DEPARTMENT OF THE ARMY
INSTALLATION MANAGEMENT AGENCY
SOUTHWEST REGION
1204 STANLEY ROAD, SUITE 9
FORT SAM HOUSTON, TX 78234-5009

REPLY TO
ATTENTION OF

SFIM-SW-HR APR 29 2004

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Southwest Region Office (SWRO) Installation Management Agency (IMA)
Guidance Memorandum #17 — Changes in employee Job Classification as part of
Negotiated Settlement Agreement (NSA)

1. REFERENCES.

a. Southwest Region Interim Guidance #6, 3 Nov 03, Recruitment and Selection
Process.

b. Memorandum, SFIM-HR, 2 May 03, subject: Moratorium on Establishing and Filing
New Civilian Positions at Army Garrisons.

2. PURPOSE. To provide guidance to all SWRO Garrisons.

3. APPLICABILITY. These procedures are applicable to all civilian (and/or military)
personnel assigned to and/or under the operational control of the SWRO IMA.

4. PROCEDURES. The following is guidance on agreeing to changes in employee job
classifications as part of Negotiated Settlement Agreements (NSA'’s):

a. Garrison Commanders will instruct labor counselor and authorized representatives
that they must not unilaterally agree to proposed EEO, labor complaint, or employee
grievance NSA'’s. Labor counselor and authorized representatives must first obtain
command approval prior to NSA terms.

b. Garrison Commanders will obtain the approval of this office prior to agreeing to
position classification changes such as promotions or job title and series changes in order
to settle employee complaints and grievances when the agreement involves a grade above
GS-12, NAF 4 or above grade 12 under the Federal Wage System.

c. Settlement agreements involving promotions or new classifications that would be
precedent setting (e.g., atypical grades involving commonly occurring positions), are
inconsistent with standard job descriptions issued by HQ IMA or HQDA, or are inconsistent
with Standard Garrison Organization (SGO) goals must also be approved by this office prior
to making the offer.

d. Garrison Commanders, or equivalents, will ensure compliance and communicate this
policy to those authorized to negotiate settlements.
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5. PROPONENT. The Human Resources (HR) Division is the proponent for this Guidance
Memorandum. POC is Mr. Dennis Treadwell, HR Specialist at (210) 221-1843, DSN 471-
1843, or email Dennis.Treadwell@samhouston.army.mil.

HUGH M. EXTON, JR
Director
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