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1. [bookmark: _Toc309984432][bookmark: _Toc310670548][bookmark: _Toc310670629][bookmark: _Toc311639793][bookmark: _Toc312138793][bookmark: _Toc312139700][bookmark: _Toc320614778]Background
[bookmark: _Toc309984433]On July 1, 2011, the Transportation Security Administration (TSA) implemented a manual Table of Organization (TOrg) to ensure recruitment and staffing actions for Headquarters positions were in accordance with established hiring determinants.  This process requires that a TSA TOrg office approve all recruitment and staffing actions.
[bookmark: _Toc310670550][bookmark: _Toc310670631][bookmark: _Toc311639795][bookmark: _Toc312138794][bookmark: _Toc312139701][bookmark: _Toc320614779]Purpose
This Standard Operating Procedure (SOP) provides an overview and delineates the step-by-step process for accomplishing the TOrg approval process between the HRAccess team and the TOrg office in TSA.
[bookmark: _Toc309984435][bookmark: _Toc310670551][bookmark: _Toc310670632][bookmark: _Toc311639796][bookmark: _Toc312138795][bookmark: _Toc312139702][bookmark: _Toc320614780]Roles and Responsibilities
The Management & Administrative Professional (MAP) Manager and staff have primary responsibility for ensuring adherence to this SOP.  
Within the MAP organization, the Headquarters Regional Manager functions as the primary interface with the TSA TOrg office on approvals for recruitment and staffing actions.  
Each of the following HRAccess organizations is responsible for the creation of, dissemination of, or action against the TOrg action report:
· MAP Headquarters Regional Manager
· TSA Initiator
· Classification Specialist
· Job Opportunity Announcement (JOA) Specialist
· Ad Hoc Reporting Team
· TOrg Office (TSA)
· Job Offer (JO) Specialist
· Personnel Specialist
· Information Technology (IT) Request for Personnel Action (RPA) Team
Representatives within these groups are responsible for the daily creation of the TOrg Action Report, coordinating with the TSA TOrg office on action approval or rejection, the communication of that decision to the processing staff, as well as taking appropriate processing action based on the TSA TOrg Office decision. 
The responsibilities of the key positions on the HRAccess Team involved in the manual TOrg process are outlined in the following table:

	Role
	Responsibility

	MAP Headquarters Regional Manager
	Coordinates with the Ad Hoc Reporting Team on a daily basis to ensure a complete and accurate report is generated of all Headquarters actions requiring TOrg approval; Primary interface with the TSA TOrg office, responding to any questions, comments, or concerns that the office may have with the report; Disseminates the approval/rejection decisions to appropriate parties as received.

	TSA Initiator
	Creates the appropriate RPA that initiates the manual process.

	Classification Specialist
	Reviews RPAs that require a JOA to ensure position classification standards are met.

	JOA Specialist
	Processes JOA RPAs and posts them on USAJOBS®.

	Ad Hoc Reporting Team
	Generates the daily RPA and MAP Offer Management Interface (OMI) extract to generate the TOrg Action Report based on TSA defined parameters.

	TOrg Office (TSA)
	Reviews the extract provided by the Ad Hoc Reporting Team and approves or denies the listed RPAs.

	JO Specialist
	Based on the decisions of the TSA TOrg Office, takes appropriate action to process approved transactions or return denied actions to the initiator with appropriate comments.

	Personnel Specialists
	Based on the decisions of the TSA TOrg Office, takes appropriate action to process approved transactions or return denied actions to the initiator with appropriate comments.

	IT RPA Team
	Coordinates with the Ad Hoc Reporting Team to generate the daily RPA and MAP OMI extract to generate the TOrg Action Report based on TSA defined parameters.



[bookmark: _Toc312138796][bookmark: _Toc312139703][bookmark: _Toc320614781][bookmark: _Toc309984436][bookmark: _Toc310670552][bookmark: _Toc310670633][bookmark: _Toc311639797]Prerequisites
[bookmark: _Toc312138797][bookmark: _Toc312139704][bookmark: _Toc320614782]SOP Document Management
[bookmark: _Toc319505702]SOPs are the foundation of HRAccess program operations. It is essential that they remain current and accurately reflect day-to-day business operations. IOP PMO-DCM-003, Creating and Revising Standard Operating Procedures, provides guidance for creating and maintaining SOPs for the HRAccess program.
[bookmark: _Toc320614783] Entry Criteria
The entry criteria for initiating this SOP are the creation of Headquarters recruitment or staffing actions by TSA personnel using the RPA System.
[bookmark: _Toc312138804][bookmark: _Toc312139711][bookmark: _Toc320614784]Government Furnished Equipment/Information (GFE/I)
No Government Furnished Equipment is required for the execution of this SOP.  
TSA will provide the appropriate approval/denial of specific actions by RPA number. For those approved actions, TSA will provide an appropriate Individual Position Number (IPN) with all applicable attributes for that position already established in the Position Management System (PMSO). If TSA approves a specific action for which currently there is not a vacant IPN in PMSO, the RPA will be processed as normal and the system will create a new IPN.
[bookmark: _Toc312138805][bookmark: _Toc312139712][bookmark: _Toc320614785]Systems Access
All individuals who have a role in the process require access to RPA and the MAP OMI.
[bookmark: _Toc312138806][bookmark: _Toc312139713][bookmark: _Toc320614786][bookmark: _Toc309984443][bookmark: _Toc310670559][bookmark: _Toc310670640][bookmark: _Toc311639803]Measurements 
The following timeline guides apply to the execution of this SOP:
TOrg Action Report Delivery:
The TOrg Action Report is to be delivered daily as a post to: https://reports-hraccess.tsa.dhs.gov.
· The report is to be posted by 10:00 a.m. daily.
Approved Actions:
· Actions approved by the TSA TOrg Office are to be processed in accordance with established business rules.
Denied Actions:
· Actions denied by the TSA TOrg Office are to be returned to the initiator with appropriate notes and annotations documented within the RPA system within one business day of the denial decision.
On Hold Action:
· Actions placed on hold by TSA TOrg are tracked in the daily TOrg action report, and no action is taken until an approval decision is made.
[bookmark: _Toc307477476][bookmark: _Toc307477477][bookmark: _Toc310670560][bookmark: _Toc310670641][bookmark: _Toc311639804][bookmark: _Toc312138807][bookmark: _Toc312139714][bookmark: _Toc320614787][bookmark: _Toc309984444]Reports
The following reports may be generated using the RPA system and MAP OMI to support this process:
	Report Source
	Available Information 
	Recipients 
	Publication Periodicity
	Responsible POC

	TOrg Action Report
		· RPA REPORT DATE

	· SSN

	· NOA

	· EFFDATE

	· RPA APPROVAL DATE

	· FROM_ORG

	· TO_ORG

	· FROMMRN

	· TOMRN

	· FROM_OCC_SERIES

	· TO_OCC_SERIES

	· POSITIONTITLE

	· FROM_OFF_POS_TTILE

	· TO_OFF_POS_TTILE

	· FROM_PAYBAND

	· TO_PAYBAND

	· RPA CREATION DATE

	· RPA UPDATE DATE

	· EMAPNAME

	· EFOLDERNAME

	· NOA_DESCRIPTION

	· PARID

	· AIRPORTCODE

	· ESTAGENAME

	· EFOLDERID

	· PAY_PERIOD

	· STATUS

	· LASTNAME

	· FIRSTNAME

	· TORG_FLAG

	· Approved

	· Comments 



	TSA TOrg Office
	Daily 
	MAP Headquarters Regional Manager



[bookmark: _Toc309984445][bookmark: _Toc310670562][bookmark: _Toc310670643][bookmark: _Toc311639806][bookmark: _Toc312138808][bookmark: _Toc312139715]
The position number, approved, and comments fields are updated by the TSA TOrg Office.
[bookmark: _Toc320614788]References
SOW 4.1 – Table of Organization  
[bookmark: _Toc320102092][bookmark: _Toc309984446][bookmark: _Toc310670563][bookmark: _Toc310670644][bookmark: _Toc311639807][bookmark: _Toc312138809][bookmark: _Toc312139716][bookmark: _Toc320614789]Revision History 
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Minor changes to this SOP will be tracked in red, with the date/reason for the change annotated on the Revision/Change Log above.  
[image: cid:image003.jpg@01CACAC2.B8BFE390]



Page 1 of 11

[bookmark: _Toc309984447][bookmark: _Toc309984530][bookmark: _Toc309985092][bookmark: _Toc310670564][bookmark: _Toc310670645][bookmark: _Toc311639606][bookmark: _Toc311639808][bookmark: _Toc312138810][bookmark: _Toc312139717][bookmark: _Toc320614790]Appendix A – Table of Organization (Manual Process) Process Map
[image: ]


The following table describes the steps used in the TOrg Manual Process:
	Process Step Description

	Task/Step
	Action
	Notes

	Step 1 
TSA Initiator
	Initiates the RPA and determine if the action requires a JOA (see Step 4) or is a Selection RPA (see Step 2).
	

	Step 2
TSA Initiator
	Determines if the RPA is a Selection or JOA RPA.
If Selection RPA, go to Step 3.
If JOA RPA, go to Step 6.
	

	Step 3 
JO Specialist

	Reviews the Selection RPA and decides if any JO Team work is required.  
If Yes, proceed with the work, and once accomplished, and the Selection RPA is now available to be pulled on the daily TOrg report (Go to Step 11).
If No, go to Step 4.
	

	Step 4
JO Specialist
	Pushes action to the Personnel Specialist (RPA).
	

	Step 5
Personnel Specialist
	Receives and reviews the Selection RPA and makes it available to be pulled on the daily TOrg report (Go to Step 11).  
	

	Step 6
Classification Specialist

	Receives the JOA RPA. 
	

	Step 7
Classification Specialist

	Does the JOA RPA pass the classification review? 
If Yes, go to Step 9.
If No, go to Step 8. 
	

	Step 8
Classification Specialist

	Returns JOA RPA to TSA Initiator.  Process ends.
	

	Step 9
JOA Specialist
	Receives notice of action on JOA RPA from Classification.
	

	Step 10
JOA Specialist
	Posts JOA on USAJOBS® Jobs and makes it available to be pulled on the daily TOrg report. 
	

	Step 11
Ad Hoc Reporting
	Ad Hoc Reporting pulls all open JOAs and Selection RPAs in accordance with TSA’s defined requirements.
	

	Step 12
Ad Hoc Reporting
	Submits report to the TSA TOrg office for approval.
	

	Step 13
TOrg Office (TSA)
	Reviews report, approves or denies the requested action and provides the decision to HRAccess.
	

	Step 14
JO Specialist
	Reviews annotated report from the TOrg Office (TSA) for the status of RPAs identified in Step 3.  
If TOrg Office (TSA) has approved the action, go to Step 15.
If the TOrg Office (TSA) has not approved the action, go to Step 16.
	

	Step 15
JO Specialist

	Processes the RPA.  Process ends.
	

	Step 16
JO Specialist
	Returns RPA to TSA Initiator.  Process ends.
	

	Step 17
Personnel Specialist
	Reviews annotated report from the TOrg Office (TSA) for the status of RPAs identified in Step 5.  
If TOrg Office (TSA) has approved the action, go to Step 18.
If the TOrg Office (TSA) has not approved the action, go to Step 19.
	

	Step 18
Personnel Specialist
	Processes the RPA.  Process ends.
	

	Step 19
Personnel Specialist
	Returns RPA to TSA Initiator.  Process ends.
	



[bookmark: _Toc320614791]

Appendix B – TOrg (Manual Process) Approved Report Criteria
Listed below are the criteria that the Ad Hoc Reporting Team uses to pull the daily TOrg Action Report for transmission to the TOrg Office.

1. Include only RPA transactions for appointments, position changes and conversion. 
1. Include only RPA transactions approved on 7/01/11 or later.
1. Extract all RPAs approved by TSA on the prior business day. For the report generated after the weekend or a holiday, this would include all RPAs approved after last business day’s report.
1. Include transactions when the RPA numbers contain any of the following prefixes:
3. FAM-HQ
3. HQ
3. TSA
3. FAM-OSSA
3. FAM-TSOC
1. Exclude RPA transactions with no Nature of Action (NOA) code.
1. Exclude transactions when the RPA number contains an airport code.
1. Exclude where NOA Code  = 702 and FROM_OCC_SERIES = 1802 and TO_OCC_SERIES = 1802 and FROM_PAYBAND = D and TO_PAYBAND = E.
1. Exclude where NOA Code = 1,2,816, 827, 894, 930 and 931 (931 recently added to the exclusion list from direction given by TSA on 1/24/2012).
1. Exclude where NOA Code = 170 and TO_OCC_SERIES = 1802
1. Exclude RPAs when the TO_OCC_SERIES = 1802.
1. Exclude RPAs when the NOA Code = 702 and FROM_OCC_SERIES = 1801 and TO_OCC_SERIES = 1801 and FROM_PAYBAND = G and TO_PAYBAND = H.
1. Include RPAs when the FROM_OCC_SERIES = 1802 and TO_OCC_SERIES = empty.
1. Exclude RPAs when the FROM_ORG = 590630… or 590631… and TO_ORG = empty or TA590630… or TA590631…
1. Exclude Student Training Programs.

[bookmark: _Toc320614792]

Appendix C – Acronyms 

	Acronym
	Definition

	FAM
	Federal Air Marshall

	GFE/I
	Government Furnished Equipment/Information

	HQ
	Headquarters

	IPN
	Individual Position Number

	IOP
	Internal Operating Procedure

	IT
	Information Technology

	JO
	Job Offer

	JOA
	Job Opportunity Announcement

	MAP
	Managerial, Administrative and Professional

	NOA
	Nature of Action code

	OCC
	Occupational Series Code

	OMI
	Offer Management Interface

	OSSA
	Office of Security Services and Assessments

	PMSO
	Position Management System

	POC
	Point of Contact

	RPA
	Request for Personnel Action

	SOP
	Standard Operating Procedure

	SOW
	Statement of Work

	TOrg
	Table of Organization

	TSA
	Transportation Security Administration
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