO. Only one CCPO should be utilized, if_possible, to p~ovide 

service and support for each NISO-HQ and its associated NISRA' s and 
• 

NI$SU's, as a means of facilitating control, uniformity, and continuity • 
·7 

10 . . NISO Record Keeping. The NISO need not and shall not keep a · duplicate · .. :: ,, 

201 personnel jacket on the individu·a1 ·employees. A temporary:file is · ~., ·.· 

authorized for the convenience of the Com..-nanding Officer, f or ·retention 

of copies of AER's and other documents of interest. The file is to be 

destroyed upon the resignation or transfer of the individual, provided 

none of'the documents are required ' for the official personnel folder 

maintained by the CCPO or CPO. 

11. NIS Personnel Data Card (PMS) . The PMS card will be the only compre­

hensive personnel data record the NISO will hold on the agent. It is im­

perative that any change (on all employees) be ·promptly and accurately 

submitted as required by existing instructions. The immediate submission of 

.PMS entry data ·on new hires cannot be too .strongly stressed . It ~s equally 

important that ·all pay actions (promotions and in-grades) and dates of 

reporting on board and transfer be reported; these latter are essential for 

required personnel and budget matters at the Washington, D. C. level. Re- · 

garding the resignation or transfer of an employee, see Sectioti ·4-0208-2.c; 

NIS-1, Page IV-2-22. 

12. Cancellation. This Notice is cancelled ·on 31 December "l969. 

Distribution: (See NAVINVSERVINST 5605.lA) 

Lists I, II, and III 
Copy to: 
OCMM (Code 07) - 50 cys 

. NAVINTCOM (Nrc.:..1) - 3 cya . 
; 
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