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v

Vi Subj:  Appointments of Special Agents to Schecule A Excepted

2 .y DPogitions i .

Eﬂﬂﬁl,pRef:_.;(a) NAVINVSERV INST 12300.2; Civilian Ssecial Agent
RS i Personnel Management System . a
o P " (b) NAVINYSERV INST 12340.2; Overtime and Premium 2ay’ -

uﬂ{#ﬁj:  (¢) NAVINVSERV NOTE 12300 Ser 2483 of 24 Rpr 69, s/s

5 . _Bacl: {l1) Copy of OCMM ltr OCMM 07, w/O enclosure oF 2 May 69 .- 48
iy (2) Amencdment tO personnel Staff Services Agreemenc : - -

-~ 1. Purpose. To promulgzate guidance and proceaure for The:

.ﬂﬁfxgi-Appointment of contract (Svecial Agent) employees o Cival feh

£ * Service Schedule A Excepted Positions (GS-1810-0). R
S~ ‘ ‘ e | . Rt
i(:>n,;2. Discussion. ' g _ o | ,c;@lﬁyk;
i o T - W Addressees have oreviously been advised that the '}3;§W¢‘
;35Qfﬁj?civiliqnfcontract Special Agents, as the  resulc 6& -8 Program  ;5;w;5
St - Budget Decision, must Dbe converted to Civil Service Scrhedule - Titiig

s.xeis” A positions on 1 July 1560. Since a2 change in the means cZI

og A" " .
I- -.-l". l."

L it m i funding salakies (SH .1030 to SH .1530) will occur on l.July,':ifq ?

770l o0 the.conversion must be effective as of that date. It is thus " " g
»o oo essential that all required preparations and actions be RS
#7747 accomplished as early as possible. : ot AT
Y | ' .

PP b. Enclosure (1) is a copy of a lettexr that Wss forwarded . vie

ipee-. by OCMM to the various ROCMM's and by time of receipt Of this - <
v Notice, each NISO <hould have been informally contacted by the | =iis

007 Y.. ROCMM and the local Consolidated Civillan Personnel OIIice

~Es s 0. (CCPO) or other personnel servicing office whicn will:-provide
gﬁf{yﬁ3-personnel service and support. To assist each NISO Commanding =
s -~ Officer, the guidance below is proviaed. .o

6= . 3, Policy, All problems in interpretation and/or imple- - f?xQ}
=5 &5 mentation of policy between the NISO and the CCPO that cannot i i:¥
" bpe resolved locally will pe referred to DIRNIS (Code 09).° - The i
it matter will ‘be reviewed and coordinatced with OCMM. Response * ' i

o and guidance. will be curnished the NISO and, i1if appropriate,. |
e .o DY OCMM: €O the ROCMM-CCPO. The Federal Personnel Manual  (FPM), ' &¥
O " * Civilian Manpower Management Instruction (CMMI) effective

E .-



'Vfi;_ﬁf Director, CCPO, when consulted on NISO matters, is acting for the CO,

. NISNOTE 12340

.~ . - Commanding Officer. If more appropriate and convenient, a special
‘meet local requirements may be drawn, but copies must be forwarded

'f_to DIRNIS (Code 09) and to OCMM for information. OCMM concurrence
.. has been obtained on enclosure (2).

7. 6. CCPO- Support and Relationship.

f323=logistic support must be forwarded for DIRNIS review and approval
“. before implementation. '

2 45 responsible for providing effective staff services and bacomes a

" retains final responsibility for the quality and direction of his - ;.’;55;
~ personnel program, including timely and accurate submissiom of all .~ g
required reports (i.e., 12280 report). i |
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portions oi Navy Civiilan 1'{.:1":;;01‘1.1:;:-1.-ILISEI‘UCEJ'.OHS (NCP2?Z) and YCICTENCES
] ' . 3 : P - <

(a), (b), and (c) are the epplicable policy sourcos. For purposes Oor

this conversion, ONI Instruction 3820.71 (Manual ror Administration of

5_ _Agents) 1S not applicable, " ;

) .

. s I - .‘ . ‘ -“‘*-; e, Y
4. Management. Special Agent Personnel will be administéred, cpntrolled,

- and:managed pursuant to the provisions of reiference (a) and in compliance

with the Excepted Civil Service system and Navy civilian paersonnel policy

-\ which is promulgated through the FPM/CMMI's/NCPI's.

>. Servicing Agreement. Each NISO and NISHQ will atilize a lecal
Consolidated Civilian Personnel Office (CCPO) (formerly CIRO) or other

" servicing personnel‘office to obtain the required technical staifing

services incident to the conversion and continuing requirca pcrsonnel

- functions. In keeping with the policy set forth in CMMI 250.2=0° e
0 @a-F .o, a Servicing Agreement will be executed between the Commancing .- -;;;g%
‘. * Officer, ‘NISO, and the Director of the servicing CCPO or appropriate NERE na ffg;%
* servicing personnel office. Enclosure (2) is the NISHQ desired Amend—- - .‘. ,1?32
.“% - ment to any Servicing Agrecment that will be executec oy the NISO | T

Servicing Acreement encompassing the contents of enclosure (2J EB

\ L]

a. Since a CCPO will be providing service and suppert to the NISO, ”:”3;%3

it may become necessary to provide the CCPO a degree of logistic support, R 7

- This support may be in the form of Civil Service ceilingz points and fi.fﬁ?ﬁ
.ﬁﬁj_accompanying funding. Logistic support to a CCPO is basically a matter _;.igfigg
< of negotiation between the CO, NISO and the Director, CCPO o ather . 0 T AN
- personnel servicing office. However, since DIRNIS has overall respon= y S

sibility for NIS manpower and dollar resources, any proposal for CCPO

b.  The Director, CCPO, upon execution of the Servicing Agréément,
consultant to the Commanding Officer in civilian personnel nmatters. JThe.

NISO and will be responsive to the CO, NISO. The Commanding Officer
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. 7.. Position DNescriptions. OCMM cicssified standard position descriptions

. covering all contract billets now occupicd by Special Agcants will pe _
... . forwarded to each CO, NiSO, under separate cover. Tiie Position Descriptioms
v may not be changed or amended without prior DIRNIS approval; the. Position- °

o+« Descriptions do not require local classification review.

L] l: ‘l L]

'7;;:{f'8;- Appointment Action.

S i,
4

i a. The contract Special Agent personnel;will be appointed to positiomns - .
.'+» .in the Excepted Service uader authority of Schedule A - 213.3108(a) (1) Y
. . which covers positions assigned exclusively to Kaval Intelligence activities. "o
(CMMI 213-C refer;). 2 h

IV v b. The Excepted Appointment action must be initiated by the NISO -+ - 3O
) forwarding an ST 52 (Raquest for Personnel Action) and an,SF;%§=(Request | '7
for Preliminary Employment Data) to the servicing CCPO, for each:position/ =
employee involved. This is a mandatory first step actioa. : o 4.i}$.
: i R -
c. The following specific guidance and information is furaished: .'.:J;

_ (1) SF-171 - each employee will be reauired to nrepare one for .
::>‘+" his 201 file which will be held by the servicing persounnel oifice.

B ol (2) SF-61 and ST 61B - each employee will be required to execute
Zf;%‘: “the declaration of “appointment/affidavits. The declaration may be :
g ng'*'admipistered either by the CO or CCPO representative or other competernt .
.= gfficial as authorized by NCPI 310.7-6c. o

&y (3) SF-144 - ezch employee will need to execute a statement of
. prior Federal and military service. The service computation date (SCD) for
item 7 of SF-50, Notification of Personnel Action, will be based on
creditable Federal service as described in FPM Supplement 296-31. All
-... sexrvice as a contract Special Agent is creditable.

R £
T

e (4) SF-15 - Claim for veteran prerference will: be cdmpléted by ' f}iﬁﬂ

. applicable employees. T .3 };
"Rl Ei g &
A . (5) Individual Retirement Record (SF-2806) will have to be prepared ”%
.+ for each agent locally by the CCPO. Each NISO will post and balance its B
- currently held SF-2806's and report to NIS-32 the amount of retirement ‘ii
deductions for CY 69 plus the cumulative total through 30 June 1969 in }i;
‘accordance with NAVINVSERV INST 07000.2A. g§§

(6) Health Benefits = Each NISO will prepare one (1) SF-2810 with '3&2

the notation "MASS TRANSFER OUT". The SF-2810 will be accompanied by a . 15%;

- 1listing (original and three copies) of the employees involved in the- Ry :i
transfer. The listing will contain the full name, date of bixth, carrier's &{

& i
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h G BN control number and enrollment code of each employec. The names should
h'{;fﬁf.,j be listed in alphabetical order Ly coedes. 71he ovizinal copy of the
Qf'ﬁif . listing will be attachad to the DUPLICATE copy of the 5F-2010 and forwarded
;%ﬁjﬂf;y ‘A 8o NLSHQ, Code 32, Two-copies of " the listing will be attached to the R
j‘}j'f_* - TRIPLICATE c0py of the SF-2810 ard forwarded to the acquiring paying

Sk activity. ' UADRUPLICATE copy will be retained with _the last copy of - e,
s the listing at the NISO for record purposes. The SF-2809's (employlng_'ﬁ,uﬂhqh,_
Fh e s - office copy) on file at Headquarters will be mailed to the NISO's at a - %iisug
5¥;fﬁﬁ .. later date with specific instructions for disposition. USNAVINVSERVO gqgii_ﬁf
{fﬁj?{_ --' Europe, an exception, will notify the individual carriers direct. - AR
: £
-i,;h-.- . (7) Salary Payments - Salary payments rfor agents for the pay ffw -
-.f;;}ffﬁfff'period_beginning"29 June through 12 July will be prorated between ;%2:1;
TRt oG- Fiscal Year 1969 and 1970. The agents salaries for Monday, 30 June, B2

w27+ .#% - Willl be paid separately and will be charged to SH .103A. Effective 1 July,JJL
- “T}?Lg;?ﬁ salaries will be charged to SH .1530. Withholding o Civa: %erv1ce Retire=. =
.0 ment contributions and applicable taxes will be the only deductions made _*i;ff'

'i;j{gﬁf .- wWhen making salary paymeats for 30 June. Health Benefits and employees ;j?ﬂ
:ﬂﬁfﬁ“:;rj"life insurance must not be deducted from this payment. They must be -
i 0 deducted from the payroll ending 13 July 1969. | AT
uf;;j;:{}ﬂ" (8) Withholdirne Statements — After final payment of salaries nas
rfﬂg;f“aj been made, payroll cards will be balanced and individual taX'W1thholdrng o
;;Q[ﬂﬂjﬁ-}; statements will be issued. For Calendar Year 1969, each agent will receive %:“,
*?ﬁf}f@fiﬁn two withholding statements. He will receive a withholding statement for :4£}§§f
Sinwien 7 the period 1 January through 30 June from the office that is preseatly e
Swrnso 7oL paying Him from SH .103A and will receive a second withholding statement - 2? 9:

w0 for the period 1 July through 31 December from the fiscal office processxngdu*{r

3 - . . hils salary after the conversion. Final tax reports for withholdings made 4%
ges = - wupnder SH .103A are to be submitted to the Internal Revenue Service as soon e

277 it : as possible after conversion procedures have been finalized. o
e e (9) Non-Symbol Checking Accounts = Funds held by Agent Cashiers .- 43
o P DAL )
rs 2z 0 55 An non~symbol checking accounts will be reduced to the minimum required fo T el
&i = : . operation, Funds held in non-symbol checking accounts should not exceed f_ﬁﬁﬁﬁ
Ay two weeks requirement. Replenishment from Disbursing Officers should be .: - 8%

- " ; N { R 4

-Tdfﬁq .~ scheduled on a bi-weekly basis. A report of funds maintained in non-

et symbol checking accounts must be submitted, not later than 10:July, to
;gﬁi}ﬁ i NISHQ (Code 32) 1nd1catlng the amount of runds retained in the now—symbol
£ S checking account. :

i*
e
o

F - pr = 5 ".; .
s S

;fﬁ;ﬂif_' ' (10) Physical Examination - new appointment physicals on SF-78

"4+, should not be necessary. Provide the CCPO or the servicing personnel RO |
a: ...  office the last physical examination, if available, for maintenance in - &R
w2z . caccordance with the instructions in FPM 293. Upon request, NIS-31 will . &

A forward any phy31cal examinatlon report not avallable in the'VISO. * AR fg

- B N | o & .




.-crediting.

-:that,the employee's personnel records and pay are transferred: ' Notifi- " 7i3R
" cation to a CCPO of-an employee PCS is normally done by an "SF-52" en- B2

retained.

REPRODUCHED A1l GUVEERKNMENL LAc s

"'. I .mﬂ
L]

NISNOTE 12340 . . . .2

2 June 1969 P

(11) Leave Records — Audit and balance and furnish Sr-1150
(Record of Leave Data Transferred) to the CCPO for proper_individgal

(12) Overtime Pay - Reference (b) refers; . .

5 o [ " -
Y wol

e A%

N T
q
0
’

(13) Transfers - Any transfer orders, unexecuted or not completed -
by 1 July 1969, may require amendment to 'Show new Civil Service status. . <&
Furnish NIS-31 information on any individual situation, for guidance and. 7
instruction, in which problems are encountered. Beginaning 1 July 1969, ’;ﬂiﬁ
all PCS transfers must be coordinated with the servicing CCPO to insure A

Yy |

closing a copy of the transfer orders. NISO's, wherein. thgfe are agents
currently holding PCS orders, must 1lnsure proper personnel actions are

taken incident to the conversion. - _ L e

(14) Background Investigation Files — Forward to NIS-34 for

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

(15) Contract Employee Personnel Files - Destroy. ‘NiSHQ"holds fif:;

original which will be retained permanently.

~+ - (16) Contracts — Prepare and forward to NISHQ a terminating
contract document, in letter form, signed by the agent and Commanding

Officer, which states:

"Contract dated ' , executed between
(Agent Name) and the Director, Naval
Investigative Service, is terminated at close of .
- business on 30 June 1969, by mutual agreement,

incident to (Agent Name) Appointment to
Civil Service Schedule A Excepted Position." .

Signature ik

Y ' " (Agent's Name) (Date) A0 2 ;jg

. (Name) CO, NISO | (Date) ; ;Q;E

| . For the Director, NAVINVSERV | N

S A o RSN . . e _T:';t )
(17) SF-176  (Electiom, Declination or Waiver of Life Insuranceﬂéﬁf

Coverage). ' | | Wi A

| TR

| ; W . -._*1-1"

, SF-1152 - (Designation of Beneficiary, Unpaid Compensation Zifﬁ

of Deceased Employee) . ' 4 ._ el S o




= w2

;. ' veference [(b). 0Of speciél interest to the vaying oiffice will be items

However, the Standards of Conduct for government employees set forth in this ¢
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4 Ay . f' | ;:_:1
SF-2808 - (Desiznation of Beneficiary, CSC Retirement | ;iuqﬁﬁ

- Systenm) . - i ' e
SF-54 - (Dub ipnation of Beneficiary for FEGLI) <

These forms, if held by NiS-31l, will be Lorwa?ded to the .. =& 1_2

applicable NISO's for forwarding to' the CCPO or servicing persgn e e gfﬁiﬁ
office. for proper disposition and/or inclusion in tae 1nd1vxaéd1 201 o @Ef
(Personnel) file to avoid duplication of effort. RERTCL.

(18) CSC Allowance — The Civil Service allowance, or point 3§
ceilinz allocated to each NISO, will be zutomatically increased oy éﬁ
the number of contract employees on-board on 1 July 1969. Each CO 7

-*will insure that the 12280 report to OCMM is accurately and promptly i
changed. Any questions regarding agent on-board vs agent allowance Shel:
strength figures will be referred to NIS~09 for Tresolufiom. |

.I.i:“r ‘l ‘

(19) Longevity Dates - Dates for in-step pay increases anc
advancement qualification attained while in contract status remain
effective upon conversion to Civil Service,

(20) New Hires - those zzent personnel (1810 Series) employed
subsequent to 1 July 1969 should ordinarily be brought on board on the 538
Monday following the beginning of a pay period. ¥ __- 3;£3

(21) PUD System = to avoid loss of investigative manhour data, 3-Hf€€§
pending computer reprogramming, all Special Agent/GS-1810 Series fﬁ?fﬁg
personnel will report themselves ‘as "Contract" personnal. Those k. j&;
GS-1810 personnel who have heretofore reported under the '"GS-=7 and e

‘up" didentifitation will now also report as 'CeontraekE | A

(22) Form W-4 - (Employee's Withholding Exemption Certificate) __:{
will need to -be prepared by each employee. R

(23) Pay Office — establish contact with the local finance office .2

which will provide the payroll servicing and apprise that activity of the
date of conversion and annual premium pay authorization as discussed in

enunmerated in Paragraph 8.¢.(6), (7)., (8) ana (9), ahave.

(24) Statements of Emnloyment and Financial Interests (DD Fovn|1555)"-
for positions of GS-13 and above are not required. The Director, NIS, has (i ¥

reviewed the duties and responsibilities of the Special Agents agalnst A
the criteria set forth in Paragraph XV of DOD .-Directive 5500.7 ' of 8 August jg%
=

1967 and has detgrmined the Special Agents do not fall within the prov181ons“

DOD Dlrectlve and SECNAV Instruction 5370.2E of 29‘November 1567 axe.to ~ﬂf§§
be brought to the attention of all personnel. i . 2 R
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(25) E.O. 10450 Certification = The requirem2nts for governmﬁnt

employment under E.O. 10450 have been met by NAVINVSERV. An up~-to—-date
National Agency Check and (full field) Background Investigation have
been completed on all Special Agent personnel. The Civil Service
Commission Investigations Division, Washington, D. C. has advised

NISHQ that all that is required incident toO the conversion is the
preparation and submission of an SF-79 on each Special Agent; this
action will be accomplished by NIS-21. The need to provide a certi-
f{cation to the CCPO or servicing CPO and the completion of SF's 86 AvD

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

d. The CCPO will take the necessary action to effect the appointmen;”':'
with salary based on the highest previous rate earned as a Special Agent

.. :* _or during other Federal employment. Those completed forms and certi- ' ff[&f

o 4 )

fications discussed in Paragraph 8.c., above, will be provided the CCPO
as necessary and required. . i +'-"§ii.

9. CCPO. Only one CCPO should be utilized, if possible, to prowide
service and support for each NISO-HQ and its associated NISRA's and
NISSU's, as a means of facilitating control, uniformity, and coantinuity.

. 10. NISO Record Kee ine. The NISO need not and shall not keep a'duplicatefffiﬂ
* 201 personnel jacket on the individual employees. A temporary.file is . - LIS

" authorized for the convenience of the Commanding Officer, for ‘'retention
of copies of AER's and other documents of interest. The file is to be
destroyed upon the resignation oY transfer of the individual, provided
none of the documents are required for the official personnel folder

maintained by the CCPO or CPO.

1;.' §

L

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 1im-
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 is equally
important that ‘all pay actions (promotions and in-grades) and dates of e
reporting on board and transfer be reported; these latter are essential for 3§
required personnel and budget matters at the Washington, D. C. level. B~ ‘ii
garding the resignation 0T transfer of an employee, see Section 4-0208-2.c. ° .
NIS-1, Page IV-2-22. ' - |

17 . Cancellation. This Notice 1s cancelled on 31 December 1969.

’ Ep bt

Distribution: (See NAVINVSERVINST 5605.1A) S
| °  E. G. RIFENBURGH o ea g

tiacs 1. 13, avad L&l |
Copy to: | | 5 e P
OCMM (Code 07) - 50 cys g | | b SRR
_NAVINTCOM_(NIC-&-I) - 3 ¢cys, o - | , _
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