STANDARD CORE PERSONNEL DOCUMENT                                                                             Number:  9G116

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G116

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
O37A
TARGET GRADE:
04
FLSA:
Non-Exempt
JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________
CLASSIFICATION:  Voucher Examiner, GS-0540-04

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
BCB1FA

Voucher Examiner/Travel
2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 01/15/98

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To prepare, examine, compute, and/or process vouchers, and ensure allowability of charges including payment of travel and supplemental benefits, performed by military and civilian personnel, and shipment/storage of household goods (HHG).
The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:








%
Critical



Examines, computes, and/or processes vouchers.  Examines and verifies for adequacy, legality, propriety, and completeness a full range of vouchers and documentation for travel and travel related expenses and shipment/storage of household goods.  Vouchers typically include expenses for permanent change of station with real estate, personal transportation, and shipment and/or storage of household goods.  Inputs vouchers into the automated system and computes travel entitlements such as per diem, transportation, and other reimbursable expenses based on governing directives; refers special and irresolvable cases to appropriate level for resolution.  Consistently refers to files, records, reports, orders, and other sources to develop accurate factual information as well as verifies proper authorizing signatures and ensures propriety of fund usage.  Allocates costs within the accounting appropriation.  Computes individual tax withholding and records accounting data into the system.  May be required to manually print and issue W-2 and/or 1099 forms in an emergency.  Processes corrections, paid, or disapproved actions to automated systems.
STANDARDS:
A.  Routinely examines, verifies, computes, and processes vouchers in a proper manner ensuring accuracy and completeness.  

B.  In most cases accurately confirms factual information in documents and identifies errors. 

C.  With few exceptions, properly enters and/or reviews data in automated system(s) as required.

KSA:  1, 2, 3, 4, 5, 6
__________________________________________________________________________________________________
DUTY 2:








%
Critical



Provides customer service in person, by telephone, and completes correspondence (e.g., answers written inquiries, writes collection letters to obtain missing information, etc.) related to travel claims and the shipment/storage of household goods.  Prepares computations regarding the shipment of HHG.  Explains why an expense is not allowed and prepares standard acknowledgments and follows-up on payments, claims, and recoupment letters.

STANDARDS:
A.  Almost always accurately answers questions concerning travel and HHG related claims.

B.  With few exceptions, effectively assists customers in preparation of travel orders.  

KSA:  1, 2, 3, 4, 5, 6
__________________________________________________________________________________________________
DUTY 3:








%
Critical


Maintains travel files/records and produces reports or summarizes information related to vouchers and supporting documents.  Reviews files for pending vouchers or irregularities such as duplicate payments, erroneous claims, or undocumented charges.  Records and reconciles receipt or acceptance transactions from electronic interfaces.  Updates records for use in a variety of travel-related reports.

STANDARDS:
A.  With few exceptions, accurately establishes and maintains a variety of files and records related to travel transactions.

B.  Routinely updates records and compiles information for various reports in an appropriate manner.

KSA:  1, 3, 4, 5
__________________________________________________________________________________________________
DUTY 4:








%
Critical



Studies and applies regulations, requirements, and procedures.  Studies and applies standardized instructions; decisions of the Comptroller General (CG) of the United States; Joint Federal Travel Regulations Vol 1; Joint Travel Regulations Vol 2; DoD FMR 7000.14-R, Volume 9; various agency designated supplements; and office instructions.  Determines if entitlements are valid and allowable.

STANDARDS:

A.  Almost always accurately determines allowability of expenses.

B.  With few exceptions, promptly ensures validity of travel funds.  

KSA:  1, 3, 4 __________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of procedures and rules concerning payment of government claims (e.g., travel and household goods); and financial and accounting processes and procedures.

2.  Skill in performing arithmetic computations.

3.  Ability to interpret and apply regulations and procedures related to voucher examining.  

4.  Ability to gather, analyze, and present facts.

5.  Ability to communicate effectively, both orally and in writing.

6.  Ability to operate a calculator.  
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Knowledge of a body of standardized rules, instructions, and regulations to determine allowability of charges, entitlements, and correct procedural course of action.  Skill to examine, compute, and process the full range of agency travel and transportation vouchers sharing major attributes but which involve a number of complicating conditions such as missing documentation, cross referencing of regulations.
Factor 2, Supervisory Controls





Level 2-2
125 Points

The employee works under general supervision.  The supervisor provides general standing instructions on recurring assignments by indicating what is to be done, applicable policies, procedures, and methods to follow, data and information required, quality and quantity of work expected, priority of assignments, and deadlines, with specific instructions on new or unusual assignments.  The employee works independently within standard operating procedures and applicable precedents, referring unusual problems to higher authority.  Work is spot-checked to ensure compliance with regulations and procedures.  Problems outside the routine are checked in more detail to ensure special instructions are completed.

Factor 3, Guidelines






Level 3-2
125 Points

Work procedures are established and a considerable number of guidelines are available.  The guidelines are detailed and specific.  Due to the number of applicable guidelines, the voucher examiner must use judgment in selecting and applying the appropriate guidelines and in making minor deviations in normally acceptable processing procedures when resolving documentation problems, or when discerning the need for and source of additional data, such as when clearing expenses related to the sale of a house.  Significant proposed deviations from the established guidelines are referred to the supervisor.

Factor 4, Complexity






Level 4-2
75 Points

The work involves performing related procedural tasks in processing the full range of agency travel and transportation vouchers.  Processing a transaction may involve verifying codes and other information; reconciling disbursement records; using standard formulas to calculate and/or verify calculations; assembling appropriate documents to each claim; entering data into automated file systems; and answering routine procedural inquiries.  The employee makes decisions, such as how to locate and assemble information, correct errors, and determine correct entitlements based on a review or knowledge of similar cases or samples, or by selecting from among other clearly recognizable alternatives.  Employee takes action using established instructions, practices, or precedents for processing of vouchers.  Actions taken are similar and well established, although the specific pattern of actions may differ depending on the given discrepancy and the information available.

Factor 5, Scope and Effect





Level 5-
2
75 Points

The employee follows specific rules, regulations, or procedures to process actions and to document the effects these transactions have on accounting records and payments.  The employee’s work affects the timeliness, adequacy, and acceptability of the accounting and disbursing functions and the services provided customers.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are with military personnel and civilian employees of varying ranks who anticipate or have completed a voucher for payment of travel, shipment or storage of household goods, and/or sale of house.  Contacts are also with employees in the same agency, but outside the immediate organization.

Factor 7, Purpose of Contacts





Level 6/7-2a 
45 Points 
The purpose of contacts is to give and receive factual information from customers and operating personnel regarding issues such as claims and payments or status of actions.
Factor 8, Physical Demands





Level 8-1
5 Points

The employee performs sedentary work, while sitting comfortably.  There may be some walking, standing, bending, or carrying of light items.

Factor 9, Work Environment





Level 9-1

5 Points

The employee works in an adequately lighted and ventilated office environment and exercises normal safety precautions.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  US OPM Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500, HRCD-4, Dec 97; Department of Air Force, MPK Letter dated 28 December 1982, OPM Advisory Opinion on DOD Travel Voucher Examiners, Reference FL 2-3. 

Factor Levels and Points:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6/7-2a/45, 8-1/5, 9-1/5

GS-04 Point Range:  655-850

Total Points:  805

Grade:  GS-04

CLASSIFICATION REMARKS:  
NOTES TO USERS:  

SCPD was updated 02/14/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

*Performance standards were changed from absolute to non-absolute.

Number of KSAs was revised from 7 to 6 and KSAs were re-linked to the duties of the position.
*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.   
__________________________________________________________________________________________________
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