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SECTION 304  SHORTCUT PROCEDURES

1.  Purpose.  To provide procedures regarding shortcut methods.

2.  Policy.  The use of shortcut methods is encouraged.  When changes to duties and responsibilities do not require a complete rewrite of the PD/JD, shortcut procedures such as the following can be used to reduce paperwork and increase timeliness of classification actions.

3.  Discussion
    a.  Amendment.  When the major duties of a position have undergone changes that are material but not sufficient to warrant a complete rewriting of the description, the changes should be treated as an amendment.  Amendments are accomplished by preparing a SF 52 and an Optional Form 8 with an attached statement indicating what should be deleted from the basic PD/JD and what should be added.  A PD/JD may be amended only twice after which it must be rewritten.  An amendment should not exceed one page.

    b.  Pen-and-Ink Changes.  Minor changes to duties and changes in nomenclature may be made by pen-and-ink changes.  Such changes will be submitted by memorandum to the CNR HRO Personnel Advisor.

    c.  Identical-Additional (IA) Positions.  IA positions are additional positions with duties and responsibilities identical to an existing position, in the same organization within the activity.  Submit a SF 52 requesting the establishment of the IA under “Action Requested” and identify the basic PD number.  A new Optional Form 8 is not required.  Example, identical trade positions, identical clerical positions.

    d.  Statement of Difference (SOD).  When a position differs in only a few aspects from an existing PD, and describing only the differences is easier than writing a complete PD/JD, a SOD is appropriate.  The establishment of a SOD is accomplished by SF 52 and an Optional Form 8 with an attached statement describing only these differences.  Example, trainee or developmental positions.

    e.  Standardized and Checklist Position Descriptions.  Use this method if the command or the human resources office develops descriptions of certain positions that operate identically or similarly throughout the command.  Example, program oriented positions such as summer student employment and worker trainee positions.   
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