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(Date)

MEMORANDUM FOR HQ AFPC/DPCMC

FROM:
(Supervisor)
SUBJECT:
Request for Position Review or Establishment of New Position

Current PP/SERS/GR/TITLE/CPCN: 

PAR Number:

Office Symbol: 

Base: 

Incumbent’s Name (if vacant, put “Vacant”): 

1.  The reason for the review or new position is (convert to core personnel document, reorganization, mission change, new work/project, deletion of work, etc.): 

2.  Duties/responsibilities were added to the position?  
YES 
 
NO 

3.  If duties/responsibilities were added or this is a new position, were the duties/responsibilities previously assigned to any other position (this organization or any another)?



YES 

NO

If YES, added duties/responsibilities are being assigned from the following position(s):

Civilian Position (including Pay Plan/Series/Grade, Position Control Number, Office Symbol):


Military Position (including AFSC, Rank, and Office Symbol):

4.  What duties/responsibilities were added to the position (can list here or highlight, bold, or underline new duties directly on new core personnel document (CPD) being submitted):

5.  Were duties/responsibilities deleted from current position description? 


YES

NO

IF YES:

Which duties/responsibilities were deleted?

What position will be performing the deleted duties:

Civilian Position (including Pay Plan/Series/Grade, Position Control Number, Office Symbol):                            

Military Position (including AFSC, Rank, and Office Symbol):

6.  Additional information:

(Supervisor’s Signature Block)
 
 

Attachment(s):

Organizational Chart (including AFSC/Rank for military positions 

If this is a supervisory position, position descriptions for subordinate positions (including Military)

If applicable, documents directing changes

DOCUMENTATION CHECKLIST 

FOR REVIEW OF ENCUMBERED POSITIONS AND/OR FOR NEWLY ESTABLISHED POSITIONS

1.  Request for Position Review Memorandum

2.  Attachments to Memorandum:  

· ____ SCPD (if applicable) signed by supervisor (SCPD Library available on the www at http://www.afpc.af.mil/) 

· ____ Core Personnel Document if no SCPD available (AF format available on the www at http://www.afpc.af.mil/ under PERMISS) 

· ____ Document explaining/directing the reorganization/new work (e.g., memorandum or AFPD/AFI mandating reorganization).

· ____ Copies of current and new mission statement.
· ____ Organizational chart which includes numbers and PP-SRS-GR for civilians and AFSC and rank for military. 
· ____ If  position supervises military, copies of position descriptions of subordinate military positions.  If civilian is deputy to a military supervisor, position description military supervisor.
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