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(a) SECNAVINST 5430.107 dated December 28, 2005

1-1. Purpose. This chapter establishes the history and background of the Naval Criminal
Investigative Service (NCIS) from its early conception to being one of the premier Federal law
enforcement agencies of the 21* Century. During its dynamic history, NCIS has been known by
different names but it has always been an agency that leads in responding to the revolving
challenges of the criminal, counterintelligence and security community.

1-2. Policy. None.
1-3. Cancellation. NCIS-1, Chapter 3, Naval Criminal Investigative History, January 2008.

1-4. Chapter Sponsor. The chapter sponsor for this chapter is NCIS Communications, Code
00C.

1-5. History

a. The origins of the Naval Criminal Investigative Service (NCIS) date from a Navy
"General Plan" prepared in 1915, which assigned to Naval Intelligence the task of securing
information on the navies of probable enemies. The plan contemplated obtaining information by
both overt and covert means, and, in the fall of 1916, the first branch office (a small undercover
unit) was established in New York City under the supervision of the Office of Naval Intelligence
(ONI). Heavy reliance was placed on reserve, active duty, and civilian operatives, many of the
latter serving voluntarily and without pay. The office served as a model for others developed
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during World War | and accounted for some impressive successes in the field of
counterespionage.

b. This early entry into internal security extended to criminal investigations. Responsibility
for investigative activities was placed under Naval Aides for Information, who were locally
assigned to the staffs of each of the 15 Naval District Commandants. Later, all investigative
activities were placed under the District Aide.

c. Rapid demobilization and the desire for a return to normalcy after World War | saw
investigative activity reduced to a virtual standstill. The District Aide evolved into the District
Intelligence Officer, usually a one-person office. This intelligence officer, through the use of
paid confidential informants, handled investigative requirements that arose. In early 1926,
initiatives were undertaken to organize special groups of volunteer reserve intelligence officers
who were envisioned as a means of obtaining information on persons and activities that might
constitute a threat to the naval establishment, as well as providing a cadre of trained personnel in
the event of national emergency. By March 1927, these units had been organized, and their
operations were refined in succeeding years through the early 1930s.

d. During the early and mid-1930's the development of an independent professional
investigative capability within the Navy was being nurtured. Efforts to enroll more reserve
officers in the inactive Intelligence Reserve were making progress. In Washington, D.C., the
first civilian agent was employed in 1936 on a verbal basis and paid by personal check of the
Director of Naval Intelligence. He was followed by a small handful of civilian special agents
who were seeded throughout the districts beginning in 1936, although by September of 1937
they numbered only 14 nationwide. Operating independently and with little guidance, these
individuals proved remarkably resourceful and effective, and formed the genesis of our modern
professional agent corps.

e. InJune 1939, President Roosevelt directed that ONI handle the investigation of Navy
cases relating to sabotage, espionage and subversive activities, and an agreement delineating
these responsibilities among interested Federal agencies was entered into the following year. By
the fall of 1940, selective call-up of intelligence reservists for investigative and
counterintelligence duties was undertaken on a broad scale, and following entry into World War
I1, the Navy's investigative arm was manned almost exclusively by reserve officers. Their
primary tasks related to personnel security inquiries, sabotage and espionage cases, investigation
of Japanese activities in the United States, and war fraud matters. A peak was reached in 1943
when over 97,000 separate investigations were conducted by what was known as the “Naval
Intelligence Service."
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f. At the conclusion of World War 11, there was again a general demobilization, resulting in
only a small corps of civilian special agents being retained. Although the Secretary of the Navy
extended investigative jurisdiction in 1945, no meaningful expansion of personnel occurred until
the Korean conflict, when a major buildup of civilian agents took place.

1-6. Naval Investigative Service

a. until the late 1950s, District Intelligence Office operations were under the command
supervision of Naval District Commandants, and investigative effort was frequently parochial,
fragmented, and on occasion, duplicative from one district to another. Workload, manpower,
and jurisdiction in investigations and counterintelligence broadened following the Korean
conflict. A number of significant changes in organization and policy occurred during the 1950s
and 1960s, as well as refinements in mission, which culminated in the establishment of the Naval
Investigative Service (NIS) in February 1966. From this date forward, the NCIS mission has
been primarily criminal investigative and counterintelligence support to the Department of the
Navy (DON).

b. In October 1972, personnel security investigative responsibilities and functions were
transferred from NIS to the newly created Defense Investigative Service (DIS). One half of NIS'
special agents were transferred to the newly established DIS in order for it to immediately begin
to fulfill its mission.

c. In October 1981, NIS became a Second Echelon Command under the Chief of Naval
Operations. In August 1985, the Secretary of the Navy directed the appointment of a flag rank
naval officer to hold the position of Commander, NIS, reporting directly to the Chief of Naval
Operations and the Secretary of the Navy. Rear Admiral Cathal Flynn was assigned as the first
flag officer to command NIS.

1-7. Naval Security and Investigative Command

a. On November 15, 1985, NIS was re-designated as the Naval Security and Investigative
Command (NSIC) and broadened its missions to include management of the DON Security
Program. These programs included naval information, physical, and personnel security;
adjudication for security clearances; and Navy law enforcement and physical security. This
resulted in NSIC also assuming control of the Navy's Master-at-Arms program and the military
working dog program. The Navy's Anti-Terrorist Alert Center was also established during this
timeframe.
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b. In 1986, NSIC opened the DON's Central Adjudication Facility (DONCAF) to review
security clearance investigations conducted by DIS to determine suitability for the issuance or
retention of security clearances. DONCAF adjudicated security clearances for the Navy, the
Marine Corps, and for all civilians working within the DON.

(1) On September 27, 1988, NSIC was changed to the Naval Investigative Service
Command (NISC).

(2) In December 1993, the Secretary of the Navy abolished the position of the flag rank
officer as Commander of NISC, and established a civilian Director, a Senior Executive Service
(SES) position. At the same time, NISC was renamed as the Naval Criminal Investigative
Service (NCIS), and was aligned as an echelon two activity under the Secretary of the Navy, via
the General Counsel. The Secretary of the Navy appointed Roy D. Nedrow, former U.S. Secret
Service Deputy Assistant Director, as the first civilian Director of NCIS.

1-8. Naval Criminal Investigative Service

a. In September 1995, NCIS established the Cold Case Homicide Unit. NCIS was the first
Federal law enforcement agency to fully dedicate a department to cold case investigations, and,
as of January 2013, the unit had resolved 63 homicides.

b. In May 1997, Secretary of the Navy John Dalton appointed Special Agent David L.
Brant as the second civilian Director of NCIS.

c. In 1999, NCIS and the Marine Corps Criminal Investigation Division (CID) signed a
memorandum of understanding integrating Marine Corps CID investigators into NCIS for the
investigation of criminal offenses and other matters.

d. In November 2000, the United States Congress passed legislation authorizing the
Secretary of the Navy to grant NCIS civilian special agents authority to execute Federal warrants
and make arrests of civilians.

e. In October 2000, the Navy warship USS Cole (DDG-67) was attacked in Aden, Yemen
by terrorists, resulting in the deaths of 17 United States Navy Sailors. NCIS and Federal Bureau
of Investigation agents immediately began an investigation which lasted for several months.
Their efforts resulted in the indictment and conviction of several terrorists.
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f. In January 2002, NCIS transformed the Antiterrorist Alert Center (ATAC) into the
Multiple Threat Alert Center (MTAC) as a result of the growing appreciation of the changing
threats facing the DON.

g. In 2003, NCIS established the Law Enforcement Information Exchange (LInX) in the
Pacific Northwest and Hampton Roads, Virginia. LInX is an information sharing initiative
which provides participating law enforcement personnel the ability to electronically search and
review the law enforcement records of all other participating agencies in a particular region.
Other regions, including Hawaii, New Mexico, South Texas, Southeast Georgia/Northeast
Florida, the National Capital Region of Washington, DC, North Carolina, Southern California
and the Northeast have since been added. In 2008, NCIS created the Department of Defense
Law Enforcement Exchange (D-DEX), which is connected to LInX and shares law enforcement
data among the military criminal investigative organizations and other DoD law enforcement
agencies.

h. In September 2003, NCIS deployed its first agents to Irag to conduct protective service
operations and provide counterterrorism, counterintelligence, and criminal investigative support.

i. On December 28, 2005, the Secretary of the Navy issued the reference which establishes
the NCIS charter, updating the responsibilities, mission and functions of NCIS and its
relationships with other DON organizations and activities.

J- InJanuary 2006, Special Agent Thomas A. Betro was appointed the third civilian
Director of the NCIS by Secretary of the Navy, Donald C. Winter.

k. In February 2010, Special Agent Mark D. Clookie was sworn in as the fourth civilian
Director of NCIS by Secretary of the Navy, Ray Mabus.

I. In June 2010, NCIS undertook a reorganization to enhance mission focus and improve
both the efficiency and the effectiveness of the organization. Key changes effected by the
reorganization, which was approved by the Under Secretary of the Navy, include the creation of
a single Deputy Director position, the combination of the existing Combating Terrorism and
Counterintelligence Directorates (Codes 21 and 22) into a single directorate (renamed the
National Security Directorate) and the creation of a Global Operations Directorate. The Global
Operations Directorate was established to direct field elements in a number of major functional
areas that had in recent years been directed from NCIS Headquarters.

m. In October 2012, after a review of the security functions within DON, the Deputy Under
Secretary of the Navy for Plans, Policy, Oversight, and Integration (DUSN (PPOI)) was
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designated as the DON Security Executive. The Director of NCIS retains responsibility for
Naval investigative matters, but no longer continues as the CNO Special Assistant for Naval
Security.

n. InJanuary 2013, the DONCAF was consolidated, along with the other Central
Adjudications Facilities within DoD, into a single organization, known as the DoD CAF, per the
direction of the Deputy Secretary of Defense.

0. As of March 2013, NCIS operates from 19 field offices, including five functional field
offices, and more than 150 individual locations around the globe, including every aircraft carrier
and “big-deck” amphibious assault vessel.

p. Through the accomplishment of its diverse criminal, counterintelligence, and security
mission, NCIS continues to provide critical worldwide service to the DON, its military and
civilian personnel, their dependents and the communities in which they reside.
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NCIS-1, CHAPTER 2
Naval Criminal Investigative Service Mission, Organizational Structure, Roles, and
Responsibilities of the Executive Staff

September 2013
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2-1. Purpose. To set forth policy, organizational mission and functions, and organizational
hierarchy and responsibilities of executive leadership and senior managers by:

a. ldentifying the Naval Criminal Investigative (NCIS) mission, organizational flow, and

hierarchy.

b. Establishing the roles and responsibilities of the program and field operational
executive staff, senior headquarters management, and special agents in charge.

c. Establishing the lines of accountability for the Director; Deputy Director; Principal
Executive Assistant Director for Management and Administration; Executive Assistant
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Directors (Criminal Investigations, National Security, Atlantic and Pacific Operations, and
Global Operations); Chiefs of the support directorates (Intelligence and Information Sharing;
Financial Management and Planning; and Information Technology); Assistant Directors;
Deputy Assistant Directors; Special Agents in Charge; and the Director’s immediate staff.

d. Defining management and leadership terminology describing functions, authorities,
and responsibilities.

2-2. Policy

a. SECNAVINST 5430.107 of December 28, 2005, sets forth the authority, responsibilities,
mission, and functions of NCIS and its relationship with other Department of the Navy (DON)
organizations and activities. This instruction is available on Lighthouse, NCIS’ intranet, and the
DON Issuances website (http://doni.daps.dla.mil/default.aspx).

b. NCIS exists to preserve U.S. Navy and U.S. Marine Corps’ operational readiness as
well as prevent current and future warfighting capabilities from being degraded by terrorism,
foreign intelligence activities, or criminal activity. NCIS” ability to collect, process, and
provide timely, high-quality and actionable information to the senior leaders of the DON and its
military commanders, through investigations, operations, and source networks, ensures NCIS
remains a critically relevant and essential element of the DON’s continued success.

c. The Director, NCIS reports directly to the Secretary of the Navy. The Under Secretary of
the Navy, with the assistance of the General Counsel of the Navy, has oversight of NCIS and
serves as chair of the NCIS Board of Directors. The Director, NCIS is authorized to organize,
assign, and reassign responsibilities among NCIS subordinate activities.

2-3. Cancellation. NCIS-1, Chapter 2-NCIS Mission and Organizational Structure of June
2007 and NCIS Policy Document 10-16: Administrative (NCIS Organizational Codes and
Titles) Gen Admin 11C-0033 released November 16, 2010.

2-4. Chapter Sponsor. The chapter sponsor is the Administrative Services Department, Code
11C.

2-5. Physical Infrastructure. NCIS Headquarters is located in the Russell-Knox Building in
Quantico, Virginia. NCIS maintains a worldwide presence with 19 field offices and more than
150 other locations around the globe.

2-6. Mission and Organizational Hierarchy. Operational authority in NCIS flows from the
Director through the Deputy Director. A staff of executive officers, advisers, and assistants
report directly to the Director.

a. Mission. NCIS is a federal law enforcement agency that protects and defends the DON
against terrorism and foreign intelligence threats, investigates major criminal offenses, enforces
the criminal laws of the United States and the Uniform Code of Military Justice, assists
commands in maintaining good order and discipline, and provides law enforcement and security
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services to the U.S. Navy and U.S. Marine Corps worldwide. The NCIS is centrally managed
and resourced from Headquarters; the operational mission is executed in a decentralized manner
by field offices, resident agencies, and resident units. Responsibilities of the Director, Deputy
Director, Director’s staff, as well as NCIS Headquarters and field directorates are detailed in
section 2-8 through 2-28.
b. Organizational Hierarchy. NCIS Headquarters is an Echelon 2 activity within the
DON and is led by a Director (Senior Executive Service federal government employee). The
Director has a staff of senior executives and senior managers who report to him/her through an
established organizational hierarchy.
(1) Director.
(2) Executive Staff.
(@) Deputy Director.
(b) Principal Executive Assistant Director, Management & Administration.
(c) Executive Assistant Director, Criminal Investigations.
(d) Executive Assistant Director, National Security.
(e) Executive Assistant Director, Pacific Operations.
(f) Executive Assistant Director, Atlantic Operations.
(9) Executive Assistant Director, Global Operations.
(h) Chief, Intelligence and Information Sharing.
(i) Chief, Financial Management and Planning.
(3) Senior Managers.
(a) Assistant Director, Human Resources.
(b) Assistant Director, Administration and Logistics .
(c) Assistant Director, Criminal Investigations.
(d) Assistant Director, National Security.

(e) Assistant Director, Information Technology.

(f) Deputy Assistant Directors .
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(9) Special Agent in Charges.
(4) Director’s Staff.
(@) Communications Director.
(b) Inspector General.
(c) Counsel.
(d) Chief Diversity Manager/Deputy Equal Employment Officer.
(e) Chief of Staff .
(f) Comptroller.

(3) Operational Hierarchy — Headquarters. Organizational support required to meet
directorate-level mission requirements is accomplished through Programs.

(4) Operational Hierarchy — Field Offices. Each field office Special Agent in Charge
maintains organizational responsibility for subordinate Field Office investigative/operational
squads, NCIS resident agencies (NCISRAS), and NCIS resident units (NCISRUs). Squads and
NCISRAs are subordinate to a field office and are managed by a Supervisory Special Agent.
NCISRUs are operationally and administratively subordinate to and supported by a NCISRA,
commonly called the “parent NCISRA.” NCISRUs are staffed by at least one Special Agent.
In NCISRUs with more than one Special Agent, the SAC may designate a Senior Resident
Agent and delegate authority for specified operational and/or administrative matters.

2-7. Key Management and Leadership Terms. The following terms describe the functions,
authorities, and responsibilities for each executive or senior manager. These words were
carefully chosen to help clarify roles and responsibilities, and to increase accountability for
operational and administrative activity.

a. Accountable. To be answerable for an action or result, or for carrying out a function.

b. Advise and Inform. To notify or assist others in understanding a function, activity,
product, process, or concept to a degree that others can prepare, produce, conduct, and act in an
appropriate, accurate, and sufficient manner.

c. Collaborate and Participate. To work with others and contribute substantially without
having the sole responsible to produce specific products or actions.

d. Coordinate and Facilitate. To assist others in enabling a desired outcome without being
responsible for specific products or actions.
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e. Direct. To be in command of and accountable for the outcome produced by those who
actually conduct an action or series of actions.

f. Ensure. To be responsible for seeing that a product or action is completed, without
being responsible for the specific function.

g. Impact. To cause something to happen that would not have happened without the
occurrence of an intentional action.

h. Lead. To establish direction and influence others to follow that direction.

i. Manage. To be in charge of and responsible for the completion of an action or series of
actions and their outcomes through the supervision of others.

J. Oversee. To supervise others who are responsible for the completion of an action or a
series of actions and the outcome.

k. Prepare and Produce. To take action and be accountable for accuracy, consistency,
sufficiency, and outcome.

I. Provide/Submit. To give requested information, data, projections or estimates to those
who have responsibility for a function.

m. Responsible. To be obligated to produce an action or outcome in such a manner that a
person may be blamed or credited.

n. Review. To provide substantive input on the accuracy, consistency, and sufficiency of
the product or action of another.

0. Supervision. A management activity; the responsibility for a subordinate’s progress,
productivity, and evaluation.

2-8. Director
a. NCIS Chief Executive Officer.

b. Directs the activities of the NCIS; maintains responsibility for the performance of NCIS
and all activities in which it engages. The Director exercises leadership through a strategic
vision and exercises its direction through the Deputy Director.

c. Maintains accountability to the Secretary of the Navy for successfully achieving the
NCIS investigative and operational missions and effectively managing its administrative
activities.

(1) Is directly supervised by the Under Secretary of the Navy with the assistance of the
General Counsel of the Navy.
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(2) Is guided by the NCIS Board of Directors, an advisory group chaired by the Under
Secretary of the Navy that includes the General Counsel of the Navy, Vice Chief of Naval
Operations, Assistant Commandant of the Marine Corps, and NCIS Director.

d. Roles and Responsibilities of the Director

(1) Provides leadership for the NCIS.

(a) Initiates strategic planning efforts.

(b) Publishes planning guidance and focus annually in the “Fiscal Year Focus
Annex,” a supplement to the NCIS Strategic (Five-Year) Plan.

(c) Establishes and communicates the agency’s strategic vision, direction, and
priorities.

(d) Is informed by advice and counsel of the NCIS Board of Directors, Secretary of
the Navy, Chief of Naval Operations, and Commandant of the Marine Corps. Annual guidance
documents informs the following NCIS strategic planning documents:

=

. The NCIS Strategic Plan.

N

. Program Direction Documents.

[o8)

. Regional Performance Plans.

. Field Office Tactical Plans.

|

(2) Approves the NCIS Strategic Plan.

(a) Oversees the activities of the NCIS which is executed through his/her direction
to, and management of, the Deputy Director and his/her supervision of the Director’s immediate
staff.

(b) Engages executive-level communications, internally and externally, in order to
advise and inform NCIS employees and stakeholders.

(=

. Articulates NCIS policy positions and equities.

N

. Educates and influence stakeholders and liaison partners.

[o8)

. Shares information of value.
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2-9. Deputy Director

a. Serves as the NCIS Chief Operating Officer.

b. Responsible for the day-to-day oversight and management of the NCIS and its
activities including the two operational directorates (Criminal Investigations and National
Security), the operational support directorate (Intelligence and Information Sharing), the three
field directorates, and the Management and Administration Directorate.

€. Accountable to the Director for NCIS’ success in achieving its investigative and
operational mission and the effective management of its administrative activities.

d. Establishes NCIS priorities and performance requirements and directs the strategic
planning process for the programs.

(1) Guided by the Director’s vision as articulated in the Director’s Strategic Vision and
his guidance focus that is published annually and through daily interactions.

(2) Produces the NCIS strategic planning documents for the Director’s review and
ultimate approval.

e. Roles and Responsibilities of the Deputy Director
(1) Acts in the Director’s absence.
(2) Executes Director-delegated authorities and powers.
(3) Directs the NCIS strategic planning and policy development processes. Tasks the
executive assistant directors with strategic planning and policy development activities and

requirements.

(a) Reviews program planning and policy and policy position drafts for accuracy,
relevance, and consistency with senior guidance and agency priorities.

(b) Produces final strategic planning products for Director’s approval.

=

. NCIS Strategic Plan.

N

. Program Direction Documents.

[8]

. Field Office Tactical Plans.
(c) Produces final policy and policy position products for Director’s approval.

(d) Serves as the primary decision maker for planning and policy development
processes.

UNCLASSIFIED

7
000013



UNCLASSIFIED

(4) Oversees and manages the day-to-day activities of the executives responsible for
the NCIS directorates.

(a) Executes through direction to, and supervision of, the Executive Assistant
Directors.

(b) Reviews and evaluates Executive Assistant Director performance.

(5) Engages executive-level communications, internally and externally, to advise and
inform NCIS employees and stakeholders:

(a) Keeps the Director informed on all major policy and operational matters.
(b) Articulates NCIS and Director’s policy positions and equities.

(c) Educates and influences stakeholders and liaison partners.

(d) Shares information of value.

(6) Supervises the Chief of Staff; manages the Deputy’s Staff through direction to, and
supervision of, the Chief of Staff.

2-10. Principal Executive Assistant Director for Management & Administration

a. Serves as the NCIS Chief Management Officer.

b. Responsible for the day-to-day oversight and management of business operations
(“end-to-end” financial, logistic, facility management, human capital, acquisition,
administrative, and other functions that support the operational mission), including the activities
of two administrative directorates (Human Resources and Administration & Logistics) and the
Information Technology and Fiscal Management and Planning Offices; enables optimal
operational performance by ensuring NCIS management and administration collaboration with
the strategic planning, programming, and resourcing efforts of the operations directorates.

c. Accountable to the Deputy Director for the effective management of administrative
activities and to ensure that business operations are optimally integrated to achieve operational
success.

d. Manages the strategic planning process through oversight of the management and
administration’s planning apparatus.

(1) Responds to the Director’s Strategic Vision and the priorities and performance
requirements established by the Deputy Director.
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(2) Provides strategic planning documents for the Deputy Director’s review,

concurrence, and presentation to the Director for ultimate approval.

e. Roles and Responsibilities of the Principal Executive Assistant Director

(1) When directed, acts in the Deputy Director’s absence.
(2) Executes Director- and Deputy Director-delegated authorities and powers.
(3) Manages the strategic planning process.
(a) Tasks the Chief, Fiscal Management and Planning to collaborate with the

Executive Assistant Directors, Chiefs, and Assistant Directors on the development of strategic

planning activities and requirements and prepare draft strategic planning documents.

(b) Reviews strategic planning documents for accuracy, relevance, and consistency
with senior guidance and agency priorities.

(c) Produces draft strategic planning documents for Deputy Director review.
(4) Oversees the policy development process.
(a) Tasks the Assistant Director, Administration & Logistics to collaborate with the
Executive Assistant Directors, Chiefs, and Assistant Directors on agency policy development

activities and requirements.

(b) Reviews and ensures policy and policy position drafts are accurate, relevant, and
consistent with senior guidance and NCIS and DON priorities.

(c) Produces final policy and policy position products for Deputy Director review and
concurrence, and presentation to the Director for review and approval.

(5) Oversees the activities of the Management & Administrative Directorate. Informed
by the Deputy Director’s priorities and performance requirement; executes through direction to,
and supervision of, the Assistant Directors and Chiefs.

(a) Reviews and evaluates Chief and Assistant Director’s performances.

(b) Consults with the Director and Deputy Director on key program, administration,
and personnel decisions.

(6) Engages executive-level communications, internally and externally, in order to advise
and inform employees and stakeholders.
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(a) Keeps the Director and Deputy Director informed on all major policy and
management and administrative matters.

(b) Articulates policy positions and equities of NCIS and Director and Deputy
Director.

(c) Educates and influences stakeholders, resource sponsors, and liaison partners.
Serve as the primary NCIS point of contact for matters under Management & Administrative
Directorate purview.

(d) Shares information of value.

2-11. Executive Assistant Director for Criminal Investigations

a. Serves as the Chief Executive Officer for the NCIS Criminal Investigations
Directorate.

b. Directs the activities conducted by NCIS to investigate and defeat the criminal threat
posed to DON; responsible for NCIS efforts to reduce criminal activity and its impact on the
U.S. Navy and U.S. Marine Corps.

(1) Exercises leadership of crime reduction efforts through NCIS Criminal
Investigations Program Direction Document and exercises direction of it through the three field
directorates; advises the Deputy Director on the three field directorate Executive Assistant
Directors’ performance in meeting criminal investigations program goals and objectives.

(2) Establishes criminal investigative and crime reduction priorities and performance
requirements and directs the Criminal Investigative Directorate’s strategic planning efforts. The
program direction responds to the Director’s Strategic Vision and the priorities and performance
requirements established by the Deputy Director.

(3) Produces the Criminal Investigations Program Direction Document for the Deputy
Director’s review, concurrence, and presentation to the Director for ultimate approval.

C. Accountable to the Deputy Director for NCIS’ success in achieving its criminal
investigative and operational mission.

d. Accomplishes the criminal investigations mission by causing the three field
directorates (Atlantic, Pacific and Global Operations) to initiate and aggressively conduct
proactive operations; by requiring field components to recruit and employ high level sources to
support those operations; by establishing quality standards and demanding quality in all
criminal investigations, operations, and source handling; and by engaging in liaison activities
with key and appropriate U.S. Government, foreign government, and private sector entities.

e. Provides the Executive Assistant Directors of the three field directorates with clear and
consistent operational direction; an optimally resourced and geographically situated workforce
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to execute that direction (in conjunction with the Principal Executive Assistant Director for
Management & Administration); and regularly scheduled assessments and feedback on mission
performance.

f. Roles and Responsibilities of the Executive Assistant Director for Criminal
Investigations

(1) When directed, acts in the Deputy Director’s absence.
(2) Executes Director- and Deputy Director-delegated authorities and powers.
(3) Provides leadership for the Criminal Investigations Program.

(a) Directs the crime reduction strategic planning process. Tasks the Assistant
Director, Criminal Investigations Directorate with strategic planning activities and
requirements.

(b) Informed by the Director’s Strategic Vision and the priorities and performance
requirements established by the Deputy Director, annually produces the NCIS Criminal
Investigations Program Direction Document for the Deputy Director’s review and the Director’s
ultimate approval. Establishes and communicates his/her strategic vision and priorities for the
direction of NCIS crime reduction efforts to the Executive Assistant Directors of the three field
directorates.

g. Oversees the activities of the Criminal Investigations Directorate Departments.

(1) Executes through direction to, and supervision of, the Assistant Director of the
Criminal Investigations Directorate.

(2) Reviews and evaluates the Assistant Director and the Deputy Assistant Director’s
performance.

(3) Advises the Director, Deputy Director, and Principal Executive Assistant Director on
key program and personnel decisions.

h. Directs Criminal Investigations Directorate Program Direction and Management
Activities.

(1) Identifies the criminal threat posed to the DON by criminal activity and illicit
criminal networks; addresses the threat by directing the three field directorates to take
prioritized actions to defeat and mitigate the threat; identifies, acquires, and aligns program
resources to achieve desired results; and leads program liaison engagement.

(2) Threat and Program Impact Activities

(@) Identifies and prioritizes criminal threats to be countered.
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1. Identifies, defines, and understands the threat posed to or impacting the DON
by criminal activities, criminal enterprises, and illicit networks.

2. Informs, and is informed by, the NCIS Annual Crime Report, the Director’s
Strategic Vision, and NCIS Strategic Guidance.

3. Informs the development of the Criminal Investigations Program Direction
Document and, by consequence, the three field directorates’ Field Office Tactical Plans.

(b) Evaluates whether program activity is having an impact in mitigating the threat;
continually assesses, reviews, and evaluates program activity for adequacy and situational
awareness of program health; and when warranted, makes changes to program activities to
achieve desired impact.

1. Establishes program performance measures against desired effects
(programmatic and individual).

2. Conducts formal program performance reviews and assessments.

3. Conducts DON and DoD stakeholder satisfaction surveys; monitors the three
field directorates’ customer satisfaction survey activities.

4. lIssues program direction modifications to achieve desired impact and
mitigation effects, as warranted by program reviews.

(3) Plans and Strategic Initiatives

(a) Establishes Criminal Investigations Program Direction and Program priorities;
produces, in conjunction with the Management & Administration Directorate, strategic planning
documents providing the three field directorates with direction and priorities.

(b) Identifies and constructs and monitors high-priority, effects-based strategic
initiatives that drive the execution of the criminal investigations program priorities through
tasking the three field directorates.

(4) Policy and Resources

(a) Establishes and produces, in conjunction with the Management &
Administration Directorate, policy guidance and program standards to assist the three field
directorates implementation of program direction and assigned activities.

(b) Identifies, validates, and justifies the resource (manpower, training, equipment)
requirements needed to execute the Criminal Investigations Program direction and objectives;
coordinates with the Management & Administration Directorate to acquire and align criminal
investigations program resources.
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(5) Liaison and Engagement. Establishes criminal investigations program outreach and
engagement priorities to establish, enhance, and exert maximum influence; leads and oversees
program liaison and engagements activities. Liaison focus areas include:

(@) Intra-agency - Within NCIS.

(b) Inter-agency - Within DoD, DON, Navy, and Marine Corps.
(c) Seat of Government.

(d) International Partners.

(e) Private Sector.

(6) Directs Criminal Investigations Directorate Investigations and Operations Oversight
Activities

(@) Oversees Director’s special interest investigations, high-level, strategic initiative
operations, and high-level, sensitive sources against program-prescribed, agency-approved
quality standards.

(b) Monitors NCIS headquarters and the three field directorates special interest
investigations and operations for NCIS, DON, DoD and Seat of Government situational
awareness and reporting; advises three field directorates (Atlantic, Pacific, and Global
Operations) on course(s) of action, when appropriate or as directed by NCIS executive staff, to
ensure consistency with program-prescribed, agency-approved quality standards.

(c) Initiates and directs criminal investigations program source validation activities.

(d) Participates under Criminal Investigations Program Direction/Management
direction in program performance assessments of field investigative and operations activities.

(7) Engages executive-level communications, internally and externally, in order to
advise and inform NCIS employees and stakeholders.

(a) Keeps the Director and Deputy Director informed on all major policy, and
management and administrative matters.

(b) Articulates NCIS, Director’s, and Deputy Director’s policy positions and
equities.

(c) Educates and influences stakeholders, resource sponsors, and liaison partners.
Serve as the primary NCIS point of contact for matters under the Criminal Investigations
Directorate purview.

(d) Shares information of value.
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2-12. Executive Assistant Director for National Security

a. Serves as the Chief Executive Officer for the NCIS National Security Directorate.

b. Directs the activities conducted by NCIS to investigate and defeat the terrorism and
foreign intelligence threats posed to DON; responsible for NCIS efforts to prevent terror
activities targeting U.S. Navy and U.S. Marine Corps equities and protecting against the
compromise of DON sensitive information and critical systems.

(1) Exercises leadership of NCIS combating terrorism and counterintelligence efforts
through his/her NCIS National Security Program Direction Document and exercises his/her
direction of it through the three field directorates. Advises the Deputy Director on the
Executive Assistant Directors (Atlantic, Pacific, and Global Operations) performance in
meeting national security program goals and objectives.

(2) Establishes NCIS national security priorities and performance requirements and
directs NCIS National Security Directorate strategic planning efforts. The program direction
responds to the Director’s Strategic Vision and the priorities and performance requirements
established by the Deputy Director.

(3) Produces the NCIS National Security Program Direction Document for the Deputy
Director’s review, concurrence, and presentation to the Director for ultimate approval.

c. Accountable to the Deputy Director for NCIS’ success in achieving its combating
terrorism and counterintelligence investigative and operational mission.

d. Accomplishes the NCIS national security mission by causing the three field directorates
to initiate and aggressively conduct proactive operations and cyber activities; requiring field
components to recruit and employ high level sources to support those operations and activities;
by establishing quality standards and demanding quality in all NCIS national security
investigations, operations, and source handling; and by engaging in liaison activities with key
and appropriate U.S. Government, foreign government, and private sector entities.

e. Provides the Executive Assistant Directors of the three field directorates with clear and
consistent operational direction; an optimally resourced and geographically-situated workforce
to execute that direction (in conjunction with the Principal Executive Assistant Director for
Management & Administration); and regularly scheduled assessments and feedback on mission
performance.

f. Roles and Responsibilities of the Executive Assistant Director for NCIS National
Security

(1) When directed, acts in the Deputy Director’s absence.

(2) Executes Director- and Deputy Director-delegated authorities and powers.
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(3) Provides leadership for the NCIS National Security Program.

(a) Directs the NCIS combating terrorism and counterintelligence strategic planning
process. Tasks the Assistant Director, National Security Directorate with strategic planning
activities and requirements.

(b) Informed by the Director’s Strategic Vision and the priorities and performance
requirements established by the Deputy Director, annually produces the NCIS National Security
Program Direction Document for the Deputy Director’s review and the Director’s ultimate
approval. Establishes and communicates his/her strategic vision and priorities for the direction
of NCIS national security efforts to the three field directorates.

(4) Oversees the activities of the National Security Directorate Departments.

(a) Executes through direction to, and supervision of, the Assistant Director of the
National Security Directorate.

(b) Reviews and evaluates Assistant Director and Deputy Assistant Directors’
performance.

(c) Advises Director, Deputy Director, and Principal Executive Assistant Director on
key program and personnel decisions.

(5) Directs National Security Directorate Program Direction and Management Activities

(a) Identifies the national security (terrorism, foreign intelligence, and cyber) threat
posed to the DON by terrorist and espionage activities and international terror and intelligence
networks; addresses the threat by directing the three field directorates to take prioritized actions
to defeat and mitigate the threat; identifies, acquires, and aligns program resources to achieve
desired results; and leads program liaison engagement.

(b) Threat and Program Impact Activities
1. Identifies and prioritizes national security threats to be countered.

2. ldentify, define, and understand the threat posed to or impacting the DON by
international terror and foreign intelligence activities and networks.

3. Informs, and is informed by, the NCIS Foreign Intelligence Threat to the
DON, the Counterterrorism Report to the DON, the Director’s Strategic Vision, and the NCIS
Strategic Guidance.

(c) Informs the development of the National Security Program Direction Document
and, by consequence, the three field Executive Assistant Directors’ (Atlantic, Pacific, and
Global Operations) Field Office Tactical Plans.
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(d) Evaluates whether program activity is having an impact in mitigating the threat;
continually assesses, reviews, and evaluates program activity for adequacy and situational
awareness of program health; and when warranted, make changes to program activities to
achieve desired impact.

1. Establishes program performance measures against desired effects;
programmatic and individual.

2. Conducts formal program performance reviews and assessments.

3. Conducts DON and DoD stakeholder satisfaction surveys; monitors the three
field directorates customer satisfaction survey activities.

4. Issues Program Direction modifications to achieve desired impact and
mitigation effects, as warranted by program reviews.

(e) Plans and Strategic Initiatives

1. Establishes National Security Program Direction and Program priorities;
produces, in conjunction with the Management & Administration Directorate, strategic planning
documents providing the three field directorates with direction and priorities.

2. ldentifies/constructs and monitors high-priority, effects-based strategic
initiatives that drive the execution of National Security Program priorities through tasking of the
three field directorates.

(f) Policy and Resources

1. Establishes and produces, in conjunction with the Management &
Administration Directorate, policy guidance and program standards to assist the three field
directorates implementation of program direction and assigned activities.

2. ldentifies, validates, and justifies the resource (manpower, training,
equipment) requirements needed to execute national security program direction and objectives;
coordinates with the Management & Administration Directorate to acquire and align national
security program resources.

(9) Liaison and Engagement. Establishes National Security Program outreach and
engagement priorities to establish, enhance, and exert maximum influence; leads and oversees
program liaison and engagements activities. Liaison focus areas include:

1. Intra-agency - Within NCIS.
2. Inter-agency - Within DoD, DON, Navy, and Marine Corps.
3. Seat of Government.
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I~

International Partners.

[$a

. Private Sector.

(h) Directs National Security Directorate Investigations and Operations Oversight
Activities.

1. Oversees Director’s special interest investigations; high-level, strategic
initiative operations; high-level, sensitive sources; and cyber/computer network activities
against program-prescribed, agency-approved quality standards.

2. Monitors NCIS headquarters and the three field directorates special interest
investigations and operations for NCIS, DON, DoD and/or seat of government situational
awareness and reporting; advises the three field directorates on course(s) of action, when
appropriate or as directed by NCIS executive staff, to ensure consistency with program-
prescribed, agency-approved quality standards.

(i) Initiates and directs national security program source validation activities.

(j) Participates under National Security Program Direction/Management direction in
program performance assessments of field investigative and operations activities.

(k) Engages executive-level communications, internally and externally, in order to
advise and inform NCIS employees and stakeholders.

1. Keeps the Director and Deputy Director informed on all major policy and
management and administrative matters.

2. Articulates NCIS, Director’s, and Deputy Director’s policy positions and
equities.

3. Educates and influences stakeholders, resource sponsors, and liaison partners.
Serve as the primary NCIS point of contact for matters under National Security Directorate
purview.

4. Shares information of value.

2-13. Executive Assistant Directors for Atlantic and Pacific Operations

a. Serves as the NCIS executive for the execution of its mission execution
responsibilities within a geographic area of responsibility or region.

b. Directs the activities conducted by subordinate NCIS field offices to investigate and
defeat the terrorism, foreign intelligence, and criminal threats posed to the DON in the region;
responsible for the day-to-day oversight and management of the NCIS and its activities,
operational and administrative, within the sphere of his/her geographic area of responsibility.
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(1) Exercises leadership of regional implementation of NCIS headquarters program
goals and objectives through his/her Regional Performance Plan and exercises his direction of it
through his/her supervision of the region’s the appropriate field directorates (Atlantic or Pacific
Operations) Special Agents in Charge.

(a) Advises program executives of regional equities to be considered during
strategic planning and policy development.

(b) Advises the Deputy Director on NCIS headquarters Executive Assistant
Director program management performance relative to his/her sphere of operations.

(2) Establishes regional NCIS operational priorities and performance requirements in
collaboration with NCIS headquarters executives; directs the region’s tactical response planning
to program strategic planning documents. The Regional Performance Plan responds to the
Director’s Strategic Vision and the priorities and performance requirements of the Deputy
Director and the NCIS headquarters program executives.

(3) Produces the region’s performance plan in collaboration with the NCIS
headquarters executives and through the Management & Administration Directorate, for the
Deputy Director’s review, concurrence, and presentation to the Director for ultimate approval.

€. Accountable to the Deputy Director for NCIS’ success in achieving its investigative
and operational missions in his/her geographic area of responsibility and the effective
management of the region’s administrative activities.

d. Responsible to the NCIS headquarters program executives for the region’s success in
achieving the NCIS programs’ investigative and operational missions.

e. Accomplishes the NCIS investigative and operational missions by ensuring that
regional field offices initiate and aggressively conduct proactive operations; recruit and employ
high-level sources to support those operations; conduct investigations, operations, and source
handling that meet or exceed agency quality standards; and engage in liaison activities with key
and appropriate federal, state, local, and foreign government and private sector entities.

f. Roles and Responsibilities of the Executive Assistant Directors for Atlantic and
Pacific Operations

(1) Represents the Director with senior DoD, DON, combatant command, U.S. law
enforcement and intelligence community and foreign government officials in the region.

(2) Executes Director- and Deputy Director-delegated authorities and powers.
(3) Provides leadership for the region’s field office and directorate personnel.

(@) Produces, in collaboration with the NCIS headquarters program executives
through the Management & Administration Directorate, the Region’s Performance Plan to
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implement NCIS headquarters program direction, goals, and objectives as captured in the NCIS
Program Direction Documents. The regional performance plan is informed by the Director’s
Strategic Vision, the priorities and performance requirements of the Deputy Director and the
NCIS headquarters program executives, and the priority requirements of the region’s U.S.
Navy, U.S. Marine Corps, and Combatant Command, and Naval Component Commanders,

(b) Directs the region’s tactical response planning process. Collaborates with the
region’s Special Agents in Charge and the NCIS headquarters Management & Administration
Directorate during the life cycle of the planning process to produce the region’s Field Office
Tactical Plans and Plan modifications.

(c) Produces, as necessary, region-wide NCIS policy implementation guidance in
consultation with the NCIS Chief of Staff and program executives.

(d) Supervises the Executive Assistant Director’s staff.

(4) Oversees the activities of the region’s field offices. Executes these activities through
his/her direction to, and supervision of the field directorates (Atlantic, or Pacific Operations)
Special Agents in Charge.

(a) Ensures that regional field office investigations, operations, and source handling
are assessed against agency-approved standards for quality; are aligned against NCIS
headquarters program and field directorate priorities; and that field activities meeting the criteria
for Special Interest are identified and communicated to the NCIS headquarters for higher
headquarters situational awareness and reporting.

1. Manages the formal, NCIS headquarters approved field directorate (Atlantic or
Pacific Operations) performance assessment and quality assurance review program.

2. Manages the formal, NCIS headquarters-approved Field Directorate special
interest investigation and operation program to identify, review, and report on Special Interest
operational activities.

(b) Reviews and evaluates field directorate (Atlantic or Pacific Operations) Special
Agents in Charge and Assistant Special Agents in Charge performance against NCIS
headquarters and field directorate (Atlantic or Pacific Operations) priorities and objectives.
Oversees the field directorate (Atlantic or Pacific Operations) field office management visit
program.

(c) Monitors the utilization of resources allocated to the region to ensure maximum
operational effectiveness against NCIS headquarters program and field directorate priorities.

(d) Produces, in coordination with the NCIS headquarters program executives, an
annual report for the Director assessing the region’s performance in meeting its mission
responsibilities.
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(5) Serves as the primary point of contact between the field offices and the NCIS
headquarters executives; coordinates with NCIS headquarters programs the validation and
prioritization of resource requests; facilitates NCIS headquarters program-level support for field
activities; and ensures timely and accurate field office response to NCIS headquarters directives,
instructions, and investigative and administrative data calls.

(6) Prepares the region’s liaison and engagement plan; directs the region’s Special Agents
in Charge implementation of NCIS headquarters program and field directorate outreach and
engagement priorities; and provides regional guidance to inform field office liaison and
engagement planning. Liaison and engagement focus areas include:

(a) Intra-agency - Within NCIS.

(b) Inter-agency - Within DoD, DON, Navy, and Marine Corps.
(c) Federal, State, and Local Entities.

(d) International Partners.

(e) Private Sector.

(7) Engages executive-level communications, internally and externally, in order to
advise and inform NCIS employees, customers, and stakeholders.

(a) Keeps the Director, Deputy Director, and NCIS program executives informed of
all major regional issues, events, and potential impediments to the successful execution of the
NCIS mission.

(b) Articulates NCIS, Director’s, and Deputy Director’s policy positions and equities.

(c) Educates and influences regional customers, stakeholders, resource sponsors, and
liaison partners. Serve as the primary NCIS point of contact for operational and resource
matters within the region.

(d) Identifies and shares information of value.

2-14. Executive Assistant Director for Global Operations

a. The NCIS executive responsible for accomplishing mission responsibilities within
specified functional areas of responsibility.

b. Directs the specified activities conducted by subordinate NCIS field offices and
activities to investigate and defeat the terrorism, foreign intelligence, and criminal threats posed
to the DON; responsible for the day-to-day oversight and management of the NCIS activities,
operational and administrative, within the sphere of his/her functional areas of responsibility.
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(1) Exercises his direction through his/her supervision of the directorate’s field office
Special Agents in Charge.

(2) Advises program and field executives of directorate equities to be considered
during strategic planning and policy development,

(3) Establishes performance requirements in collaboration with NCIS headquarters
program and field executives; directs the field office Special Agents in Charge tactical response
planning to program and field directorate strategic planning documents.

. Accountable to the Deputy Director for NCIS’ success in achieving its investigative
and operational missions in his/her functional area of responsibility and the effective
management of the directorate’s administrative activities. Advises the Deputy Director,
primarily through Management & Administration Directorate performance measures, on NCIS
headquarters and field executive program management performance relative to his/her sphere of
responsibility.

d. Responsible to the NCIS headquarters program executives for the directorate’s
success in achieving the NCIS programs’ investigative and operational missions; responsible to
field executives for the directorate’s success in achieving its investigative and operational
missions within field executives’ geographic areas of responsibility.

e. Accomplishes the NCIS investigative and operational missions by ensuring that
directorate field offices initiate and aggressively conduct proactive operations; recruit and
employ high-level sources to support those operations; conduct investigations, operations, and
source handling that meet or exceed agency quality standards; and engage in liaison activities
with key and appropriate federal, state, local, and foreign government and private sector entities.

f. Accomplishes the NCIS investigative and operational mission by ensuring field
operational support elements (Offices of Technical Support, Polygraph Services, Forensic
Support, and TSCM) provide specialized, functional capabilities to facilitate the execution of
the national security and criminal investigative missions.

g. Roles and Responsibilities of the Executive Assistant Director for Global Operations
(1) Represents the Director with senior DoD, DON, Combatant Command, U.S. law
enforcement and intelligence community, and foreign government officials within the sphere of
his functional areas of responsibility.
(2) Executes Director- and Deputy Director-delegated authorities and powers.
(3) Provides leadership for the directorate’s personnel.
(a) Produces, with Management & Administration Directorate facilitation

support, directorate performance priorities, goals, and objectives to guide subordinate Special
Agents in Charge and the heads of support elements. The directorate plan is informed by the
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Director’s Strategic Vision, the priorities and performance requirements of the Deputy Director
and the NCIS headquarters program executives, and the priority requirements of the region’s U.
S. Navy, U.S. Marine Corps, and Combatant Command, and Naval Component Commanders.

(b) Directs the field offices’ tactical response planning process.

(c) Collaborates with the directorate’s Special Agents in Charge and the NCIS
headquarters Management & Administration Directorate during the life cycle of the planning
process to produce the directorate’s Field Office Tactical Plans and Plan modifications.

(d) Produces, as necessary, directorate-wide NCIS policy implementation
guidance in consultation with the NCIS Chief of Staff and program executives.

(4) Oversees the activities of the directorate’s field offices.

(a) Executes through direction to, and supervision of the field office Special
Agents in Charge and heads of the field operational support elements.

1. Ensures that directorate field office investigations, operations, source
handling, and operational support activities are assessed against agency-approved standards for
quality; are aligned against NCIS headquarters program and field directorate priorities; and that
field activities meeting the criteria for special interest are identified and communicated to the
NCIS headquarters for higher headquarters situational awareness and reporting.

2. Manages the formal, NCIS headquarters approved directorate performance
assessment and quality assurance review program.

3. Manages the formal, NCIS headquarters approved directorate special
interest investigation and operation program to identify, review, and report on special interest
operational activities.

(b) Reviews and evaluates field office Special Agent in Charge and Assistant
Special Agent in Charge performance against NCIS headquarters and field directorate priorities
and objectives.

1. Manages the directorate’s field office management visit program.

2. Monitors the utilization of resources allocated to the directorate to ensure
maximum operational effectiveness against NCIS headquarters program, field directorate, and
global operations directorate priorities.

3. Produces, in coordination with the NCIS headquarters program executives,
an annual report for the Director assessing the directorate’s performance in meeting its mission
responsibilities.
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(5) Serves as the primary point of contact between the directorate field offices,
support elements, and the NCIS headquarters and field executives; coordinates with NCIS
headquarters programs the validation and prioritization of resource requests; facilitates NCIS
headquarters program-level support for field activities; and ensures timely and accurate
directorate field office response to NCIS headquarters directives, instructions, and investigative
and/or administrative data calls.

(6) Prepares the directorate’s liaison and engagement plan; directs the directorate

Special Agents in Charge implementation of NCIS headquarters program and field directorate
outreach and engagement priorities; and provides directorate guidance to inform field office
liaison and engagement planning. Liaison and engagement focus areas include:

(a) Intra-agency - Within NCIS.

(b) Inter-agency - Within DoD, DON, Navy, and Marine Corps.

(c) Federal, State, and Local Entities.

(d) International Partners.

(e) Private Sector.

(7) Engages executive-level communications, internally and externally, in order to
advise and inform NCIS employees, customers, and stakeholders.

(a) Keeps the Director, Deputy Director, NCIS program and field executives
informed of all major issues, events, and potential impediments to the successful execution of
the NCIS mission.

(b) Articulates NCIS, Director’s, and Deputy Director’s policy positions and
equities.

(c) Educates and influences directorate customers, stakeholders, resource
sponsors, and liaison partners. In collaboration with the field executives, serve as the primary
NCIS point of contact for operational and resource matters within his/her functional areas of
responsibility.

(d) Identifies and shares information of value.

2-15. Chief, Intelligence and Information Sharing Directorate

a. Serves as the Chief Executive Officer for the NCIS Intelligence and Information
Sharing Directorate (DIIS).

b. Directs the activities conducted by NCIS to provide intelligence, analysis, and related
products to better understand the terror, intelligence, cyber, and criminal threats posed to the
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DON; responsible for the intelligence and related products used by NCIS to reduce terrorist,
intelligence, cyber, and criminal activity and their impact on the U.S. Navy and U.S. Marine
Corps.

(1) Exercises leadership of NCIS intelligence collection, analysis, and production
efforts through his/her NCIS Intelligence Program Direction Document and exercises his
direction of it through the headquarters programs and the three field directorates (Atlantic,
Pacific and Global Operations). Advises the Deputy Director on the three field directorates
Executive Assistant Director’s (Atlantic, Pacific, and Global Operations) performance in
meeting intelligence program goals and objectives.

(2) Establishes NCIS intelligence priorities and performance requirements and directs
NCIS Intelligence Directorate strategic planning efforts. The program direction responds to the
Director’s Strategic Vision and the priorities and performance requirements established by the
Deputy Director.

(3) Produces the NCIS Intelligence Program Direction Document for the Deputy
Director’s review, concurrence, and presentation to the Director for ultimate approval.

C. Accountable to the Deputy Director for NCIS’ success in achieving its intelligence and
intelligence support missions.

d. Accomplishes the NCIS intelligence mission by causing the NCIS program, and the
three field directorates (Atlantic, Pacific and Global Operations) to initiate and aggressively
conduct proactive operations; requiring field components to recruit and employ high level
sources to support those operations; by establishing quality standards and demanding quality in
all NCIS criminal investigations, operations, and source handling; and by engaging in liaison
activities with key and appropriate U.S. Government, foreign government, and private sector
entities.

e. Provides the Executive Assistant Directors of the program directorates and the three
field directorates (Atlantic, Pacific and Global Operations) with clear and consistent operational
direction; an optimally resourced and geographically-situated workforce to execute that
direction (in conjunction with the Principal Executive Assistant Director for Management &
Administration); and regularly scheduled assessments and feedback on mission performance.

f. Roles and Responsibilities of the Chief for Intelligence
(1) When directed, acts in the Deputy Director’s absence.
(2) Executes Director- and Deputy Director-delegated authorities and powers.

(3) Provides leadership for NCIS Intelligence Collection, Analysis, and Support
Programs.
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(a) Directs the NCIS intelligence program strategic planning process. Tasks the
Assistant Director, Intelligence Directorate with strategic planning activities and requirements.

(b) Informed by the Director’s Strategic Vision and the priorities and performance
requirements biennially produces the NCIS Intelligence Program Direction Document for the
Deputy Director’s review and the Director’s ultimate approval. Establishes and communicates
his/her strategic vision and priorities for the direction of NCIS intelligence collection, analysis,
and intelligence support efforts to the headquarters programs and field executive assistant
directors.

(4) Oversees the activities of the NCIS Intelligence Directorate.

(a) Executes DIIS mission objectives and responsibilities through direction to, and
supervision of, assigned Deputy Assistant Directors .

(b) Reviews and evaluates Deputy Assistant Director performance.

(c) Advises the Director, Deputy Director, and Principal Executive Assistant
Director on key program and personnel decisions.

(5) Directs Intelligence Directorate Program Direction and Management Activities

(a) Identifies the threats posed to the DON by international terrorist organizations,
foreign intelligence services, and criminal activity and illicit criminal networks; addresses the
threat by directing the program and field directorates to take prioritized actions to
defeat/mitigate the threat; identifies, acquires, and aligns program resources to achieve desired
results; and leads program liaison engagement.

(b) Threat and Program Impact Activities

1. Identifies and prioritizes international terrorist, foreign intelligence, and
criminal threats to be countered.

a. ldentify, define, and understand the threat posed to or impacting the DON
by terrorist, intelligence, criminal activities, enterprises, and networks.

b. Informs the development of the Intelligence Program Direction Document
and, by consequence, the Programs’ Direction Documents, Field Executive Assistant Directors’
Regional Priorities and Field Office Tactical Plans.

2. Evaluates whether program activity is having an impact in mitigating the
threats; continually assesses, reviews, and evaluates program activity for adequacy and
situational awareness of program health; and when warranted, make changes to program
activities to achieve desired impact.
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a. Establishes program performance measures against desired effects;
programmatic and individual.

b. Conducts formal program performance reviews and assessments.

¢. Conducts NCIS, DON, and DoD stakeholder satisfaction surveys; monitors
program and the three field directors (Atlantic, Pacific and Global Operations) customer
satisfaction survey activities.

d. Issues Program Direction modifications to achieve desired impact and
mitigation effects, as warranted by program reviews.

(c) Plans and Strategic Initiatives

1. Establishes Intelligence Program Direction and Program priorities; produces, in
conjunction with the Management & Administration Directorate, strategic planning documents
providing the program and three field directorates (Atlantic, Pacific and Global Operations)
with the direction and priorities.

2. ldentifies and constructs and monitors high-priority, effects-based strategic
initiatives that drive the execution of the Intelligence Program priorities through tasking of the
program, field, and global operations directorates.

(d) Policy and Resources

1. Establishes and produces, in conjunction with the Management &
Administration Directorate, policy guidance and program standards to assist program and the
three field directorates (Atlantic, Pacific and Global Operations) implementation of program
direction and assigned activities.

2. ldentifies, validates, and justifies the resource (manpower, training,
equipment) requirements needed to execute the Intelligence Program direction and objectives;
coordinates with the Management & Administration Directorate to acquire and align
intelligence program resources.

(6) Directs Global Engagement Activities

(a) Manages the overarching NCIS Global Engagement Program, including the
production of the NCIS Global Engagement Strategy; establishes Intelligence Program outreach
and engagement priorities to establish, enhance, and exert maximum influence; leads and
oversees program liaison and engagements activities. Liaison focus areas include:

I

Intra-agency - Within NCIS (Internal to Directorate).

IN

Inter-agency - Within DoD, DON, Navy, and Marine Corps.
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[o8]

. Seat of Government.

I~

International Partners.
5. Private Sector.

(b) Manages the NCIS Central Source Registry and oversees NCIS source
deconfliction and coordination.

(7) Directs Intelligence Directorate Analysis Activities

(a) Strategic Analysis. Provides all-source analysis and situational awareness of
potential terror, intelligence, or criminal threats and/or organizational vulnerabilities. Assesses
the impact of emerging national security and criminal threats to the DON and NCIS’ ability to
respond.

(b) Operational Analysis. Provides all-source analytic support to program and three
field directorates (Atlantic, Pacific and Global Operations) to identify program coverage gaps
and opportunities; collaborates with the programs to identify specific gaps in their knowledge
base of threats and adversaries.

(c) Tactical Analysis. Provides direct and time-sensitive analysis of tactical
intelligence derived during ongoing NCIS investigations and operations. Leads NCIS source
validation efforts.

(d) Operational Targeting. Collaborates with the operational programs to refine
collection efforts to identify and target critical knowledge gaps; produces targeting packages
that translates threat information into actionable intelligence.

(e) Collection Management. Oversees the prioritization of national, DoD, DON and
NCIS information requirements; directs the headquarters program and the three field
directorates (Atlantic, Pacific and Global Operations) to devise collection operations and recruit
sources to fulfill these requirements.

(F) Production. Produces finished NCIS intelligence and analytical products including,
but not limited to, threat assessments, maritime threat products, special analytic reports, and
criminal intelligence briefs. Collaborates with the National Security and Criminal Directorates
and produces the Foreign Intelligence Threat to the DON, the Terrorist Threat to the DON, and
the Annual DON Crime Report.

(9) Indications and Warning. Manages the Multiple Threat Alert Center providing 24/7
dissemination of indications and warnings to the DON, NCIS, and the intelligence community.
Provides tailored executive- and pre-deployment briefings, major event support, and forward
deployed analytic support to DON and NCIS.
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(8) Engages executive-level communications, internally and externally, in order to advise
and inform NCIS employees and stakeholders.

(a) Keeps the Director and Deputy Director informed on all major policy and
management and administrative matters.

(b) Articulates NCIS, Director’s, and Deputy Director’s policy positions and equities.

(c) Educates and influences stakeholders, resource sponsors, and liaison partners.
Serve as the primary NCIS point of contact for matters under Intelligence Directorate purview.

(d) Shares information of value.

2-16. Chief, Financial Management and Planning

a. Serves as the Chief Executive Officer for the NCIS Financial Management and
Planning Directorate.

b. Directs the activities conducted by NCIS to develop overarching agency strategies and
to provide the program planning, evaluation, and performance assessment necessary to
accomplish the strategic mission of NCIS in the near and long-term.

c. Responsible for ensuring that NCIS is adequately financed and that resources are
spent lawfully and in accordance with NCIS executive policy decisions; for maintaining
effective program planning and performance assessment processes which integrate operational
planning and activities with budget, human resources, and facilities planning; and for providing
timely and accurate security clearance adjudication and information security policy.

(1) Exercises leadership of NCIS fiscal and program planning and evaluation through
his/her NCIS Financial Management & Planning Program Direction Document and exercises
his/her direction of it through his/her day-to-day oversight and management of the Directorate’s
activities.

(2) Establishes NCIS fiscal and program planning priorities and performance
requirements; directs NCIS Financial Management & Planning Directorate strategic planning
and program planning support efforts.

(@) The Financial Management & Planning Program Direction responds to the
Director’s Strategic Vision, the priorities and performance requirements established by the
Deputy Director, and the priorities and objectives of the Principal Executive Assistant Director
for Management & Administration.

(b) Produces the NCIS Financial Management & Planning Program Direction
Document for the Principal Executive Assistant Director’s review, concurrence, and
presentation to the Deputy Director.
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d. Accountable to the Principal Executive Assistant Director for Management &
Administration for the Directorate’s success in meeting its fiscal and program planning and
evaluation missions.

e. Responsible to the program executives to plan for and manage agency efforts to
acquire fiscal resources necessary to meet validated mission requirements; to plan, implement,
and maintain an effective strategic program planning process; and to facilitate the evaluation
and monitoring of organization performance and impact.

f. Roles and Responsibilities of the Chief, Financial Management & Planning Directorate

(1) Acts in the Principal Executive Assistant Director’s absence, when directed.
(2) Executes Principal Executive Assistant Director-delegated authorities and powers.
(3) Provides leadership for NCIS Financial Management & Planning activities.

(a) Directs the NCIS financial management and planning/evaluation strategic
planning processes. Tasks the Deputy Assistant Directors and Department Heads with fiscal
and strategic planning activities and requirements.

(b) Biennially produces the NCIS Financial Management & Planning Program
Direction Document for the Principal Executive Assistant Director’s review, concurrence, and

presentation to the Deputy Director.

(4) Supervises, reviews, and evaluates Deputy Assistant Director, and Department Head
performance.

(5) Advises Principal Executive Assistant Director on key program and personnel
decisions.

(6) Oversees the activities of the Financial Management and Planning Directorate,
specifically:

(a) Fiscal Planning and Management (Budget, Accounting, and Fiscal
Analysis/Policy).

=

. Produces the NCIS Strategic (Six Year) Budget.

[N

Produces the NCIS Annual Budget.

. Principally responsible for coordination with all NCIS resource sponsors.

I

1o

. Coordinates with NCIS Programs to identify and deconflict crosscutting
issues.
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¢. Produces all financial documents required by resource sponsors.

(b) Prepares and produces the annual NCIS Financial Plan (Current Year
Execution).

1. Ensures budgeted resources are allocated as directed by NCIS senior
management.

2. Provides NCIS executives with periodic obligation and expenditure reporting.
3. Implements and maintains the NCIS accounting process; tracks and records all
NCIS financial transactions; matches expenditures with appropriate obligations and accounts for

exceptions; ensures compliance with all instructions and laws.

4. Prepares directorate-required financial analysis and supports NCIS programs
with financial analysis when requested.

(c) Planning and Evaluation

1. Coordinates the development and production of NCIS strategic and program
planning documents and performance assessments.

2. Directs the NCIS Strategic Management/Mission Performance Analysis
Process.

a. Collaborates with the programs to develop performance targets, measures,
and metrics that will facilitate performance assessment.

b. Facilitates periodic program performance reviews.

c. Prepare, coordinate, or lead program evaluations, impact studies, and
research, as requested; provide program executives with recommendations resulting from
evaluative effort.

(d) Engages executive-level communications, internally and externally, in order to
advise, inform, and influence NCIS employees, customers, stakeholders, and partners.

1. Keeps the Director, Deputy Director, the Principal Executive Assistant
Director, and NCIS Executives informed on all matters pertaining to financial management,
program planning and evaluation, DON clearance adjudication, and DON information security.

2. Articulates NCIS, Director, Deputy Director, and Principal Executive
Assistant Director policy positions and equities.

3. Educates and influences stakeholders, resource sponsors, and liaison partners.
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4. Shares information of value.

2-17. Assistant Director, Human Resources

a. Serves as the Chief Executive Officer for the NCIS Human Resources Directorate.

b. Directs the activities conducted by NCIS to recruit, develop, and retain a workforce
capable of accomplishing the strategic mission of NCIS in the near- and long-term; responsible
for NCIS business operations that produce a knowledgeable, well-trained, motivated, and
optimally-located workforce, from entry- through executive- levels.

(1) Exercises leadership of NCIS human capital development and workforce planning
efforts through his/her NCIS Human Resources Program Direction Document and exercises
his/her direction of it through his/her day-to-day oversight and management of the Directorate’s
activities.

(2) Establishes NCIS human capital development and workforce planning priorities
and performance requirements; directs NCIS Human Resources Directorate strategic planning
efforts.

(a) Human Resources Program Direction responds to the Director’s Strategic
Vision, the priorities and performance requirements established by the Deputy Director, and the
priorities and objectives of the Principal Executive Assistant Director for Management &
Administration.

(b) Produces the NCIS Human Resources Program Direction Document for the
Principal Executive Assistant Director’s review, concurrence, and presentation to the Deputy
Director.

c. Accountable to the Principal Executive Assistant Director for Management &
Administration for the directorate’s success in meeting its human capital development and

workforce planning mission.

d. Responsible to the program and field executives to acquire and align workforce
resources to meet validated mission requirements.

e. Roles and Responsibilities of the Assistant Director, Human Resources
(1) When directed, acts in the Principal Executive Assistant Director’s absence.
(2) Executes Principal Executive Assistant Director-delegated authorities and powers.

(3) Provides leadership for NCIS Human Capital Development and Workforce
Planning Activities.
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(a) Directs the NCIS human resources strategic planning process. Tasks the
Deputy Assistant Directors and Department Heads with strategic planning activities and
requirements.

(b) Biennially produces the NCIS Human Resources Program Direction Document
for the Principal Executive Assistant Director’s review, concurrence, and presentation to the
Deputy Director.

(4) Supervises, reviews, and evaluates Deputy Assistant Director and Department Head
performance.

(5) Advises Principal Executive Assistant Director on key program and personnel
decisions.

(6) Oversees the activities of the Human Resources Directorate, specifically:

(a) Human Resources Operations & Services (Personnel Services, Benefits, and
Employee Relations.)

1. Position Management and Classification. Collaborates with NCIS programs
to identify job series, and positions needed to meet mission-related functions; prepares position
descriptions which detail the required knowledge, skills, and abilities; develops career paths and
succession planning guidance to assist employee career advancement efforts.

2. Personnel Benefits and Processing and Employee Relations. Facilitates and
administers established federal and military program benefits and services to NCIS employees,
including pay and benefits, retirement counseling and processing, worker’s compensation
program, and the grievance and disciplinary program.

3. Performance Management. Administers and provides direction for the NCIS
performance appraisal and awards process; collaborates with NCIS supervisors to develop
competency-based performance plans that link performance expectations with agency goals;
and advises supervisors addressing performance deficiencies.

(b) Training

1. Strategic and Operational Planning. Collaborates with the programs and
three field directorates (Atlantic, Pacific and Global Operations) and produces agency-wide
training needs assessments, training plans, and training strategies.

2. New Agents’ Training Program. Oversees the development and delivery of
a training program that provides new special agents with the requisite knowledge, skills, and
abilities. Ensures that training is delivered by qualified instructors and meet training
certification standards.
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3. Specialized Investigative/Operational Training. Responsible, with
collaboration from the program, field, and global directorates, for identifying, developing,
acquiring, and delivering advanced investigative and operational courses of instruction that
meet the prioritized needs of the NCIS.

4. Professional Staff and Support Staff Training. Ensures the job-related
training needs, specialized training, and career development needs of the NCIS professional and
support staff personnel are addressed.

5. Provide required support to the Federal Law Enforcement Training Center.
(c) Human Capital Development

1. Workforce Planning. With collaboration from the NCIS program and the
three field directorates (Atlantic, Pacific and Global Operations) produces and directs the
execution of the NCIS Workforce Development Strategy.

2. Assesses and addresses NCIS special agent, professional staff, and support
staff development, recruitment, retention, and development requirements, based on near term

staffing needs and projected future skill needs.

(d) Leadership Development and Executive Succession Planning

=

. Manages the NCIS Leadership Development Program (Levels | & I1).

N

. Coordinates NCIS Senior Leader Training.

[o8)

. Provides Executive Succession Planning support.

(e) Engages executive-level communications, internally and externally, in order to
advise, inform, and influence NCIS employees, customers, stakeholders, and partners.

1. Keeps the Director, Deputy Director, the Principal Executive Assistant
Director, and NCIS executives informed on all matters pertaining to workforce development
and planning, human resources actions, policies, and workforce training.

2. Atrticulates NCIS, Director, Deputy Director, and Principal Executive
Assistant Director policy positions and equities.

[eM)

. Educates and influences stakeholders, resource sponsors, and liaison
partners.

[~

. Shares information of value.
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2-18. Assistant Director, Administration & Logistics

a. Serves as the Chief Executive Officer for the NCIS Administration & Logistics
Directorate.

b. Directs the activities conducted by NCIS to enable the execution of its strategic
mission, both in the near- and long-term, with facilities management, procurement management,
logistics and supply management, security management, records management, and
administrative services support; responsible for NCIS business operations that ensure a highly
efficient administrative and logistics support program.

(1) Exercises leadership of NCIS administrative and logistics efforts through his/her
NCIS Administration and Logistics Program Direction Document and exercises his/her
direction of it through his/her day-to-day oversight and management of the Directorate’s
activities.

(2) Establishes NCIS facilities, logistics, security, procurement, and administrative
support management planning priorities and performance requirements; directs NCIS
Administration and Logistics Directorate strategic planning efforts.

(@) The Administration and Logistics Program Direction responds to the
Director’s Strategic Vision, the priorities and performance requirements established by the
Deputy Director, and the priorities and objectives of the Principal Executive Assistant Director
for Management & Administration.

(b) Produces the NCIS Administration and Logistics Program Direction
Document for the Principal Executive Assistant Director’s review, concurrence, and
presentation to the Deputy Director.

c. Accountable to the Principal Executive Assistant Director for Management &
Administration for the Directorate’s success in meeting its facilities, procurement, security,
logistics, and administrative management mission.

d. Responsible to the program and field executives for suitable and properly maintained
facilities; for clear and consistent security programs, policy, and training; for agile and
responsive logistics and procurement business operations that ensure the timely acquisition and
delivery of equipment and services; and for an agile administrative support program that
enables timely NCIS-wide staff action resolution, timely NCIS policy guidance, and effective
records management.

e. Roles and Responsibilities of the Assistant Director, Administration & Logistics
(1) When directed, acts in the Principal Executive Assistant Director’s absence.

(2) Executes Principal Executive Assistant Director-delegated authorities and powers.
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(3) Provides leadership for NCIS facilities management, logistics and supply, security
management, contracting & procurement, and administrative support service activities.

(a) Directs the NCIS Administration and Logistics strategic planning process; tasks
the Deputy Assistant Directors and Department Heads with strategic planning activities and
requirements.

(b) Biennially produces the NCIS Administration and Logistics Program Direction
Document for the Principal Executive Assistant Director’s review, concurrence, and
presentation to the Deputy Director.

(4) Supervises, reviews, and evaluates Deputy Assistant Director and Department Head
performance.

(5) Advises the Principal Executive Assistant Director on key program and personnel
decisions.

(6) Oversees the activities of the Administration and Logistic Directorate, specifically:

(a) Security and Facilities. Physical, Personnel, Information, and Special Security
Management. Manages the full-scope security program for NCIS, covering physical, personnel,
information, and special security issues; produces security policy for NCIS processing and
adjudication of personnel security clearances, maintaining control of special security sources
and documents, and maintaining the physical security of NCIS facilities and spaces.

(b) Manages the NCIS Credential and Badge Program.

(c) Security Management Training Program. Provides/provides for security training
for all agency personnel; uses the full spectrum of communications/media methods to instruct
NCIS employees on proper handling of protected materials, classified information, and
equipment.

(d) Facilities Engineering and Planning Management.

1. Manages NCIS facility and real property maintenance; participates in the
planning, programming, and budgeting process to ensure adequate funding for facility
acquisition, replacement, improvement, repair, or alteration; coordinates the resolution of
technical facilities engineering issues with local commands and/or real property managers; and
prepares engineering plans for facility improvement or repair and oversees contracted
architectural and/or engineering support.

2. Produces and publishes an annual facilities plan detailing NCIS facility
requirements for the year of execution, and projecting major facilities requirements for the
following year; conducts surveys to determine mid- and long-term facility requirements;
coordinates with DON property management entities to ensure NCIS facility requirements
receive priority consideration for unimpeded law enforcement at naval installations.
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(e) Acquisition and Logistics.

1. Manages all NCIS contracting and procurement activities; facilitates program
source selection and other contracting decision-making; produces NCIS procurement
documentation; coordinates agency purchase actions with the end-user to ensure propriety and
timeliness; maintains the agency’s acquisition record management system; and develops and
publishes policy and procedure governing the NCIS acquisition including the issuance and use
of agency purchase cards.

2. Manages NCIS logistics programs for vehicles, fuel, weapons, ammunition,
accountable property, and criminal investigative supplies; maintains the agency’s vehicle, arms,
and ammunition record management and reporting programs; and develops and publishes policy
and procedures governing NCIS logistics.

(f) Administrative Services.

1. Staff Action Management. Responsible for the Executive Decision Making
Process (EDMP); collaborates with the headquarters program directorates and the three field
directorates to produce actionable EDMP packages; and administers the NCIS application of the
SECNAYV Tasker System.

2. Policy Maintenance. Maintains official records of all current policy
documents, manuals; manages the agency’s periodic policy review and update process.

3. Correspondence Control. Responsible for tracking and fulfilling incoming
and outgoing correspondence action, policy, directives review, action taskers, and other requests
for information.

4. Records Management and Disposal. Manages the DON central repository for
closed law enforcement, counterterrorism, and counterintelligence investigative and operational
records; responds to requests for investigative records by federal, state, and local government
agencies; ensures compliance with departmental record management directives and
requirements; and prepares agency policy for records creation and management.

5. Community Management. Administers community management
responsibilities for NCIS administrative support personnel.

(7) Engages executive-level communications, internally and externally, in order to
advise, inform, and influence NCIS employees, customers, stakeholders, and partners.

(a) Keeps the Director, Deputy Director, the Principal Executive Assistant Director,
and NCIS executives informed on all matters pertaining to facilities, logistics, and
administrative support.
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(b) Articulates NCIS, Director, Deputy Director, and Principal Executive Assistant
Director policy positions and equities.

(c) Educates and influences stakeholders, resource sponsors, and liaison partners.

(d) Serves as the primary NCIS liaison within NCIS and with the DON, DoD, and
other agencies regarding facilities, procurement, security, and records management and
administrative services.

(e) Shares information of value.

2-19. Assistant Directors (Criminal & National Security Directorates)

a. Serves as the Chief Operating Officer for the Directorate.

b. Responsible for the day-to-day oversight and management of the Directorate’s
activities; supervises directorate activities to prevent or reduce threats targeting DON equities.

(1) Manages the execution of NCIS mission responsibilities through the Directorate’s
Program Direction Document and facilitates it through the three field directorates.

(2) Manages the Directorate’s strategic planning efforts.

(3) Oversees the development and production of the Directorate’s Program Direction
Document for the Executive Assistant Director’s review and approval for presentation to the
Deputy Director.

c. Accountable to the Executive Assistant Director for the Directorate’s success in
meeting its investigative and operational mission and the effective management of its
administrative activities, including the production of clear and consistent operational direction;
an optimally resourced and geographically-situated workforce to execute that direction (in
conjunction with the NCIS Financial Management & Planning Directorate); and regularly
scheduled assessments and feedback on mission performance.

d. Roles and Responsibilities of the Assistant Director (Criminal & National Security
Directorates.)

(1) Acts in the Executive Assistant Director’s absence.

(2) Executes Executive Assistant Director-delegated authorities and powers.

(3) Supervises, reviews, and evaluates Deputy Assistant Director performance.

(4) Advises Executive Assistant Director on key program and personnel decisions.

(5) Manages the day-to-day activities of the Directorate, specifically:
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(@) Directorate’s Program Direction and Management Activities
1. Threat and Program Impact.

a. Identifies and prioritizes the threats to be countered/mitigated.

b. Evaluates whether program activity is impacting threat mitigation;
continually assesses, reviews, and evaluates program activity for adequacy and situational
awareness of program health; and when warranted, makes changes to program activities to
achieve desired impact.

2. Plans and Strategic Initiatives.

a. Establishes Program Direction and Program priorities; produces, in

conjunction with the Planning and Evaluation Department, strategic planning documents to

guide field and global operations directorate efforts.

b. Identifies/constructs and monitors high-priority, effects-based strategic
initiatives that drive the field and global operations directorates’ execution of Program
priorities.

3. Policy and Resources.
a. Establishes and produces, in conjunction with the Management &
Administration Directorate, policy guidance and program standards to guide field

implementation of program direction and assigned activities.

b. Identifies, validates, and justifies the resource (manpower, training,
equipment) requirements needed to execute Program direction and objectives

c¢. Coordinates with the Management & Administration Directorate to acquire
and align program resources.

(b) Liaison and Engagement. Establishes program outreach and engagement
priorities to establish, enhance, and exert maximum influence. Liaison focus areas include:

1. Intra-agency - Within NCIS

N

. Inter-agency - Within DoD, DON, United States Navy, and Marine Corps

[eM)

. Seat of Government

|~

. International Partners

[8)]

. Private Sector
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(c) Directorate’s Investigations and Operations Oversight Activities

1. Oversees Director’s Special Interest investigations; high-level, strategic
initiative operations and activities; and high-level, sensitive sources against Program-prescribed,
agency-approved quality standards.

2. Monitors NCIS headquarters and field, and global operations directorate
special interest investigations, operations, and activities for NCIS, DON, DoD, and Seat of
Government situational awareness and reporting; advises the three field directorates elements
on course(s) of action, when appropriate or when directed by higher authority, to ensure
consistency with program-prescribed, agency-approved quality standards.

3. Initiates program source validation activities.

4. Ensures Investigation and Operation Department participation in the
Directorate’s performance assessment of field investigative and operations activities.

2-20. Assistant Director, Information Technology

a. Serves as the NCIS Command Information Officer; principal advisor to the Director
for issues regarding information management and alignment of information technology (IT)
investments to business priorities and assigned missions.

b. Serves as the Chief Executive Officer for the NCIS Information Technology
Directorate.

c. Directs the activities conducted by NCIS to plan, implement, and maintain the NCIS IT
infrastructure necessary to accomplish the strategic mission of NCIS in the near- and long-term;
responsible for the effective use of NCIS information resources across the organization to
successfully meet its goals and objectives and for NCIS business operations that enable the
design, development, procurement, operation, and maintenance of NCIS information systems.

(1) Exercises leadership of NCIS information resources management through his/her
NCIS Information Technology Program Direction Document and exercises his/her direction of
it through his/her day-to-day oversight and management of the Directorate’s activities.

(2) Establishes NCIS information resources management priorities and performance
requirements; directs NCIS Information Technology Directorate strategic planning efforts.

(@) Information Technology Program Direction responds to the Director’s Strategic
Vision, the priorities and performance requirements established by the Deputy Director, and the
priorities and objectives of the Principal Executive Assistant Director for Management &
Administration.
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(b) As directed and aligned with the NCIS Strategic Plan, produces for the Principal
Executive Assistant Director’s review, concurrence, and presentation to the Deputy Director, a
multiyear NCIS Information Technology Strategic Plan that guides NCIS information resources
management direction. Updates the IT Strategic Plan biennially.

(3) Produces the NCIS Information Technology Program Direction Document for the
Principal Executive Assistant Director’s review, concurrence, and presentation to the Deputy
Director.

d. Accountable to the Principal Executive Assistant Director for Management &
Administration for the Directorate’s success in meeting its information management mission.

e. Responsible to the program and the three field directorates executives to develop,
acquires, align, and maintain information systems and technologies to meet validated mission
requirements.

f. Roles and Responsibilities of the Command Information Officer and Chief, Information
Technology Directorate

(1) As Command Information Officer, serves as the Director’s principal advisor
regarding information resources management and IT investment.

(2) As the Directorate Chief, acts in the Principal Executive Assistant Director’s
absence, when directed.

(3) Executes Principal Executive Assistant Director-delegated authorities and powers.
(4) Provides Leadership for NCIS Information Management Activities

(a) Directs the NCIS information management and technology strategic planning
process. Tasks the Deputy Assistant Directors/Department Heads with strategic planning
activities and requirements,

(b) At higher direction, produces a multiyear NCIS Information Technology
Strategic Plan, updated on a biennial basis that guides the design, development, procurement,
and operation of NCIS information management systems and technologies.

(c) Biennially produces the NCIS Information Technology Program Direction
Document for the Principal Executive Assistant Director’s review, concurrence, and
presentation to the Deputy Director.

(5) Supervises, reviews, and evaluates Deputy Assistant Director, and Department Head
performance.

(6) Advises Principal Executive Assistant Director on key program and personnel
decisions.
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(7) Oversees the activities of the Information Technology Directorate, specifically:
(@) Information Technology Planning

1. Inalignment with the NCIS Strategic Plan, produces a NCIS IT Strategic
Plan, providing NCIS information resources management direction; updates the plan on a
biennial basis.

2. Establishes Information Technology Program Direction and Program
priorities; produces, in conjunction with the Planning and Evaluation Department, strategic
planning documents providing support to the program and field directorates.

3. Develop an annual IT resource plan for inclusion into NCIS budget
submissions to external stakeholders and resource sponsors.

(b) Performance Measures and Management. In collaboration with the Planning
and Evaluation Department, establish and implement metrics to assess and report the value of
IT investments.

(c) Enterprise Architecture Development and Implementation
1. Develop, implement, and maintain the technical and system views of the
NCIS enterprise architecture; collaborate with the program executives to develop the

operational view of the enterprise architecture.

2. ldentify authoritative sources of NCIS enterprise data; formalize authoritative
data sources through the architecture process.

3. Participate in DON Functional Area Manager activities and related DON
application rationalization efforts; represent NCIS equities within these processes.

4. Chair the NCIS Architecture Review Board to ensure projects and
investments are consistent with NCIS enterprise architecture; review and approve changes and
updates to enterprise architecture.

5. Manage the NCIS IT Capital Planning and Investment Control process; chair
the NCIS IT Investment Review Board.

(d) Technology Strategy Development.
(e) Information Resources Management Policy and Guidance.

() Central Design Activity. Manage requirements definition, systems design,
modeling, development testing, integration, and implementation support.

UNCLASSIFIED

41
000047



UNCLASSIFIED

(9) Enterprise Management
1. Acquire, manage, and support NCIS network and communications systems.

2. Operate and maintain the NCIS Data Center; provide data management
services to NCIS applications, systems, and operations.

3. Manage application and system development, systems engineering, and
system integration activities related to NCIS-owned and NCIS-administered applications.

4. Develop and execute risk-based continuity of operations planning for all
NCIS-owned systems, applications, data, and infrastructure.

(h) Information Assurance and Security. Develop and implement NCIS
information assurance strategies, plans, policies, and best practices.

(1) Engages executive-level communications, internally and externally, in order to
advise, inform, and influence NCIS employees, customers, stakeholders, and partners.

1. Keeps the Director, Deputy Director, the Principal Executive Assistant
Director, and NCIS executives informed on all matters pertaining to information management,
information systems, and technology.

2. Articulates NCIS, Director, Deputy Director, and Principal Executive
Assistant Director policy positions and equities. As the Command Information Officer, serves
as the primary NCIS liaison with the DON Chief Information Officer, DON, DoD, and other
agencies on matters pertaining to information management.

3. Educates and influences stakeholders, resource sponsors, and liaison partners.

4. Shares information of value.

(8) Supervises, reviews, and evaluates Deputy Assistant Director (DAD) performance.

2-21. Deputy Assistant Directors

a. Serves as the head of a programmatic department within a particular directorate.

b. Responsible for supervising, managing, and executing the department’s activities.
Dependent on the department’s specific focus, these responsibilities include:

(1) Directs and executes oversight to ensure consistent quality and operational
excellence of SI/DSI investigations and, in collaboration with the Field-EAD staffs and SACs,
enterprise investigations and operations.
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(2) Informs and advises through subject matter expertise relative to the organization,
allocation, and alignment of resources to mitigate threat and address operational and
organizational priorities.

(a) Provides information and advise relative to the directorate’s Program Direction
Document, re-evaluating as necessary in response to emerging requirements.

(b) Develops metric standards and monitor performance to assess and evaluate
program and operational effectiveness; make adjustments as necessary to improve overall
effectiveness.

(c) Makes recommendations pertaining to resource allocation and placement based
on metrics-driven assessments, ensuring senior NCIS leadership remains aware of assumed
risks associated with resource constraints or misalignment.

(3) Executes the department’s strategic planning, management, and administrative
efforts by implementing the Program’s “Man, Train, and Equip” mission and providing support
services.

(4) Exchanges information and collaborates with internal and external entities in
furtherance of mission objectives. Liaison and engagement focus areas include:

(a) Intra-agency - Within NCIS.

(b) Inter-agency - Within DoD, DON, U.S. Navy, and U.S. Marine Corps.
(c) Federal, State, and Local Entities.

(d) International Partners, as appropriate.

(e) Private Sector.

(5) Accountable to the department’s senior managing official for successfully meeting
mission requirements and managing administrative activities.

c. Roles and Responsibilities of the Deputy Assistant Director

=

. Acts in the absence of the department’s senior managing official.

N

. Executes delineated department functions and activities.

[eM)

. Supervises, reviews, and evaluates department staff performance.

4. Advises the department’s senior managing official on key program and
personnel decisions.
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5. Continually assesses, reviews, and evaluates activities; takes appropriate
actions to achieve the desired outcomes.

6. Evaluates activities for impact on threat mitigation, operational efficiency, and
overall effectiveness.

7. Manages the day-to-day responsibilities of the department by identifying
threats, prioritizing activities, and adjusting resources as necessary.

8. Executes EAD/AD-delegated authorities and powers.
9. Provides leadership for department personnel.

2-22. Special Agents in Charge

a. Serves as the senior NCIS manager responsible for the execution of agency mission
responsibilities within a geographic or functional area of responsibility.

b. Directs the activities conducted by subordinate Field Office squads, NCIS resident
agencies, and units to investigate and defeat the terrorism, foreign intelligence, and criminal
threats posed to the DON within its area of responsibility; responsible for the day-to-day
oversight and management of the NCIS and its activities, operational and administrative, within
the sphere of his/her geographic or functional area of responsibility.

(1) Directs activity and executes oversight to ensure consistent quality and
effectiveness of all assigned investigations and operations in collaboration with the Field-EAD
staffs and program DADs.

(2) Exercises leadership of geographic and functional implementation of NCIS
headquarters and field operations executive goals and objectives through his/her direction to and
his/her supervision of the offices Assistant Special Agents in Charge and supervisory personnel.
Advises program and field executive of local/regional equities to be considered during strategic
planning and policy development.

(3) Produces NCIS field office operational priorities and performance requirements
in collaboration with NCIS headquarters, and field and global operations; directs the office’s
tactical response planning to Program strategic planning documents. Field Office Tactical Plan
responds to the Director’s Strategic Vision and the priorities and performance requirements of
the Deputy Director, the NCIS headquarters program, and field and global operations executive.

(4) Produces the Field Office Tactical Plan in collaboration with the NCIS
headquarters, and field and global operations executive, through the Management &
Administration Directorate, for the Deputy Director’s review, concurrence, and presentation to
the Director for ultimate approval.
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c. Accountable to the field Executive Assistant Director for NCIS’ success in achieving
its investigative and operational mission in his/her geographic or functional area of
responsibility and for the effective management of the field office’s administrative activities.

d. Responsible to the field Executive Assistant Director for the field office’s success in
achieving the NCIS programs’ investigative and operational missions.

e. Accomplishes the NCIS investigative and operational missions by ensuring that field
office subordinate offices initiate and aggressively conduct proactive operations; recruit and
employ high-level sources to support those operations; conduct investigations, operations, and
source handling that meet or exceed agency quality standards; and engage in liaison activities
with key and appropriate federal, state, local, and foreign government and private sector entities.

f. Roles and Responsibilities of the NCIS Field Office Special Agents in Charge

(1) Oversees the day-to-day activities of the field office, its squads, resident agencies,
and units. Executes through direction to, and supervision of his/her Assistant Special Agents in
Charge and supervisory personnel.

(2) Ensures that field office investigations, operations, and source handling are assessed
against agency-approved standards for quality; are aligned against NCIS headquarters program,
and field directorate priorities; and that field office activities meeting the criteria for special
interest are identified and communicated to the field and global operations directorate executive
and/or NCIS headquarters for higher headquarters situational awareness and reporting.

(3) Manages the formal, NCIS headquarter approved case review program throughout the
field office.

(4) Reviews and evaluates field office supervisory personnel performance against NCIS
headquarters, field and global directorate, and field office priorities and objectives.

(5) Executes the field operations directorates’ Field Office Management Visit Program.

(6) Monitors the utilization of resources allocated to the field office to ensure maximum
operational effectiveness against NCIS headquarters program, and the field operations
directorate and field office priorities.

(7) Provides input as required to the appropriate field operations directorate executive to
support an annual report for the Director assessing the region’s performance in meeting its
mission responsibilities.

(8) Represents the Director, and the field and global operations executive with senior
DoD, DON, combatant command, U.S. law enforcement and intelligence community, and
foreign government officials in geographic area of responsibility or the sphere of functional
responsibility.
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(9) Executes the field and global executive-delegated authorities and powers.
(10) Provides leadership for field office personnel.

(a) Produces, in collaboration with the NCIS headquarters and the appropriate field or
global operations executives through the Management & Administration Directorate, the Field
Office Tactical Plan to implement NCIS headquarters programs, and the field and global
operations executive direction, goals, and objectives as captured in the NCIS Program Direction
Documents and Regional Performance Plans. Informed by the Director’s Strategic Vision, the
priorities and performance requirements of the Deputy Director and the NCIS headquarters
program executives, and the priority requirements of the region’s U.S. Navy, U.S. Marine
Corps, and Combatant Command and Naval Component Commanders.

(b) Directs the field office’s tactical response planning process. Collaborates with the
NCIS headquarters programs, the field directorate executives, and the NCIS headquarters
Management & Administration Directorate during the life cycle of the planning process to
produce the Field Office’s Tactical Plan and Plan modifications.

(c) Produces, as necessary, field office-wide NCIS policy implementation guidance in
consultation with the NCIS Chief of Staff and program executives.

(5) Serves as the primary point of contact between the field office subordinate offices
and the field operations directorate Executive Assistant Director; provides input as required to
support executive coordination for validation and prioritization of resource requests with NCIS
headquarters programs executives; supports the field operations directorate executive
facilitation of the NCIS headquarters program-level support for field office activities; and
ensures timely and accurate field office response to NCIS headquarters directives, instructions,
and investigative and administrative data calls via the field operations executive.

(6) Provides input as required to the field directorate executive to support his/her
preparation of the region’s liaison and engagement plan; directs the field office Assistant
Special Agents in Charge and Supervisory Special Agents’ implementation of NCIS
headquarters program, and field directorate, and field office outreach and engagement priorities;
and provides field office guidance to inform subordinate office liaison and engagement
planning. Liaison and engagement focus areas include:

(a) Intra-agency - Within NCIS.

(b) Inter-agency - Within DoD, DON, U.S. Navy, and U.S. Marine Corps.
(c) Federal, State, and Local Entities.

(d) International Partners, as appropriate.

(e) Private Sector.
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(7) Engages executive-level communications, internally and externally, in order to
advise and inform NCIS employees, customers, and stakeholders.

(a) Keeps the Director, Deputy Director, and NCIS program executives informed
via the field operations executive of all major regional issues, events, and potential impediments
to the successful execution of the NCIS mission.

(b) Articulates NCIS, Director’s, Deputy Director’s, and the field operations
executive policy positions and equities.

(c) Educates and influences regional customers, stakeholders, resource sponsors,
and liaison partners. Serve as the primary NCIS point of contact for operational and resource
matters within the field office geographic and functional area of responsibility.

(d) Identifies and shares information of value.
2-23. Chief of Staff

a. Serves as the Chief Administrative Officer for the Office of the Director

(encompassing the Director, Deputy Director, Executive Assistant Directors, and the Director’s
Staff.)

b. Directs the day-to-day business operations of the Office of the Director; responsible
for NCIS efforts to effectively administrate the actions requiring Director, NCIS decision or
release authority; ensures that staff actions requiring executive decision are relevant, germane,
timely, responsive, complete, and fully and appropriately vetted; and coordinates the flow of
staff actions within the Office of the Director.

c. Accountable to the Director via the daily supervision of the Deputy Director for the
effective operation and administration of the Office of the Director.

d. Accomplishes the effective operation and administration of the Office of the Director
by causing the program directorates and each of the three field directorates executives and their
staffs/elements to initiate and produce timely, fully-researched, and professionally-crafted staff
action packages for executive staff consideration; causing the Director’s staff and program
directorates, and each of the three field directorates executives to review, vet, and provide
relevant program-related commentary on pending staff actions for Director and/or Deputy
Director consideration; and by recommending resolutions or courses of action for the Director
and/or Deputy Director.

e. Roles and Responsibilities of the Chief of Staff
(1) Executes specified Director and Deputy Director-delegated authorities and powers.

(2) Supervises, reviews, and evaluates selected Office of the Director staff
performance.
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(3) Advises the Director and Deputy Director on key staff and executive decision-
required actions.

(4) Directs the business operations of the Office of the Director. The Office of the
Director requirements are executed through his/her collaboration with the Director’s Staff and
the program, and the field directorates (Atlantic, Pacific, and Global Operations) executives
responsible for the development and production of staff actions and staff action-related
activities.

(5) Coordinates the submission of policy-related (development, coordination, review,
and/or de-confliction) action packages for Director and/or Deputy Director considerations;
reviews submissions and makes recommendations to the Deputy Director.

(6) Oversees the execution of Director and Deputy Director-tasked special projects.

(7) Engages executive-level communications, internally and externally, in order to
advise and inform NCIS employees and stakeholders.

(a) Articulates NCIS, Director’s, and Deputy Director’s policy positions and
equities.

(b) Educates and influences stakeholders, resource sponsors, and liaison partners.
(c) Shares information of value.

2-24. Communications Director

a. Serves as the principal advisor to the Director for issues regarding NCIS interaction
with the NCIS workforce, the Congress, the media, and the public.

b. Supervises the NCIS Office of Communications.

c. Directs the activities conducted by NCIS to plan, implement, and maintain the liaison
outreach necessary to communicate the strategic mission and activities of NCIS; responsible for
the effective use of NCIS communications and liaison resources across the organization to
successfully meet its goals and objectives.

(1) Exercises leadership of NCIS strategic communications and congressional liaison
efforts and exercises his/her direction of them through his/her day-to-day oversight and
management of the office’s activities.

(2) Establishes NCIS strategic communications, congressional outreach, and legislative
priorities and performance requirements.
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(a) Communications and congressional liaison priorities respond to the Director’s
Strategic Vision, the priorities and performance requirements established by the Deputy
Director, and the priorities and objectives of the Principal Executive Assistant Director for
Management & Administration.

(b) As directed, produces for the Director’s approval, a multiyear NCIS Strategic
Communications Plan that guides NCIS internal and external communications.

(c) Collaborates with the program, field, and global executives, and the Planning
and Evaluation Department and produces an annual “State of the NCIS” Performance
Assessment Report for departmental seniors.

d. Accountable to the Director for the agency’s success in meeting its strategic
communications mission; responsible to the program and field executives for a public affairs
program responsive to the combating terrorism, counterintelligence, and criminal investigative
missions.

e. Roles and Responsibilities of the Communications Director

(1) Serves as the Director’s principal advisor regarding strategic communications and
congressional liaison.

(2) Provides leadership for the activities of the NCIS Office of Communications.

(a) Directs the development of NCIS strategic communications, congressional
.outreach, and legislative priorities and performance requirements.

(b) At higher direction, produces the multiyear NCIS Strategic Communications
Plan that guides its internal and external communications outreach and the design, development,
procurement, and operation of NCIS communications tools, venues, and products.
(3) Supervises, reviews, and evaluates Deputy Communications Director performance.
(4) Oversees and manages the office’s day-to-day activities, specifically,

(a) Congressional Outreach and Liaison

1. Coordinates education and subject matter briefings for Members of Congress
and their staffs.

2. Research and produce information papers and briefing materials for Members
of Congress, congressional committees/subcommittees, and staffs as required.

3. Produce annual budget/mission accomplishment briefs for congressional
oversight bodies.
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4. Research and produce agency responses to congressional inquiries.

5. Prepare and pursue enactment of legislation that would enhance the ability of
NCIS to accomplish its mission.

6. Analyze, monitor, and track legislation that could affect agency authorities or
ability to accomplish its mission.

7. Manage NCIS participation in the Navy Legislative Fellows program.

(b) Stakeholder and External Communications. Promote awareness of the NCIS
mission and accomplishments among stakeholders, particularly among the departmental
leadership.

1. Produce the Secretary of the Navy weekly NCIS report (“NCIS News to
You”.)

2. Produce articles and features for Navy Chief of Information products, e.g.
“Day in the Navy, “Rhumb Lines,” and All Hand’s.

3. Collaborate with the Planning and Evaluation Department and produce the
annual “Year in Review” report highlighting organizational achievement.

4. Collaborate with the program, and the three field directorates executives, and
the Planning and Evaluation Department and produce an annual “State of the NCIS”
Performance Assessment Report.

(c) Monitor, track, and analyze media interests relative to NCIS; produce timely
and accurate information products/media inquiry responses related to the agency’s composition,
mission, and specific activities that promote NCIS interests.

1. Coordinate media inquiry responses with stakeholder and partner agencies as
required.

2. Manage NCIS national media outreach efforts and media access to NCIS;
oversee liaison with CBS/Paramount.

3. Coordinate publicity and entertainment-related events with studio, producers,
and actors; facilitate technical support to writers; and coordinate memorabilia-related
requirements.

4. Manage the “NCIS Brand” and its implementation.

5. Manage the external (public-facing) NCIS website, its content, and responses
to website-generated inquiries.
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6. Produce and maintain the NCIS Mission Brief for agency use.

7. Provide photographic and videography support in the National Capital
Region and elsewhere as circumstances permit and organization-wide graphic arts support.

(d) Internal Communications

1. Support the Director and executive staff internal strategic communications
efforts; as required, produce information products in support of internal strategic
communications.

2. Publish the NCIS “Bulletin and Bulletin Spotlight.”

3. Produce the Director’s podcast, special event general administrative
documents, “Death in the NCIS Family” general administrative documents, and social media-
related products, as required.

4. Provide graphic arts and video graph support to organizational events and
operational programs.

(e) Liaison Activity and Event Management and Support

1. Manage NCIS’ participation in events and conferences sponsored by national
and international law enforcement organizations, including the International Association of
Chiefs of Police, Women in Federal Law Enforcement, Hispanic American Police Command
Officers Association, National Organization of Black Law Enforcement Executives, and
National Asian Peace Officers’ Association.

2. Manage NCIS Director-sponsored liaison events, including the Director’s
Holiday Liaison Event and the annual Liaison Officers’ Association Event.

3. Coordinate and/or support NCIS Headquarters-sponsored ceremonial events
and meetings, e.g., award/retirement ceremonies, heritage events, and liaison outreach meetings.

4. Manage NCIS headquarters liaison Emergency and Extraordinary Expense
and bulk memento requirements.

2-25. Inspector General

a. Serves as the principal advisor to the Director for issues regarding the efficiency,
effectiveness, and integrity of NCIS activities and personnel; serves additional duty on the staff
of the Naval Inspector General.

b. Directs the activities conducted by NCIS to plan, implement, and maintain activities to
ensure agency compliance with U.S., DoD, DON, and NCIS standards, rules, and regulations
and to promote the integrity and professional responsibility of the NCIS workforce.
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(1) Exercises leadership of NCIS component performance evaluation, regulatory
compliance, and personnel integrity efforts and exercises his/her direction of it through his/her
day-to-day oversight and management of the office’s activities.

(2) Establishes NCIS inspection and compliance oversight policy, guidance, priorities
and performance requirements.

c. Accountable to the Director for the agency’s component performance evaluation,
regulatory compliance, and personnel integrity/professional responsibility oversight mission;
responsible to the program and field executives for a transparent performance/compliance
evaluation process which identifies, resolves, and shares findings and issues (including “best
practices”) of value and a professional responsibility review process which promptly and
thoroughly investigates and resolves allegations of employee misconduct.

d. Roles and Responsibilities of the Inspector General

(1) Serves as the Director’s principal advisor regarding NCIS component performance
evaluation, regulatory compliance, and personnel integrity/professional responsibility oversight.

(2) Serves as the primary NCIS point of contact within the Inspector General
community; serves as the Director’s representative to the Defense Council on Integrity and
Efficiency.

(3) Directs the NCIS Inspection Programs

(@) Formal NCIS Inspector General Inspections

1. Establishes, publishes, and revises as necessary the triennial NCIS
Headquarters Inspection schedule.

2. Establishes and produces, in conjunction with the Management &
Administration Directorate, policy guidance and program standards.

3. Executes the program through his supervision of the Headquarters Inspection
Team Leaders.

(b) NCIS Self Inspections and Assessments

1. Establishes and produces, in conjunction with the Management &
Administration Directorate, policy guidance and program standards to assist program, and the
three field directorates executive implementation of program requirements.

2. Reviews and evaluates self-inspection assessments; recommends corrective
action as required.
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(c) Semi-Annual Management Visits

1. Establishes and produces, in conjunction with the Management &
Administration Directorate, policy guidance and program standards to assist the three field
directorates implementation of program requirements.

2. Reviews and evaluates management visit reporting; recommends corrective
action, and shares information of value as warranted.

(4) Manages the NCIS Intelligence Oversight Program.

(5) Manages the NCIS Managers’ Internal Control Program. Produces the NCIS
statement of assurance for the Director’s approval and release.

(6) Serves as the independent auditor of the NCIS headquarters Emergency and
Extraordinary Expense fund.

(7) Advises the Director, Deputy Director, and Principal Executive Assistant Director
on personnel and personnel-related decisions including, but not limited to:

(a) Promotions, transfers, and awards nominations.
(b) Issuance of non-police badges.
(c) Issuance of firearms authorization and firearms to non-agent personnel.

(8) Provides leadership for the activities of the NCIS Office of Inspections. Directs the
development of NCIS inspection, compliance oversight, and employee misconduct investigative
priorities and performance requirements.

(9) Supervises, reviews, and evaluates the Deputy Inspector General performance.

(10) Oversees and manages the office’s day-to-day activities. Executes through
direction to, and supervision of, the Deputy Inspector General.

(@) NCIS Inspector General Investigations. Ensures that NCIS Inspector General-
conducted and directed investigations (category 2B), inquiries (category 2C), and DON Hotline
Complaint investigations are conducted, concluded, and reported in a timely and thorough
manner.

(b) NCIS Inspection Program

1. Ensures that formal NCIS inspections are scheduled, conducted, and
concluded in a timely and thorough manner; prepare and publish inspection reports which
include, when necessary, actionable findings and recommendations and, when appropriate,
“best business practices” for consumption by other field elements.
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2. Directs the program, and the three field directorates executives to perform
annual self-inspection assessments within their spheres of responsibility and to perform and
oversee their field office management visits.

3. Reviews and evaluates self-inspection assessment and management visit
reporting; recommends corrective action/shares information of value as warranted.

(11) Engages executive-level communications, internally and externally, in order to
advise, inform, and influence NCIS employees, customers, stakeholders, and partners.

(a) Keeps the Director, Deputy Director, the Principal Executive Assistant Director,
and NCIS executives informed on all matters pertaining to NCIS component performance
evaluation, regulatory compliance, and personnel integrity.

(b) Articulates NCIS, Director, Deputy Director, and Principal Executive Assistant
Director policy positions and equities,

(c) Educates and influences stakeholders, resource sponsors, and liaison partners.
(d) Shares information of value.

2-26. NCIS Counsel (Detailed), Office of the General Counsel of the Navy

a. Appointed by the General Counsel of the Navy to serve as the principal advisor to the
NCIS Director and his/her staff for legal advice and counsel.

b. Accountable to the Navy General Counsel for providing the NCIS with legal solutions
for its operational, business, and other challenges and needs; responsible to the Director, the
Deputy Director, program, and the three field directorates (Atlantic, Pacific and Global
Operations) executives for legal advice and counsel, effective advocacy, and creative problem
solving responsive to, and supportive of, NCIS’ combating terrorism, counterintelligence,
criminal investigative, and administrative missions.

c. Roles and Responsibilities of the NCIS Counsel
(1) Serves as the principal legal advisor for the Director and the NCIS executive staff.

(2) Provides leadership for the activities of the NCIS Legal Office. Establishes NCIS
legal office priorities and performance requirements.

(3) Manages the NCIS Ethics, Oral, Wire/Electronic Intercept, and Freedom of
Information, and the Privacy Act Programs.

(4) Supervises, reviews, and evaluates legal office personnel performance.

UNCLASSIFIED

54
000060



UNCLASSIFIED

(5) Oversees and manages the office’s programs and day-to-day activities, specifically:

(a) Legal counsel and advice to senior managers regarding NCIS operations,
investigations, and other operational activities including, but not limited to:

1. Search and seizures, physical and in cyberspace.
2. Criminal procedure and Uniform Code of Military Justice procedure.

(b) Legal counsel and advice to senior managers regarding NCIS administration
and management activities including, but not limited to:

1. Employee disciplinary investigations and administrative actions.

2. Processing discrimination and reprisal complaints.

[

Protecting personally identifiable information (PI1) and PIl information
sharing.

I~

Military personnel and military justice matters.

o

Government ethics, conflicts of interests, and post-Government employment
restrictions

(c) Formal legal review of proposed/on-going operational activities including, but
not limited to:

1. Sensitive intelligence and intelligence-related activities.
2. Intelligence-related procedures for collecting information on U.S. persons.

3. Draft National Security Letters for use in counterintelligence, and
counterterrorism investigations.

[~

. Requests for oral, wire, and/or electronic intercepts.

[&

. NCIS conflict of interest investigations

[op)

. Make required notification to Office of Government Ethics.

(d) Formal legal review of NCIS responses to external tasking, draft policies and
manual chapters, and memoranda of understanding or agreement.

(e) Legal and sufficiency reviews of NCIS vehicle mishap reports and resulting JAG
Manual investigations.
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(f) Represent or facilitate and support other representation of NCIS and its
personnel during litigation including, but not limited to:

1. Administrative litigation before the Merit Systems Protection Board and
Equal Employment Opportunity Commission resulting from disciplinary actions, discrimination
complaints, and reprisal complaints.

2. Obtain and support Department of Justice (DOJ) representation in civil
litigation against NCIS employees for incidents arising within the scope of official duties.

3. Support DOJ efforts in civil litigation in which the DoD or DON is a party
and in which NCIS has an interest.

4. Support discovery and discovery-related requests emanating from civilian
criminal court and military courts-martial litigation.

(9) Freedom of Information/Privacy Act Request Processing

1. Receive and process requests for compliance.

N

. Locate records responsive to requests.

[o8)

. Obtain classification review of classified responses.

[~

. Process responsive records using statutory criteria.

o1

. Provide processed records to requestor within statutory time limits.

(6) Engages executive-level communications, internally and externally, in order to
advise, inform, and influence NCIS employees, customers, stakeholders, and partners.

(a) Keeps the Director, Deputy Director, the Principal Executive Assistant Director,
and NCIS executives informed on all legal issues and matters of interest.

(b) Articulates NCIS, Director, Deputy Director, and Principal Executive Assistant
Director policies, positions and equities.

(c) Produces monthly “Legal Briefs” highlighting significant and relevant
developments in law and providing practical guidance to NCIS personnel.

(d) Shares information of value.

2-27. Chief Diversity Officer/Deputy Equal Employment Opportunity Officer

a. Serves as the principal advisor to the Director for issues regarding NCIS workforce
diversity and equal employment opportunity.
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b. Directs the activities conducted by NCIS to plan, implement, and establish a
workforce which reflects our national diversity and ensures equal opportunity for all NCIS
employees; responsible for establishing and maintaining a culturally diverse NCIS workforce
and a workplace culture which respects the dignity, contributions, and advancement
opportunities of all employees.

(1) Exercises leadership of NCIS workforce diversity development and equal
opportunity efforts and exercises his/her direction of it through his/her day-to-day oversight and
management of the Diversity Management Office’s activities, the activities of the Diversity
Advisory Committee, and through his/her collaboration with the Assistant Director for Human
Resources.

(2) Establishes NCIS workforce diversity and equal opportunity priorities and
performance requirements.

(a) Workforce diversity and equal opportunity priorities respond to the Director’s
Strategic Vision and the priorities and performance requirements established by the Deputy
Director.

(b) As directed, produces for the Director, an annual NCIS Diversity Recruitment Plan
that guides NCIS diversity recruitment efforts and informs the Human Resources Directorate’s
overarching agency recruitment strategy.

€. Accountable to the Director for the Agency’s success in meeting its workforce diversity
and equal opportunity mission; responsible to the program and the three field directorates
executives for diversity and equal opportunity programs that are responsive to, and supportive
of, the combating terrorism, counterintelligence, and criminal investigative missions.

d. Roles and Responsibilities of the Diversity Officer/Deputy Equal Employment
Opportunity Officer

(1) Serves as the Director’s principal advisor regarding workforce diversity and equal
employment opportunity.

(2) Provides leadership for the activities of the NCIS Office of Diversity Management
and Equal Employment Opportunity and the NCIS Diversity Advisory Committee.

(a) Directs the development of NCIS workforce diversity and equal opportunity
priorities and performance requirements.

(b) At higher direction, produces for the Director, an annual NCIS Diversity
Recruitment Plan that guides NCIS diversity recruitment efforts and informs the Human
Resources Directorate’s agency recruitment strategy.

(3) Manages the NCIS Alternative Dispute Resolution Program.
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(4) Oversees cultural awareness and equal employment opportunity awareness training.

(5) Assess NCIS field office Equal Employment Opportunity compliance as part of the
NCIS Inspection Program.

(6) Oversees the NCIS discrimination complaint/investigative process.
(@) Informally resolves complaints when appropriate.

(b) Reviews discrimination complaint investigation to ensure timely completion,
sufficiency of coverage, and adherence to Title VI principles.

(c) Recommends corrective action/remedies for the Director and executive staff
regarding discrimination complaints.

(7) Supervises, reviews, and evaluates office personnel performance.

(8) Oversees and manages the office’s day-to-day activities, specifically those of the
Equal Employment Opportunity counselors/specialists:

(a) Discrimination and employment practice complaint investigations and reporting.

(b) Maintenance of the NCIS portion of the Navy Discrimination Complaint
Database.

(c) Perform recurring data and barrier analyses on protected groups and areas, as
required. Review Human Resources Directorate policies and procedures to ensure full
accessibility and availability.

(d) Provide Equal Employment Opportunity Program support for NCIS programs,
events, and initiatives.

(9) Engages executive-level communications, internally and externally, in order to
advise, inform, and influence NCIS employees, customers, stakeholders, and partners.

(a) Keeps the Director, Deputy Director, the Principal Executive Assistant Director,
and NCIS executives informed on all matters pertaining to workforce diversity and equal
employment opportunity.

(b) Articulates NCIS, Director, Deputy Director, and Principal Executive Assistant
Director policy positions and equities,

(c) Educates and influences stakeholders, resource sponsors, and liaison partners,
and
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(d) Shares information of value.

2-28. NCIS Comptroller

a. Serves as the chief financial advisor to the Director.

b. Directs the financial operations of the agency. Responsible for providing accounting,
budget formulation; budget execution; financial management and policy; financial systems; and
financial/cost reporting support for the agency.

c. Accountable to the Director for ensuring that the agency’s funding is effectively,
efficiently and legally executed.

d. Roles and Responsibilities of the Comptroller

(1) Serves as a senior advisor to the Director and Deputy Director in the areas of
budgeting, accounting, reimbursable program management, and travel and manpower
affordability.

(2) Identifies resource efficiencies and advises on opportunities for improved mission
effectiveness. Develops, coordinates, integrates, and executes financial management policies,
programs, and processes for the effective and efficient control and utilization of the Agency's
annual budget.

(3) Ensures Agency compliance with the Chief Financial Officers Act of 1990,
Government and Performance Results Act of 1993, SECNAVINST 7000.27A and subsequent
legislation and regulations pertaining to financial planning and reporting.

(4) Manages a viable internal controls program to ensure compliance with all
applicable laws and regulations and assist management in effectively, efficiently and
economically carrying out its financial stewardship responsibilities.

(5) Ensures adequate financial resources are available for achievement of the goals and
objectives of the Agency; that such resources are employed in the most effective and efficient
manner, and that NCIS is in compliance with all applicable legal, regulatory, and policy
requirements.

(6) Manages the organization’s Debt Management program for overpayments and
collection of government funds.

(7) Provides management oversight necessary for directing activities of the
Comptroller’s Office. Activities include development, implementation, and review of
accounting programs and operations; formulation, presentation, and execution of the budget;
managerial-financial reporting; financial management automated systems, personnel-payroll
interface, including development, maintenance, and dissemination of all financial codes related
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to personnel administration; and management advisory services for all NCIS leaders and
Program Managers to improve cost effectiveness, efficiency, productivity, and to avoid loss.

(8) Engages executive-level communications, internally and externally, in order to
advise, inform, and influence NCIS employees, customers, stakeholders, and partners.

(a) Keeps the Director, Deputy Director, and NCIS Executive Assistant Directors
informed on all matters pertaining to financial management.

(b) Articulates NCIS, Director and Deputy Director policy positions and equities.
(c) Educates and influences stakeholders, resource sponsors, and liaison partners.

(d) Shares information of value.
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NCIS-1, Chapter 3
NCIS Executive Decision Making Process
Effective Date: May 2013
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Reference:

(a) SECNAVINST 5430.107, Mission and Functions of the Naval Criminal Investigative Service
(b) Department of the Navy Correspondence Manual, Secretary of the Navy Manual 5216.5,
March 2010

3-1. Purpose. This chapter sets forth the NCIS Executive Decision Making Process (EDMP)
with definitive procedures for receiving, assigning, processing, tracking, monitoring, completing,
documenting, and communicating executive decisions throughout NCIS.

3-2. Policy

a. The Director and the Deputy Director are recognized as the NCIS executive leadership with
executive decision making authority. Policy in this chapter provides the mechanism to assist the
Director and the Deputy Director in making prompt and well-informed decisions, to standardize
authority and responsibility, to ensure efficiency and effectiveness, and to record and disseminate
executive taskings and decisions for required staff or operational action.

b. The Director, NCIS, is authorized to organize, assign, and reassign responsibilities among
NCIS subordinate activities (reference (a)). The Director, NCIS must review and sign
documents that:

(1) Establish policy,

(2) Center on NCIS’ mission or efficiency, and are addressed to higher authority,
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(3) Deal with certain aspects of military justice, and,
(4) Are required by law or regulation.

c. The Director, NCIS, maintains Original Classification Authority (OCA) by virtue of the
position for approving the designation of classified material as TOP SECRET. The Director’s,
OCA authority is not transferable (SECNAV M-5510.36 Department of the Navy Information
Security Program applies).

d. The Deputy Director, NCIS, is responsible for the daily oversight and management of the
organization and all of its activities, including those of the NCIS operational, field, and
management and administrative directorates. All executive decision packages require review by
the Deputy Director. The Deputy Director, NCIS, may sign an executive decision package by:

(1) title;
(2) specific delegated authorities;
(3) “By direction” authority;

(4) in his or her capacity while serving during absences of the Director, NCIS as “Acting.”

e. The Chief of Staff (NCIS Code 01C (CoS)) will serve as the final formal official staff
reviewer on all executive decision packages prior to review and approval by the Deputy Director
and Director. The CoS will coordinate the flow of the packages within the Office of the
Director, and facilitate substantive decision-related discussion with executive assistant directors
(EADs), assistant directors (ADs), and the Director’s immediate staff (Communications,
Comptroller, Inspector General and Counsel) when necessary.

f. The CoS is the arbiter of actions requiring Director or Deputy Director approval and actions
having the Director’s and the Deputy Director’s interest. NCIS executives and senior managers
are encouraged to consult with the CoS when preparing executive decision packages to ensure
proper Office of the Director awareness.

g. This chapter directs the Deputy Assistant Director (DAD) for Administrative Services,
Code 11C, to provide support and to direct the flow of executive decision packages and staff
actions to the NCIS executive leadership. Code 11C will coordinate his or her activities with the
CoS.

3-3. Cancellation. The policy issuances identified below are cancelled.

a. Gen Admin 11C-0002 of 4 January 2011 (NCIS Policy Document No 11-01 Administrative
(Interim Guidance for the NCIS Executive Decision Making Process).

b. NCIS-1, Chapter 3 - Executive Decision Making Process of June 20009.

2
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c. NAVCRIMINSERVINST 5420.1E Official Correspondence Signature and Release
Authority Policy of 30 December 2004.

d. NAVCRIMINSERVINST 5000.2C Standard Operating Procedures for the Completion of
Staff Actions within Headquarters, Naval Criminal Investigative Service of 19 January 2005.

3-4. Chapter Sponsor. The chapter sponsor for this chapter is the Administrative Services
Department, Code 11C.

3-5. Definitions

a. Executive Decision. An executive decision is an official documented statement that
approves new or revised policy, or approves courses of action that compel headquarters or field
activities to execute a new mission or task. An executive decision also includes responses to
taskings from Department of the Navy (DON) or Department of Defense (DoD) leadership
which explicitly requires signature from the Director or the Deputy Director.

b. Executive Tasker. An executive tasker is an action or issue that has the Director’s or
Deputy Director’s interest, or requires an executive decision.

c. Decision Maker Interest (DMI) Item. A DMI item is any action having the immediate
interest of the Director or Deputy Director. A DMI action item is flagged for special attention
and expeditious processing. DMI items will be flagged on NCIS Routing Sheet NCIS 5000.8D
(Revised 09/2011) (Appendix A, also referred to as the green blazer).

d. Executive Decision Package. An executive decision package presents documents for
review and decision by the Director or Deputy Director.

e. NCIS Routing Sheet, NCIS 5000.8D (Rev. 09/2011). The NCIS Routing Sheet (also
referred to as green blazer) documents required reviews and provides a written explanation of the
executive decision making package contents, and recommends a course(s) of action. A copy of
the green blazer is provided at Appendix A; the document can be downloaded from the forms tab
on NCIS Lighthouse.

f. Action Memo. An action memo is a document that succinctly and concisely identifies and
presents solutions or alternatives to potential or existing problems. An action memo may
propose the establishment of new policy, or recommends revision to existing policy. An action
memo may also include correspondence proposing, informing or responding to senior DON or
DoD leadership. An action memo must comply with the requirements of reference (b). A
sample action memo format is provided in Appendix B.

g. Policy. Policy is defined as organizational tenets and directives that guide how NCIS
executes its mission, functions, and roles and responsibilities as defined in references (a). NCIS
policy is contained in NCIS manuals, current policy documents, and NCIS instructions. Only the
Director is vested with the authority to establish or modify NCIS policy.

3
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h. Policy Change. A policy change involves any action that modifies the mission, function, or
roles and responsibilities of any part of NCIS.

i. Policy Document. A policy document is any document that defines the way ahead, or
outlines processes and procedures within NCIS through issuance of NCIS manuals and chapters,
policy documents promulgated through General Administration SSD messages, and NCIS
instructions approved by the Director.

j. Action Officer (AQ). A person assigned responsibility for researching, preparing, and
contributing to the completion of an executive decision package or staff action.

k. Lead Action Office. The office assigned primary responsibility for the completion of the
staff action and presenting the executive decision package. The lead action office is responsible
for ensuring that coordinating offices provide input to the package and that established deadlines
are met. The AO representing the lead action office is the primary point of contact to Code 11C.
The AO is responsible for notifying Code 11C when established deadlines cannot be met.

I. Coordination Office. The office(s) assigned responsibility to review and provide input to
the executive decision package. The coordination office representative must provide feedback to
Code 11C when established deadlines cannot be met.

m. Action Due (Suspense) Date. A specific date assigned to complete the task.

3-6. ltems Requiring an Executive Decision. The following actions are representative of items
requiring either an executive decision or which will routinely invoke Director or Deputy Director
interest:

a. Policy documents and NCIS chapters.
b. Final Seat of Government, DoD, or DON tasking responses.
c. Human resources actions, specifically:
(1) Selections for SES, DISES, and DISL positions.
(2) Promaotions to GS-14, GS-15, and equivalent DCIPS grades.
(3) Selections as supervisory special agents.
(4) Awards.
(5) Employee transfers.
(6) Employee requests for policy exemptions.

(7) Annuitant requests and selections.

4
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(8) Disciplinary actions that are appealable with the Merit Systems Protection Board.

d. NCIS budget and budget related submissions requiring review, endorsement or concurrence
by the Secretary or the Navy’s Secretariat Offices.

e. Manpower recommendations.

f. DON action and information memorandums.

g. Operational information memorandums.

h. Request for forces recommendations and assignment selections.

3-7. Responsibilities

a. EADs, Chiefs, and ADs must monitor their directorates and field activities to facilitate the
smooth flow of documents required by the Director or Deputy Director. EADs, Chiefs, and ADs,
are responsible for reviewing and recording their directorate level review chop (concur or non-
concur) on all executive decision packages submitted for an executive decision and are
personally accountable to the Deputy Director for their directorate positions.

b. DADs must work closely with their departments to facilitate the smooth flow of documents
required by EADs, Chiefs, or ADs to support the Director or Deputy Director in making
executive decisions. DADs will be responsible to review and record their review, and obtain the
required directorate level review on executive decision packages prior to submission to Code
11C. These leaders will also:

(1) When assigned as the lead action office, assign an AO to produce the executive decision
package, as directed. Ensure AOs and coordination office complete assigned staff actions
according to prescribed formats and within assigned deadlines.

(2) When assigned responsibility as a coordination office, ensure timely, accurate, and
complete information is provided to the lead action office AO.

(3) Conduct a quality review to ensure timeliness, accuracy, and completeness of executive
decision packages.

c. Code 11C will serve as the central collection point and cross-functional facilitator for all
issues requiring an executive decision and all executive taskers. Specifically, Code 11C will:

(1) Establish deadlines, and coordinate and monitor all actions requiring executive decision
to ensure completion.

(2) Coordinate with the CoS to determine which external and internal taskers must be
identified as DM items. Code 11C will annotate those actions deemed to be DMI items in the
Tasker System tracking tool.
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(3) Review packages submitted to the Director or Deputy Director for completeness to
include, but not limited to, ensuring that applicable references and supporting documents are
included in the package. Code 11C will also assist the lead action office by monitoring
coordinating offices, both internal and external, to review compliance with established deadlines.

(4) Coordinate with the CoS to receive requests for follow-up actions required by the
Director or Deputy Director to finalize decisions, and relay, when requested, the requirements to
the appropriate codes.

(5) Return approved executive decision packages to the appropriate codes for required
action.

(6) Track the status of implementing actions approved by the Director or Deputy Director.
(7) Maintain the central archive for all executive decision packages.

d. Lead Action Office. Develop, coordinate and complete required analysis, formulate
recommendations, present issues for executive decision, and prepare necessary correspondence
implementing recommendations. The lead action office AO should provide alternative options,
evaluations of each option, and provide recommendations. The lead action office AO must also
ensure executive decision packages are coordinated with the appropriate NCIS directorates,
departments or field offices. The lead action office AO is also responsible to coordinate with the
appropriate DoD, and DON offices when required.

3-8. Executive Decision Process. There are several sources from which staff actions enter the
decision making process. In each case, a determination must be made as to whether the staff
action requires an executive decision and thereafter whether it must be designated as a DMI item.

a. Taskings received from external sources:

(1) Code 11C receives the majority of tasks from external sources such as the Office of the
Secretary of Defense, the Secretary of the Navy staff, and the Service staffs. There may be tasks
from other Seat of Government agencies that also fall into this category.

(2) Upon receipt, Code 11C will analyze whether the item will require an executive
decision. If such identification is not clear, Code 11C will consult with the CoS, EADs, Chiefs,
and ADs, in making a proper determination. All external items requiring an executive decision
will automatically be annotated as a DMI item.

(3) There are occasions when NCIS Headquarters directorates and departments receive
taskings directly from an external source. When these taskings have the potential to impact or
change existing NCIS roles, responsibilities and authorities, or internal NCIS policies, processes
and procedures, the response requires the Director’s or Deputy Director’s decision or signature.
Accordingly, when departments receive external taskings directly, they will provide a copy to
Code 11C for central processing and tracking.
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b. Taskers Generated by the Director or Deputy Director

(1) Taskers generated by the executive leadership come from a variety of sources. Those
captured in official correspondence typically assign responsibilities for each tasking and are
relatively easy to identify.

(2) However, many taskings and decisions come from less structured sources to include
staff meetings, briefings, conferences, and command visits. Generally, EADs, Chiefs, or ADs
attending such forums understand the tasking or decision and begin appropriate action. The
challenge in these instances is to capture the specific tasking or decision, the office code(s)
assigned responsibility for the action, and any established deadlines.

(3) In order to capture these taskings, the CoS will identify the appropriate DMI taskings
from the various sources to Code 11C. Code 11C will establish action deadlines, enter the item
into the Tasker System, and notify the appropriate lead action office.

(4) Code 11C will also coordinate with the CoS, EADs, Chiefs, or ADs to identify those
items that will require an executive decision and those that must be flagged as DMI items in the
Tasker System.

c. Proposals or recommendations generated internally by NCIS headquarters directorates,
departments, or field activities that require an executive decision, or warrant being marked as a
DMI item, must also be identified. DMIs nominated by directorates, departments or field
activities must be coordinated through 11C.

(1) Generally, directorates or field activities will present such proposals or
recommendations in writing using an executive decision making package.

(2) Similarly, in those cases where the Director or Deputy Director makes a decision as a
result of briefings provided to them, a record of the decision must be captured. In those cases,
the applicable directorate will prepare an executive decision package for the Director or Deputy
Director’s review or signature. These packages will capture the background and rationale for the
decision. Documents included in the executive decision package will be retained as the official
record of the decision. The executive decision package will be archived by Code 11.

(3) The executive decision package must include all documents needed for the decision
maker to effect a decision or sign correspondence. The executive decision package must include:

(@) The NCIS Routing Sheet NCIS 5000.8D (green blazer). Block number 13 of the
green blazer must include a succinct and concise written statement so that the Director or Deputy
Director can read what is included in the package; the purpose of the documents contained in the
executive decision package, and recommended course(s) of action relevant to the issue(s) being
presented. If additional information is needed to complete block number 13, the AO can
continue on a second page using plain white paper, or
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(b) Include a succinct and concisely written action memo so that the Director or
Deputy Director can read what is included in the package, the purpose of the documents
contained in the executive decision package, and a recommended course(s) of action relevant to
the issue(s) being presented. If an action memo is used, the AO must annotate the green blazer,
block number 13 as “see attached action memo.”

d. Code 11C will enter items for an executive decision or items flagged as a DMI item into
the Taskers System tracking tool to facilitate monitoring of tasks through completion. Each task
item will identify all pertinent information to include lead action and coordination
responsibilities, suspense dates, and deliverables. The lead action office is responsible for
consolidating inputs from the other coordinating codes, and preparing or providing required
correspondence and, or other supporting reference documents.

e. The lead action office assigned to coordinate the executive staff action will prepare the
executive decision package. This includes preparing the green blazer which must be attached
electronically to the final staffing package after the lead action office completes necessary
research and staffed the package through the appropriate EADs, Chiefs, ADs, and DADs. The
lead action office AO will also prepare any correspondence requiring signature.

f. Executive decision packages must have the endorsement of the appropriate EAD, Chief,
AD, and DAD prior to being routed to Code 11C. After receiving EAD, Chiefs or AD
endorsement, all packages requiring review and signature by the Director or Deputy Director will
be forwarded electronically to Code 11C. Hard copy references and supporting documents may
be provided if electronic copies are unavailable.

g. All executive decision packages must be coordinated and processed to the Director or
Deputy Director through Code 11C. Executive decision packages must not be hand-carried
directly to the Director or Deputy Director. Staffing of these packages through Code 11C allows
for proper tracking, and ensures that required follow-up or additional information is provided to
the executive decision-makers. Processing executive decision packages through Code 11C also
ensures that actions approved by the executive decision-makers are recorded and promulgated to
the organization.

h. Once the executive decision package is received from the lead action office AO, Code 11C
will route the package for NCIS Counsel review prior to submitting the decision package to the
CoS. The CoS in coordination with Code 11C will identify those executive decision packages
requiring coordination review by the Inspector General.

3.9. Concurrence — Non-Concurrence

a. Coordinating directorates or departments will indicate concurrence or non-concurrence on
the NCIS green blazer. Coordinating codes are expected to provide concurrence or non-
concurrence in a timely manner.

b. Non-concurrence requires approval by the EAD or Chief and must be accompanied by
specific objections and supporting rationale. Concerns or recommended changes to the
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executive decision package that do not meet the level of non-concurrence, but are of such
substantive change to warrant discussion, must be included in the package.

(1) If a directorate, department, or field office non-concurs with an executive decision
package, the package will be returned to the lead action office AO for resolution prior to
presentation to the Director or Deputy Director. Attempts to resolve conflicting opinions must
take place first at the department level. If a disagreement cannot be resolved at the department
level, the issues must be raised to the EADs or Chiefs for resolution. EADs and Chiefs should
make every attempt to resolve disagreements prior to presenting the executive decision package
to the Deputy Director for an executive decision.

(2) Issues requiring the Director or Deputy Director approval and having their interest
which cannot be resolved at the EAD or Chief level will be arbitrated by the CoS.

c. Once the executive decision package is approved by the Director or Deputy Director, it will
be returned to Code 11C. The package will be delivered to the intended recipient, with a copy
going to the originating or lead action office and the official copy being archived by Code 11C.

d. Code 11C will work with the originator or lead action office AO to coordinate the method
by which the executive decision package will be promulgated, and to what audience.

3-10. Timelines. Code 11C is chartered to coordinate staffing of all policy actions and
documents, external and official internal tasking, tasking received by other program elements
from external customers for tracking and proper routing. As such, Code 11C will closely
monitor taskers, actions, and overdue and outstanding correspondence in an effort to ensure
timely responsiveness to external taskers and timely decisions on internal taskings and initiatives.

a. Change to Lead Action Assignment. To appeal a lead action office assignment, the AO must
contact Code 11C within 24 hours of the date of receipt with a reasonable rationale for reassignment.
Code 11C, will typically accept the action for transfer without further coordination and re-task the
action.

b. Action Suspense Assignment. Code 11C is responsible to assign action suspense dates based
on guidance provided the CoS or as directed by SECNAV and DoD external tasks. Executive
decision packages will be staffed and presented for approval within the identified deadline
established by Code 11C. Review and comment deadlines that are not met without previous
consultation with Code 11C will be identified to the CoS. The lead action office is responsible to
contact Code 11C within 24 hours of the date of receipt of the assignment to request an extension
with a reasonable rationale for the extension.

(1) Code 11C will contact the external tasking office to request an extension using the
rationale provided by the lead action office AO.

(2) A request for extension by the external tasking authority may or may not be accepted by
the appropriate tasking authorities. In some instances, Code 11C may successfully negotiate a
date meeting the requirements of both parties.

9

UNCLASSIFIED
000075



UNCLASSIFIED

c. Congressional Correspondence. Special attention must be given to congressional
correspondence requiring the Director’s decision or signature, or signature by Secretary of the
Navy.

(1) Congressional inquiries will be answered within five working days, or by the specified
due date assigned by the Secretary of the Navy’s White House Liaison/Close Hold Office.
Accordingly, this type of correspondence requires timely focus and attention from the assigned
lead action office. Due to the seniority of the originator, the lead action office AO must pay
particular attention to established deadlines assigned to congressional inquiries.

(2) If a response cannot be provided within five days, the lead action office AO must send
an interim response that acknowledges receipt of the congressional correspondence and provide
an estimated date when a final response will be sent.

d. “STOPLIGHT” DON Congressional Inquiry. An interim and the final response to a
“STOPLIGHT” DON congressional tasker must be staffed through the Secretary of the Navy’s
White House Liaison/Close Hold Office prior to signature by the Director or the Secretary of the
Navy.

e. Internally Generated Executive Decision Making Packages. The lead action office AO is
responsible to submit internal self-generated executive decision packages to Code 11C for
processing and identify a desired processing action suspense date (this does not apply to NCIS
manuals and chapters). Executive staff action packages requiring a decision or signature by the
Director or Deputy Director with a desired suspense date less than five-working days must
include a statement in the green blazer or action memo explaining the “urgency of the package”
and why the package could not be submitted with more processing lead time.

f. Code 11C will provide the Deputy Director with a monthly NCIS Staff Action Status
Report. The status report will contain open and overdue staff actions. DMI staff actions will be
highlighted. The status report will serve as tool for monitoring the status of DMI items and
taskers, reduce and eliminate overdue taskers and forecast the status of upcoming Stoplight/DMI
taskers.

3-11. Signature Authority

a. The Director, NCIS signature authority is stated in Section 3.2, paragraphs b. and c.
b. The Deputy Director, NCIS signature authority is stated in Section 3.2, paragraph d.

c. Headquarters EADs, Chiefs, ADs, and Director’s immediate staff may sign official
correspondence only to the extent necessary to accomplish effective management of their areas
of responsibility and which does not call for the signature of the Director or Deputy Director.

d. EADs for Atlantic and Pacific Operations, Global Operations, and special agents in charge
may sign correspondence and release general administrative documents, and naval messages
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needed to accomplish investigative and operational matters, and intelligence reporting, within
their area of operations and responsibility.

e. The Counsel to the Director may sign correspondence relating to Freedom of Information
Act matters.

f. “By direction” Signature Authority. “By direction” signature authority within NCIS
programs is not authorized without specific approval, in writing, from the Director, NCIS.

(1) “By direction” signature authority is granted to the CoS to sign executive
correspondence in its final form “for” the Director when the Director and Deputy Director are
absent and delay would fail to meet a crucial deadline.

(2) In instances where programs believe "By direction” authority is required to perform
assigned roles and responsibilities, an executive decision package must be submitted to the
Director via the Deputy Director. The package must include the rationale for the authority and
include the signature authority letter for the Director’s signature authorizing “By direction”
authority. The executive decision package must be routed through Code 11C for staffing as
required by this chapter.

3-12. NCIS Letterhead. NCIS letterhead format must comply with reference (b). Letterhead
stationery must bear a one inch diameter seal of the DoD. This applies to all NCISHQ and field
offices. A copy of the NCIS official letterhead stationery is provided at Appendix B. No other
letterhead format is authorized for NCIS official correspondence. NCIS letterhead is available to
download from NCIS Lighthouse forms page.

11

UNCLASSIFIED
000077



UNCLASSIFIED

Appendix A - Routing Blazer NCIS 5000.8D (Rev 09/2011)

1. CLASSIFICATION: UNCLASSIFIED

2. EXECUTIVE DECISION MAKER INTEREST ITEM:(Enter “Yes” if Applicable)

3. PRIORITY: (Check One)

4. DUE DATE:

5. TASKER NUMBER: 6. EXTERNAL TASKER

NUMBER:

7. UPON SIGNATURE OR DECISION RETURN TO:

8. ROUTING CODE: Insert Routing
Code Where Applicable

A [ACTION

C [CHOP

D |DECISION

| |[INFORMATION

ORIGINATOR

S [SIGNATURE

SUBJECT:

11. DATE

12. INITIALS

10. ADDRESSEES

IN

ouT

CONC

NON

13. REMARKS:
(If additional space is necessary, attach plain white paper)

Use this section to provide brief synposis describing the package. If the

DIRECTOR 00 . o . ;

package contains a Decision Memo then only identify the purpose and do not
EA TO DIRECTOR |00X restate what is already included in the Decision Memo.
DEPUTY 01 1. PURPOSE:

EA TO DEPUTY

NDIDCATAD 01X

CHIEF OF STAFF [01C

SENIOR ADVISOR |01CX

LEAD STAFF 01CcC

PRINCIPAL, EAD [01A

EATO 01AX
DAD ADMIN 11C
CENTRAL ADMIN |11C2
COUNSEL 00L
INSPECTOR (0[0]]

2. BACKGROUND:

3. DIscussioN: [Note: Refer to Section 3.8, paragraph c,
subparagraphs (1) through (3) for additional guidance.

When an action memo to the Director or Deputy Director
is included in the executive decision package annotate
this section with the following text:

“As stated in the enclosed action memo.”]

4. RECOMMENDATION: The Director [Deputy Director]
sign [or approve] TAB XXX.

14. ORIGINATOR/ACTION OFFICER (Name, Office Code,

Telephone)

15. Code 11C Representative (Name, Office Code, Telephone)

16. CLASSIFICATION: UNCLASSIFIED

NCIS 5000.8D (Revised 09/2011) (Previous Editions are Obsolete)

000078
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The asterisks

Appendix B - Action Memo Format Example e
PP P (*) indicates

DEPARTMENT OF THE NAVY the number
HEADQUARTERS )
NAVAL CRIMINAL INVESTIGATIVE SERVICE line spaces.
27130 TELEGRAPH ROAD
QUANTICO VA 22134-2253 *

[ivionth, Day, Year]
ACTION MEMO *

FOR: DIRECTOR, NAVAL CRIMINAL INVESTIGATIVE SERVICE [UPPER CASE]
*

FROM: S.J. Author, Executive Assistant Director, Directorate Title [Use Title Case]

*

*

SUBJECT: Example of an Action Memo Format [Use Title Case]
*

e State the facts and or the action. Describe the topic of the decision. Provide brief
background. A decision paper is a document, which succinctly identifies a new or revised course
of action, and presents solutions or alternatives to potential or existing problems. A decision
paper presents new or proposes revision to existing policy; the decision paper may also be
correspondence proposing, informing or responding to senior naval leadership or leadership of
the Department of Defense.

*

e Limit the action memo to one page. Provide additional information as TABs attached to
the action memo.
*

e Another example — A copy of the policy document supporting this recommendation is
provided at TAB A. Mention TAB:s (if any, or those included as part of the action memo).
*

RECOMMENDATION: Director approves recommendations identified in TAB A.
Approve Disapprove
*

COORDINATION: Annotated on Green Blazer [or cite appropriate TAB] or NONE.
*

ATTACHMENTS:
As stated

*

*

Prepared by: Name of the Action Officer, Office Code, Phone Number, E-mail.

Ensure Classification is listed center top and bottom of page as shown
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CHAPTER 4

TITLE: WORKER’S COMPENSATION
POC: CODE 10A2

DATE: MAY 08

4-1. GENERAL

4-2. RESPONSIBILITIES

4-3. PROCEDURES

4-4, CONTROVERTING A CLAIM

4-5. TEMPORARY LIMITED OR LIGHT DUTY ASSIGNMENTS
4-6. RECURRENCE OF DISABILITY

4-7. SUBMISSION AND COORDINATION OF CLAIMS

4-8. STATUS OF EMPLOYEE AFTER OWCP CLAIM IS FILED
4-9. DEATH IN THE LINE OF DUTY

4-10. BURIAL BENEFITS

4-1. GENERAL

a. This chapter states the authority and policy for providing compensation and benefits to
Naval Criminal Investigative Service (NCIS) employees who sustain a traumatic injury, or,
occupational illness, or, condition while in the performance of duty. This chapter complies with
all governing laws and regulations, which for reference purposes may be found at Title 5, United
States Code, Sections Title 5, United States Code, Section 8101 et seq and Title 20, Code of
Federal Regulations (CFR). Detailed information on the Federal Employees’ Compensation Act
(FECA) may be found at the Department of Labor, Office of Workers” Compensation Programs
(OWCP) Home Page.

b. The definitions applicable to this chapter are those found in the above referenced
documents.

c. The benefits provided by FECA through the OWCP constitute the exclusive remedy for
work related injuries or deaths.

4-2. RESPONSIBILITIES

a. The Secretariat/Headquarters Human Resources Office (S/HHRO) is responsible for
administering the Workers” Compensation Program for NCIS. NCIS Personnel Operations and
Services Department, Code 10A, is the point of contact for all workers’ compensation issues.

b. The employee is responsible for immediately notifying their supervisor, or ensure
notification is effected, in the event of a job-related injury or illness. Detailed information for the
employee is available in the OWCP Pamphlet CA-11.

c. The supervisor is responsible for reviewing the circumstances of a job-related injury or

illness, providing the employee with the appropriate forms, ensuring the employee obtains required
medical examination and/or treatment, and submitting timely information to Code 10A.
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4-3. PROCEDURES

a. If a job-related injury occurs, the employee is required to provide notice to his/her supervisor.
The appropriate procedure for notification is the submission of OWCP Form CA-1. Form CA-1
may be submitted by the employee or by someone designated to act on the employee’s behalf.
Form CA-1 should be submitted within 30 days after the occurrence of the injury.

b. Form CA-1 is used by the employee to give notice that an injury occurred and also to request
compensation under FECA. Instructions for completing Form CA-1 may be found on the above
referenced website.

c. If the injury will preclude the employee's immediate return to work, the employee, to the
extent practicable, should obtain from the medical authorities the earliest probable date of return to
duty. Interim status reports, as appropriate, should be provided through use of OWCP Form CA-
17, Duty Status Report. In the event the temporary disability continues beyond 45 days or, if it is
established that a permanent total disability exists, Form CA-7, Claim for Compensation must be
filed no later than 5 days prior to the expiration of the 45 day continuation of pay (COP).

d. Upon being notified an employee sustained a job related injury, the supervisor should provide
the employee with Form CA-1. When the employee returns the partially completed Form CA-1, the
supervisor must complete blocks 17 through 38 on the reverse side of the form and provide the
employee with the Receipt of Notice of Injury.

e. If the supervisor plans to controvert the employee's claim, he/she should so advise the
employee (see paragraph 4-4 for additional information). If, in conjunction with such action,
compensation will be terminated (i.e., COP denied), the employee is to be provided with the
information used as the basis of this action.

f. As soon as reasonably possible following an injury to a NCIS employee, the supervisor
should notify Code 10A via e-mail or telephone stating the date and nature of the occurrence and
the status of Form CA-1. Form CA-1 must be forwarded to OWCP within 10 working days
following receipt at Code 10A of the form from the employee. The original Form CA-1 should be
sent directly to Code 10A, via the appropriate field office or headquarters code. Each office should
retain copies of all submitted forms. All additional information or documentation should be
attached, including any information supporting a decision to controvert an injury claim. Code 10A
will review each claim and forward the necessary information to the S/HHRO.

4-4. CONTROVERTING A CLAIM

The supervisor has significant responsibilities upon being notified that a job-related injury has
occurred. If the employee furnishes information, or the supervisor, through investigation, develops
information that in any way makes the employee's claim questionable, there is a requirement to
document the discrepancy. There are several specific reasons for controverting a claim and under
those circumstances COP may not be approved. Those circumstances are as follows:

a. If the disability is a result of an occupational disease or illness; and/or,
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b. If the employee is neither a citizen nor a resident of the United States or Canada; and/or,

c. If the injury occurred off the employing agency's premises and the employee was not performing
official duties; and/or,

d. If the injury was caused by the employee's willful misconduct, the employee intended to bring
about the injury or death of himself or another person, or, the employee's intoxication or illegal drug
use was the proximate cause of the injury; and/or,

e. If the injury was not reported on form CA-1 within 30 days following the injury; and/or,
f. If the work stoppage first occurred more than 90 days after the injury; and/or,
g. If the employee initially reports the injury after his/her employment has terminated.

4-5. TEMPORARY LIMITED OR LIGHT DUTY ASSIGNMENTS

a. Department of the Navy policy mandates that employees temporarily unable to perform the full
duties of their job because of medical restrictions due to work related injuries shall, to the maximum
practical extent, be placed on limited/light duty with less demanding physical requirements.
Ordinarily, it is expected that a partially recovered employee will eventually recover in full. In the
event that an employee is eligible for temporary limited/light duty assignments the employee and the
supervisor have certain responsibilities.

(1) The employee must provide documentation from a physician stating any physical
restrictions, including prognosis/diagnosis and approximate duration of the medically advised
restriction. The employee must immediately notify their supervisors, in writing, when he/she is able
to return to work and/or to full capacity.

(2) The supervisor must ensure that limited/light duty, either within or outside the usual work
area, is provided to an employee with occupational injuries/illnesses. If medical restrictions are
extended beyond 30 days, the supervisor must ensure that updated medical documentation has been
obtained to determine the length of limited/light duty. If it becomes apparent that an employee is
permanently injured as a result of on-the-job injuries, Code 10A in conjunction with S/HHRO,
should be consulted about the permanent placement programs for occupationally injured employees,
or the reemployment procedures for separated employees on OWCP periodic rolls.

4-6. RECURRENCE OF DISABILITY

In the event an employee suffers a recurrence of a disability linked to a previous injury and this
status results in additional work stoppage, certain actions must be taken.

a. If the employee's initial claim was approved by OWCP and he/she suffers a recurrence of

disability and stops work, the employee must complete Form CA-2a. The employee must advise the
supervisor whether he/she wishes to continue to receive regular pay or change the absence to sick or
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annual leave. The supervisor must promptly complete part B of the form and submit to Code 10A.

b. If the recurrence takes place within 45 days of the date the employee first returned to work
following the initial disability, the employee may elect to again utilize COP provided the 45 calendar
days were not all "used" during the initial period of disability.

c. If the 45-day entitlement period for continuation of pay has been exhausted or 45 days have
elapsed since the employee first returned to work, COP does not pertain. OWCP will be responsible
for initiating payment of compensation. To obtain compensation, the employee must file a claim for
any wage loss on the appropriate Form CA-7.

d. If the recurrence of disability takes place after the passage of 90 days, authorization for further
medical care must be obtained from the OWCP.

4-7. SUBMISSION AND COORDINATION OF CLAIMS

All NCIS offices shall, at a minimum, keep a supply on hand of the following Forms:

CA-1, CA-2, CA-7, CA-17, CA-20, and CA-1500. In the event of a job-related injury, the
supervisor will ensure the appropriate form is completed and sent to the respective field office or
headquarters code for further processing. The field office or headquarters code is then responsible
for forwarding the claims directly to Code 10A. In the event an injury of a non-disabling nature
occurs while the employee is TDY, Form CA-1 will be completed by the closest appropriate
supervisor, and, in turn, forwarded to the field office or headquarters code of the employee
concerned. Subsequent bills should be submitted directly to OWCP via Form CA-1500.

4-8. STATUS OF EMPLOYEE AFTER OWCP CLAIM IS FILED

Claims for compensation are typically time consuming and, once submitted, can take anywhere from
a few months to more than a year before a decision is rendered by OWCP. This situation obviously
presents problems to both the employee and the supervisor. To appreciate the implications of the
delay in receiving a decision, the following information is offered:

a. Claim is Pending. Under this status, the employee will presumably have used and, in all
likelihood, exhausted, the 45-day COP related to a traumatic, job-related injury. The employee has
the option of using a combination of sick and annual leave after the 45-day period. He/she may also
request and be approved for leave without pay (LWOP) pending a determination by OWCP. If
OWCP approves the claim, a "buy back™ provision exists for the leave utilized while the claim was
pending.

b. Claim is Disapproved by OWCP. Under this situation, whatever leave was utilized by the
employee is lost without reimbursement. Further, OWCP may rule the use of 45 days of COP was
wrongfully requested/utilized and retroactively deny COP and require repayment.

c. Claim is Approved by OWCP. Under this situation, the employee's status will require

submitting various documents requested by OWCP, keeping the supervisor informed of his/her
status, and receiving compensation until return to duty.
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(1) If the employee's disability is total but temporary, the supervisor must plan for the
employee's ultimate return to duty. Within NCIS, this creates obvious manpower problems. By
law, the employee is guaranteed a return to his/her position, or, its equivalent, at any time within one
(1) year from the start of compensation. An equivalent position is defined as one for which the
employee is fully qualified and which has the same seniority, status and pay as the prior position.

(2) A permanent total disability entitles the injured employee to compensation until death.
Rates of compensation are included in the linked documents.

d. Fitness for Duty. Before the employee can be allowed to return to work, he/she may have to
undergo a fitness-for-duty examination. If, for whatever reason, the employee fails to successfully
complete that examination, an application for disability retirement should be filed with the Office of
Personnel Management via Code 10A and S/HHRO.

4-9. DEATH IN THE LINE OF DUTY

Information on the procedures to be followed and the accrued benefits, in the event an employee
dies in the line of duty, may be found in Title 20 Code of Federal Regulations Part 10.

4-10. BURIAL BENEFITS

Burial Benefits, not to exceed $800, may be paid for funeral and burial expenses of the employee
whose death resulted from injuries received on the job. If the employee dies away from his/her area
of residence, the cost of transporting the body to the place of burial will be paid in full. Itemized
funeral bills should be submitted to OWCP for consideration of payment or reimbursement.
Additionally, when death occurs while an employee is traveling on official business or during a
TDY assignment outside CONUS, or while at the official station outside the United States, actual
costs for preparation of the remains of the employee will be allowed (this provision is covered by
the Joint Travel Regulation (JTR, Vol I1.). Inaddition, a $200.00 allowance will be paid in
consideration of the cost of terminating the deceased status as a Federal employee.
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CHAPTER S

TITLE: INSPECTOR GENERAL MATTERS
POC: CODE 00l

DATE: SEP 07

5-1. GENERAL

5-2. COMPLAINT REPORTING

5-3. INTERNAL PERSONNEL INVESTIGATIONS (CATEGORY 2B)
5-4. INSPECTOR GENERAL INQUIRES (CATEGORY 2C)

5-5. INSPECTIONS

5-6. MANAGERS INTERNAL CONTROL PROGRAM

5-7. INTELLIGENCE OVERSIGHT

POLICY DOCUMENT

APPENDIX (1): Gen Admin 11C-0011 of 28 May 2013 released NCIS Policy Document
13-04: Administrative (External Inspector General (IG) and Audit Services Requests for
Information and Assistance). Policy Document 13-04 contains revised or new policy that has
not been incorporated into this chapter and should be reviewed in its entirety.

5-1. GENERAL

The NCIS Office of the Inspector General (O1G), NCIS Code 001, headed by an Inspector
General (1G), is responsible for providing oversight to the efficiency, effectiveness, and integrity
of NCIS operations and personnel. This responsibility is performed through implementation of a
multi-faceted inspection process, Managers’ Internal Controls Program, Intelligence Oversight
Program and by conducting internal inquiries and investigations of allegations of misconduct by
NCIS personnel. The NCIS IG shall be a GS-15 or higher, appointed with the concurrence of the
Naval Inspector General, reporting directly to the Director, NCIS, and be assigned additional
duty to the staff of the Naval 1G in accordance with SECNAVINST 5430.57 (series). This
chapter establishes NCIS policy and procedures for these programs.

5-2. COMPLAINT REPORTING

The NCIS IG investigates allegations of waste, fraud, abuse, mismanagement, and misconduct by
NCIS personnel. All inquiries into matters affecting the readiness, integrity, discipline and
efficiency of NCIS shall be conducted in an independent and professional manner, without
command influence, pressure or fear of reprisal from any level within the DON. Complaints
should be forwarded via letter, e-mail, facsimile, or telephone to the IG, Deputy IG, or
Investigations Division Chief.

5-3. INTERNAL PERSONNEL INVESTIGATIONS (IPI) (CATEGORY 2B)
5-3.1. Requirement. It is occasionally necessary to make official inquiries into allegations of
personnel misconduct. Such inquiries are mandatory when the actions of special agents or other

personnel, involve breaches of NCIS policy or doctrine, violations of criminal law, or are of such
nature to bring serious discredit on NCIS or the United States Navy. Prompt, thorough, and
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objective investigations of such allegations or situations are of extreme importance because of
the impact on the reputation of the individuals involved and the professional reputation and
effectiveness of NCIS. This is of particular significance with the special agent corps because the
criminal investigator is uncommonly vulnerable to specious, self-serving accusations of
wrongdoing by criminal suspects or subjects of investigations. This is a recognized diversionary
or recriminatory tactic. It is mandatory to ensure that the official conduct of all NCIS personnel
be in total conformity with appropriate law, regulation and policy. For these reasons, it is
necessary that NCIS establish a standard procedure for the conduct of IPIs to ensure that fair,
impartial, and thorough inquiries are conducted, and to provide an accurate and objective record
on which supervisory judgments can be based.

5-3.2. Policy. The policy set forth below will apply when it is reported, alleged or reasonably
suspected that special agents or other NCIS personnel are involved in serious acts of misconduct,
violations of law or breaches of NCIS policy or doctrine which, if true, could possibly result in
formal disciplinary action against those involved. This is to include incidents wherein it is
known that a policy or doctrine was breached but the identities of NCIS personnel or the extent
of their involvement has not been established.

a. The NCIS OIG shall be the initiating authority for all IPls. Upon receipt of substantive
information alleging or otherwise indicating involvement by special agents or other NCIS
personnel in misconduct as described above, the known facts will be provided to the OIG by the
fastest means available. The NCIS IG will determine whether a formal IPI is warranted. The
NCIS IG will report allegations of whistleblower reprisal or wrongdoing by senior NCIS officials
to the DoD/Naval IG as required by DoD/DON instructions. The NCIS IG will advise the Naval
IG prior to initiating any inquiry deemed reasonably likely to be of interest to the Secretary of the
Navy (SECNAYV), the Chief of Naval Operations (CNO), the Commandant of the Marine Corps
(CMC) or Congress. The NCIS OIG has the authority to use all resources of the agency to
complete investigations and will control all IPIs. The OIG will identify the special agent(s) who
will control the IPI and provide guidance as to the scope of the investigation. The OIG will also
assign a NCIS Headquarters (NCISHQ) case control number and establish the priority of the
investigation. The primary case agent will be responsible for producing the ROl (OPEN) and
ROI (INTERIMsS).

b. IPIs will be reported by ROI under NCIS case category 2B. All documentation for
category 2B investigations will be forwarded directly to Code 00I in an inner sealed envelope
with external instructions that the envelope is to be opened only by the NCIS IG. The standard
NCIS reporting format (i.e. SSD) will be used for all IP1 reporting, however, transmission via the
SSD system is not to be utilized. The only authorized means of transmission of IPI reporting is
mail, express delivery, facsimile or e-mail. In those cases where facsimile transmissions of IPI
documentation are required, all involved components will be alerted separately to ensure that
disclosure of the contents of said documentation is limited to those with a strict need-to-know.
Generic titles are acceptable; however, when an investigation obviously is centered on the
misconduct of a certain NCIS member(s), the title block shall contain the name(s) of the
member(s). At the conclusion of the investigation, all case notes from any agent/office involved
in the investigation shall be forwarded to the NCIS OIG for retention.
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c. NCIS personnel who are believed to be witnesses in a matter under investigation are
required to cooperate in the investigation. This cooperation includes the execution of signed,
sworn statements if such are deemed appropriate by the investigating personnel. NCIS personnel
who are under investigation concerning matters relating to their professional duties are likewise
required to account for their acts or failure to act in connection with their duties. A failure to
cooperate is considered a serious matter adversely impacting on the employer/employee
relationship. In the case of civilian personnel, such a failure to cooperate could lead to formal
disciplinary action, including removal from federal service.

d. The NCIS IG will, to the maximum extent permitted under law and regulation, safeguard
the identity of complainants. NCIS IG investigators shall explain to complainants that the use of
their testimony and the release of their identities as witnesses, but not as complainants, may be
necessary under due process procedures associated with disciplinary or administrative action.

e. The NCIS IG will, to the maximum extent permitted under law and regulation, safeguard
the identity of witnesses and assist them, as appropriate, if it is determined by the NCIS IG that
they are victims of reprisal. NCIS IG investigators shall explain to witnesses that it may be
necessary under due process procedures associated with disciplinary or administrative action to
release their identity. Such identifications will be made only to those with an official need to
know the identity of the witness.

5-3.3. Purpose. The purpose of the IPI is to:

a. Clarify all serious issues regarding NCIS personnel misconduct. This includes both acts of
commission or omission.

b. Establish the merit or lack of merit of all allegations, accusations or suspicions of NCIS
personnel misconduct.

c. Collect all available information and reports compiled by other agencies, when such
agencies are investigating NCIS personnel for violations of criminal law.

d. Document all incidents where a duty weapon, or personal weapon authorized for use as a
duty weapon, is discharged, accidentally or intentionally, other than during the firearms
qualification process or in combat zones when the rules of engagement have been followed.

e. ldentify all culpable parties.

f. Collect all pertinent supportive evidence: real, physical and circumstantial.

g. Resolve clearly and completely all reasonable accusations, allegations and suspicions
directed against NCIS personnel regardless of the nature of the incident or issue and regardless of

culpability.

h. Fully document NCIS practices and/or procedures approved or otherwise, which may have
contributed to the incident or issue.

000087



5-3.4. Jurisdiction in Criminal Matters. In those IPIs involving alleged violations of criminal
law by NCIS personnel, the prevailing investigative jurisdictional requirements or agreements
will pertain. When the agency of primary jurisdiction defers that jurisdiction to NCIS, the matter
will be pursued in accordance with existing NCIS criminal investigative policy by the cognizant
field office and monitored by the OIG. Before opening a criminal investigation involving an
NCIS employee, the field office should coordinate with the NCIS OIG. The NCIS 1G will decide
whether to assume responsibility for the criminal investigation and/or conduct a parallel IP1 in
addition to the criminal investigation based on suspected violations of agency policy, procedure
or regulations. In all cases, the matter will be discussed as soon as practicable with the
appropriate judicial office in order to determine prosecutive interest. Normally, the ROIs will be
provided to such judicial office unless that office or other properly constituted authority has
specifically declined prosecutive interest. IPIs that monitor and report progress of criminal
investigations conducted by other agencies will contain, as attachments, copies, or summaries (in
Investigative Action format) of all of the other agencies' reports.

5-3.5. Counterintelligence Scope Polygraphs. When a NCIS employee undergoes a
counterintelligence scope polygraph (CSP) and registers either significant physiological response
(SR) or no opinion (NO), and all avenues to resolve the issues available to the polygraph
examiner have been exhausted, an immediate referral to the NCIS OIG will be made and an IPI is
initiated. The OIG will also notify NCIS Code 22 of NCIS employees who fail their CSP.
Should the IPI surface indications of specific national security violations associated with
espionage or other national security concern, the NCIS IG, in conjunction with NCIS Code 22,
may task the Office of Special Projects (OSP) or other field office component to conduct a
counterintelligence investigation into the matter.

5-3.6. Administrative Use of the IPI.

The ROI (Interim) in IPIs will be forwarded by the NCIS IG to the Deputy Assistant Director
(DAD) (Personnel Operations and Services) and the appropriate Special Agent-in-Charge
(SAC)/NCISHQ DAD. The SAC/DAD will forward a recommendation for disposition of the
matter via letter to the DAD (Personnel Operations and Services). The DAD (Personnel
Operations and Services, NCIS Code 24B) will process the matter in accordance with NCIS-1,
Chapter 18. The NCIS IG will also review the completed IPI investigation, when NCIS
procedures and practices are at issue, for purposes of recommending changes to those procedures
and practices.

5-3.7 Search of Command Computer And Communications Systems And Related Media.

In support of the IPI investigative process, the NCIS 1G may authorize the search and/or seizure
of command owned, operated or leased classified and unclassified computer systems and related
electronic media, data storage systems and communications systems. This includes, but is not
limited to, government issued, leased or rented mobile phones, satellite telephones, personal data
assistants (PDA’s), desktop and laptop computer systems and servers.

5.3.8 Placing Special Agent Personnel in Limited Duty Status
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The NCIS IG, or other authorized official, may place a special agent on a limited duty status if
the individual is the subject of an IPI and the allegations raise questions of the special agent’s
judgment, integrity or competence. Additional guidance is found in NCIS-1, Chapters 13-19.
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5.3.9. NCIS IG Database Inquiries.

Databases maintained by the OIG may, upon request from competent authority, be reviewed for
any information on employees (past and present) who are being considered for reassignment,
transfer, training, awards or security clearance eligibility.

5.3.10. Personnel Security Review Board (PSRB).

The PSRB exists to assist and advise the NCIS Security Manager on a variety of personnel
security related issues. The NCIS IG, or designee, will be a member of the PSRB.

5-4. NCIS IG INQUIRIES (CATEGORY 2C)
The NCIS IG is authorized to conduct inquiries (investigations, inspections, examinations,
studies or audits) in support of, or at the request of, the Director, NCIS, or as part of a fact-

finding process in response to a DoD/DON hotline or other referral. These inquiries will be
documented using case category 2C.

5-5. INSPECTIONS

The requirement for an inspection program is inherent to the function of a professional law
enforcement and counterintelligence agency. The exercise of authority includes establishment of
such inspection processes as may be necessary to verify that tasks or missions are being properly
accomplished. SECNAVINST 5400.14 (series) provides authority and responsibility for
administration of DON shore activities, including the responsibilities of planning and inspection.
SECNAVINST 5040.3 (series) promulgates the DON Inspection Program which levies
inspection requirements on DON organizations. Essentially, inspections of subordinate
components of DON commands shall be periodically conducted.

5-5.1. Policy.

a. The Director, NCIS desires an effective and meaningful inspection program. The NCIS
inspection program will primarily focus on the core functions of investigations, operations and
related support activities.

b. The NCIS inspection program is the specific responsibility of the NCIS IG.

5-5.2. Objectives.
The objectives of NCIS inspections are to:

a. Assess leadership.

b. Assess quality of investigative and operational activity.

c. Assess effectiveness and efficiency of NCIS components.
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d. Assess staffing levels.
e. Assess quality and management of available resources.
f. Assess compliance with established policies and procedures.

g. Evaluate anomalies which prevent or inhibit compliance to established policies and
procedures.

h. Develop appropriate recommendations to correct deficiencies.
5-5.3. Definitions.

a. NCISHQ Inspections. Formal inspections of NCISHQ and field components by
representatives of NCISHQ under the direction of the NCIS 1G.

b. Field Office/Departmental/Geographic Executive Assistant Director Inspections.
Inspections conducted by NCIS field office, NCISHQ departmental management personnel or
geographic EADs of subordinate components. Included are self-inspections by subordinate
Resident Agents-in-Charge (RAC) and Supervisory Special Agents (SSA) and validation of those
self-inspections by field office managers.

c. Field Office Management Visits. Official in-person visit by a SAC, ASAC or RAC of the
NCIS field office management team at a subordinate component. These management visits must
be made to each subordinate component on a semi-annual basis. Results of Field Office
Management Visits will be formally documented via letter from the SAC to the NCIS 1G.
Inspection/ visit report protocols are posted on the NCIS IG’s website
http://infoweb.ncis.navy.mil/agency/deptwebsites/ig/ig-index.html.

5-5.4. Duties of Inspectors. The NCIS OIG maintains a cadre of personnel available to conduct
triennial and follow-up inspection visits to field offices and headquarters departments. The NCIS
IG may augment the inspection team using personnel from various field offices or headquarters
departments as necessary. Typically, augmentees to the NCIS IG inspection team will be at the
SSA level or above.
a. Basic duties of Inspectors is to:
(1) Determine if the component is fulfilling the NCIS mission.
(2) Assess if fundamentally sound investigations and operations are being conducted.

(3) Evaluate indigenous conditions that indicate alternatives or waivers to established
policies and procedures may be warranted to enhance efficiency of inspected component.

(4) Evaluate and report facts accurately, concisely, and intelligently.
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(5) Provide whatever background information is necessary to assist reviewers in an analysis

of the facts.
(6) Draw proper conclusions from facts obtained.
(7) Make logical, unbiased recommendations for appropriate corrective action.
(8) Coordinate all inspection findings with the NCIS 1G.

b. In order to carry out these duties effectively, inspectors should prepare themselves in
advance by:

(1) Taking part in pre-inspection briefings and planning evolutions.

(2) Studying the geographic jurisdiction, resources and assigned tasks of the component to

be inspected.
(3) Consulting previous inspection reports of the component involved.

(4) Reviewing inspection guides and identifying any additional appropriate topics that
should be covered.

(5) Conducting a thorough analysis of the workload of the component to be inspected.

5-5.5. NCISHQ Inspection Procedures.
a. Scheduling.

(1) A headquarters inspection of each field office and headquarters department will be
scheduled triennially, with follow-up inspections conducted as deemed appropriate. These
inspections shall include as many subordinate offices as feasible. Where necessary, limited
inspections of some offices may be conducted when factors prevent complete coverage.
Inspection schedules are published on the NCIS IG’s website on the NCIS INFOWERB.

(2) The NCIS IG may conduct an unannounced or short notice inspection of any NCIS
component at any time.

b. Arrangements.

(1) The NCIS IG will normally advise the field office SAC of the scheduled inspection dates

45 - 60 days in advance to allow for proper planning. Alternate dates may be proposed, if
warranted.

(2) If requested, all necessary administrative arrangements (e.g., local transportation,
billeting, etc.) shall be made in advance by the component to be inspected.
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(3) The inspected component will arrange protocol and liaison visits considered appropriate
by the inspector(s). SACs are encouraged to arrange visits that may enhance relationships or
otherwise be beneficial to the inspected component.

c. Headquarters Inspection Team Composition.

(1) The NCIS IG will direct inspectors' activities and report inspection results to the
Director, NCIS.

(2) Inspection teams shall be comprised of personnel designated by the NCIS IG. The size
and location of component(s) to be inspected and complexity of workload will be taken into
account by the NCIS IG in determining the size of the inspection team.

(3) As stated above, the NCIS IG may task field office SACs and NCISHQ DADs to
provide personnel to participate in NCIS IG inspections as warranted.

d. Initial Briefing. The field office SAC or designee shall be prepared to present a
pre-inspection briefing to the inspection team. The briefing should acquaint the team with the
overall organization, workload, and performance plan of the inspected component, and any
problem areas pertinent to the inspection. For inspections of subordinate components, the senior
manager should provide the briefing. Briefings may be omitted if deemed unnecessary by the
NCIS IG or the senior inspector present.

e. The Inspection.

(1) General areas/items to be inspected: In support of the objectives cited above, members
of the inspection team will concentrate on:

(a) The component's performance, productivity, planning and programming with respect
to investigations and operations.

(b) The type and level of support the component provides and is provided by commands
in its area.

(c) Whether the component's personnel allowances should be augmented, reduced or
consolidated to ensure the most efficient and effective use of manpower (staffing assessment).

(d) Pertinent aspects of leadership, morale, management, use of resources and training at
the component.

(e) Component compliance with prior inspection recommendations.
(2) Specific items/areas. Inspectors will specifically address investigative and operational

oversight, leadership, morale, staffing and production assessments, training, investigative
support, resource management, and office administration. Additionally, inspectors will validate
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selected items or sections of the inspected component's previously completed self-inspection
report.

(a) The inspectors' inquiries should include broad-ranging discussions with personnel
knowledgeable of the component, covering such topics as:

1. Current problems requiring assistance from higher authority.
2. Situations or practices which actually or potentially detract from performance.

3. Whether there are functions or tasks levied on the component without concomitant
resources.

4. Plans or projects which have or will result in economies or increased effectiveness.

(b) Inspectors do not have supervisory authority over inspected components and must
guard against actions that could be interpreted as attempts to exercise such authority.
Suggestions for improved efficiency can and should be made by the inspectors.

(3) Use of Inspection Guides

(a) The inspection guides, posted on the NCIS 1G website, have been developed as tools
for inspectors (and field office managers). They should be considered as suggestive of major
areas of inquiry, not as inflexible checklists.

(b) There is no prohibition against including additional items that local conditions suggest
would be meaningful. The good judgment and common sense of inspectors will dictate those
items that require in-depth examination in order to meet the objectives of the inspection.

(4) Inspection Evaluations

(a) The most significant measures of a component's performance are the quality of its
leadership, sustained mission accomplishment and adherence to established policy. It is essential
inspectors base their inspections and recommended evaluations on the premise of an ability to
accomplish the mission, use of resources, and adherence to existing policy and procedures.
Extraordinary circumstances or conditions outside the control of the inspected component
interfering with mission accomplishment should be addressed.

(b) In keeping with DON policy, only "Satisfactory" or "Unsatisfactory" evaluations will
be assigned as overall grades in headquarters inspections of NCIS components. A "Satisfactory"
evaluation shall be assigned whenever mission accomplishment meets or exceeds minimum
standards. An "Unsatisfactory" evaluation shall be assigned when mission accomplishment is
below minimum standards; the component is evaluated incapable of performing its assigned
functions, or is in blatant violation of basic NCIS policy. The assignment of an "Unsatisfactory"
evaluation to any functional area or to any inspected component must be fully supported in the
inspection report, and must be accompanied by recommendations necessary to improve
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performance to an acceptable level. "Unsatisfactory” evaluations are subject to follow-up
inspection by the OIG.

(5) Special Interest Items. The Naval Inspector General periodically publishes
OPNAVNOTEs which designate "Items of Special Interest” to the SECNAV and CNO. These
items must be inspected as part of NCIS headquarters and field office inspections. All of the
special interest items might not pertain to the type or specific component being inspected.

(6) Critiques. A post inspection critique is an essential part of NCIS inspections. The
critique offers inspectors an opportunity to personally discuss their findings with senior personnel
of the inspected component. The depth and scope of the critique will depend on the type of
inspection involved and on the inspector’s level of authority. For headquarters inspections, the
critique of the field office will be in detail and may include direction for corrective action.
Critiques should address all matters of mission accomplishment arising from the inspection, and
all major issues relating to conformity with applicable regulations or standard operating
procedures. Inspectors conducting headquarters inspections of the field office's subordinate
components shall also provide a detailed critique to the senior manager.

f. Headquarters Inspection Reporting and Follow-Up.
(1) Reports of Inspections

(a) One report of inspection will be promulgated for the field office/headquarters
department. The report will summarize those topical areas previously identified in section 5-
5.5.e. and how they impact on the conduct of fundamentally sound investigations and operations.
The report will also contain general observations by inspectors of individual components; a
staffing and production assessment; Navy Special Interest Items; and formal findings and
recommendations.

(b) Findings and recommendations relating to significant matters will be listed in the
inspection report and each will be assigned a unique identifying number to assist in tracking
follow-up actions.

(c) Once approved by the NCIS 1G, the completed inspection report will be forwarded to
the SAC/DAD within 45 days. Every effort shall be made to keep the inspection report at the
unclassified level.

(2) Follow-Up

(a) Proper follow-up to ensure that appropriate action is taken on recommendations
resulting from inspections is a natural adjunct to an inspection program.

(b) The SAC/DAD of a component undergoing a headquarters inspection shall, within 45
days of receipt of the inspection report, submit to the NCIS IG a report on actions taken, in
progress, or proposed to correct all deficiencies and satisfy all recommendations listed in the
report. If the corrective action is pending, a final response is required when the action is
completed.
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(c) A re-inspection shall be conducted whenever a grade of "Unsatisfactory" is assigned,
or when a significant number of major discrepancies are reported. A major discrepancy is
defined as a condition or omission that has an adverse impact on mission accomplishment or the
operation of any major functional area, and includes significant non-compliance with policy
directives and/or deviation from accepted standards of prudence. Timing of re-inspections is at
the discretion of the NCIS IG.

(d) Where NCISHQ elements are action components for inspection recommendations, the
NCIS IG will notify the headquarters element by memorandum, which will include a suspense
date.

5-5.6. Field Office/Departmental Inspections.

a. Responsibility. SACs and DADs are primarily responsible for mission accomplishment
and monitoring the quality and timeliness of NCIS investigations and operations. SACs/ DADs
are empowered to ensure subordinate managers are also held accountable for that responsibility
at subordinate components. A critical tool at the SAC's/IDAD’s disposal is the self-inspection
report. During management visits it is imperative that particular attention be paid to mission
accomplishment and the review of the investigative/operational product for quality and
timeliness.

b. Self-Inspections

(1) Each field office component and headquarters department is required to conduct a self-
inspection each year and report the results to the OIG. The Self-Inspection Program is the
component of the NCIS Inspection Program that provides the Director, NCIS with the annual
assurances that field operations are in compliance with DoD, DON, and NCIS policies, directives
and regulations. These self-inspections serve as input to the Director’s NCIS annual Statement
of Assurance to the SECNAYV that NCIS has a system of internal controls in place and the
objectives of the Federal Managers’ Financial Integrity Act are being achieved.

(2) The SSA at the NCISRA or co-located operational field office elements will certify to
the SAC by signature and date of the self-inspection report that the inspection items identified in
the NCISRA inspection guide (posted on the NCIS IG website) have been addressed. Using the
Self-Inspection Questionnaire (SIQ), SACs/DADs conduct a comprehensive review of their
programs, to include subordinate offices, by addressing the questions contained in the ten
sections or core areas. All sections of the self-inspection guide should be addressed or noted as
"not applicable” if appropriate. SACs/DADs must then assess and evaluate their compliance
with the core areas by completing the self-rating and certification forms. The sections certified
or evaluated as either "Acceptable - Needs Improvement" or "Unacceptable™, require the
SACs/DADs to develop a corrective action plan by completing the Corrective Action
Certification form. In doing so, actions to be corrected, completion dates and
supervisors/managers to monitor their progress are required. Once the non-compliance issues are
corrected, the SACs/DADs will certify their completion.

000096



(3) The self-inspection forms for both the field office and NCISHQ department are located
on the NCISnet OIG website. SACs must complete the field office SIQ, Self-Rating
Certification and Corrective Action Certification, if applicable. The DADs are required to
complete the headquarters SIQ, Self-Rating Certification and Corrective Action Certification, if
applicable. All SIQ forms can be downloaded from the NCISnet, homepage address
http://infoweb.ncis.navy.mil/agency/deptwebsites/ig/ig-forms.html.

(4) The field office and NCISRA/NCISRU self-inspection reports shall be maintained at the
field office for two years. A copy of all field office and NCISHQ department self-inspection
reports are to be forwarded annually to the OIG along with the SAC's/DAD’s comments and
Corrective Action Certification Forms by 31 March of each year.

5-5.7. Semi-Annual Management Visits.

a. The SAC, operational ASACs or RACs of the field office management team must conduct
a management visit to each subordinate component semiannually. During these management
visits, the visiting manager(s) will validate the component’s self-inspection report. It is the
SAC's discretion to validate the entire self-inspection report during one visit or cumulatively over
the semiannual visits. Flexibility is suggested in the intensity/detail of coverage within each of
the inspection guide's captioned areas to better meet management needs.

b. Field Office management visit reports must be submitted to the OIG within 30 days of the
visit in order to meet Naval 1G quarterly reporting requirements imposed on NCISHQ. This
report should be a short narrative style memorandum identifying components visited and any
significant issues identified.

c. The SAC may designate other field office managers to assist in semi-annual visits as
appropriate; e.g., ASACs should conduct visits of their subordinate NCISRAs. However, at least
once yearly, each field office component must be personally visited by the SAC. Extraordinary
circumstances (exigent operational requirements; funding constraints, etc.), which may preclude
semi-annual management visits, must be coordinated with the NCIS 1G.

d. Although private interviews will not be a requirement of each visit, assigned personnel
should be afforded the opportunity for such interviews to the extent practicable or if specifically
requested.

e. In conjunction with the semi-annual visits, field office management will address
intelligence oversight requirements (i.e., Executive Order 12333) with each component at least
once a year. These discussions will be documented as appropriate in the visit report to the OIG.
5-5.8. Inspections by NCISHQ Departments.

For NCISHQ departments exercising operational control of field components, e.g., NCIS Code

22 for the Office of Special Projects and NCIS Code 24 for Contingency Response Field Office,
Cyber, polygraph and technical support elements, the inspection and reporting requirements are
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the same as for field offices.
5-5.9. Inspections of NCISHQ Departments.

a. All NCISHQ departments will be inspected on a periodic basis. Like the inspections
conducted of the NCIS field components, the inspections conducted of NCISHQ departments
will focus on core functions. Of primary importance is the quality of the service that the
NCISHQ departments are providing to their various customers and particularly to the field
components in support of investigations and operations.

b. The objectives of NCISHQ departmental inspections and the duties of the inspectors are
fundamentally the same as those associated with the inspections of field components as
enumerated in sections 5-5.2 and 5-5.4 above.

c. Scheduling. Each of the NCISHQ departments, like NCIS field components, will be
scheduled for inspection triennially. The NCIS IG will be responsible for the scheduling of those
inspections. The inspection schedule is posted on the NCIS IG’s website available on the
NCISnet, http://infoweb.ncis.navy.mil/agency/deptwebsites/ig/ig-index.html

d. Arrangements. The NCIS IG will normally coordinate with the Assistant Director of the
department to be inspected 45-60 days in advance to allow for personnel availability and other
planning requirements.

e. Inspection Team Composition. Inspection teams conducting NCISHQ departmental
inspections shall be comprised of personnel designated by the NCIS 1G. As in the case of the
inspection of NCIS field components, the NCIS I1G may use personnel assigned to other NCISHQ
departments and/or may task field office SACs to participate in or provide subordinate personnel
to take part in the inspection of NCIS headquarters departments.

f. Initial Briefing. The AD of the NCISHQ department to be inspected or designee shall be
prepared to present a pre-inspection briefing to the inspection team. The briefing should acquaint
the team with current data relative to program objectives, organizational structure and functions,
staffing, support to the field, future plans and any problem areas pertinent to overall program
management. As coordinated in advance between the NCIS IG and the AD of the department to
be inspected, the pre-inspection briefing may be given to the entire inspection team or to
designated inspection team members only. Briefings may be omitted if deemed unnecessary by
the NCIS 1G.

g. The Inspection.

(1) General areas/items to be inspected. In support of the objectives cited above, members
of the inspection team will concentrate on:

(a) The department's performance, productivity, planning and programming with respect
to its mission responsibilities.
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(b) The quality and timeliness of the support that it provides to the NCIS field
components.

(c) Whether the department's personnel allowances should be augmented, reduced or
consolidated to ensure the most efficient and effective use of personnel (staffing assessment)

(d) Pertinent aspects of leadership, morale, management, use of resources and training
within the department.

(e) Departmental compliance with NCIS policy, other relevant instructions and prior
inspection recommendations.

(2) Specific Items/Areas. Inspectors will specifically address; management oversight of
program responsibilities, the quality and timeliness of support provided, resource management,
morale, training, staffing and production assessments, department administration, plans and
policy, and Navy special interest items. Other areas may be included in the above list as deemed
appropriate by the NCIS IG.

(a) Inspectors will validate selected items or sections of the inspected department's
previously completed self-inspection report.

(b) Inspectors assigned to take part in the inspection of NCISHQ departments will attempt
to interview the broadest possible range of employees. If the number of departmental personnel
IS such that it is not feasible to interview each employee, the inspectors will identify for interview
those assigned to key areas and those that are believed to have pertinent information. In addition,
any employee of the department who specifically requests to speak with the inspectors will be
interviewed.

(c) Interviews with department employees will cover a wide spectrum of topics relative to
the general areas/items of interest identified above. Of particular interest to the inspection team
will be employee input that would assist in the identification of:

1. Unique solutions to problems within the inspected department which may also be
common to other NCISHQ departments.

2. Problem areas or perceptions of problem areas not previously communicated to
department managers.

3. Situations or practices which actually or potentially detract from individual or
departmental performance.

4. Resource shortfalls which may be negatively impacting on mission
accomplishment.

5. Problem areas or program planning efforts that might benefit from an
interdepartmental approach.
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(d) As in the case of the inspection of field components, the inspection team members do
not have supervisory authority over personnel in the inspected department and, as such, should
avoid actions that could be interpreted otherwise. Significant inspection findings, whether
positive or negative, will be communicated to the NCIS IG or his/her designee and not directly
from inspectors to personnel of the inspected NCISHQ department. The NCIS IG is solely
responsible for the development, coordination and communication of inspection findings and
recommendations.

h. Use of Inspection Guides. The attached NCISHQ Departmental Inspection Guide provides
information to expand upon the general areas and specific items of inspection interest listed
above.

I. Inspection Evaluations.

(1) The most significant measures of a department's performance are generally the same as
those used to evaluate the operational field components. The quality of the leadership of the
department is of major importance, as are the department’s ability to demonstrate sustained
mission accomplishment and its adherence to established policy. In determining the level of
performance in these critical areas, inspectors will evaluate the level of support provided to the
department's internal and external clients, the clarity of its program guidance, and other relevant
criteria.

(2) As in the inspection of NCIS field components, only "Satisfactory"” and "Unsatisfactory"
evaluations will be assigned. All related definitions and requirements for the evaluation of NCIS
field components apply equally to the evaluation of NCIS headquarters departments.

5-6. MANAGERS’ INTERNAL CONTROLS (MIC) PROGRAM

Managers are responsible for ensuring that resources under their purview are used efficiently and
effectively, and that programs and operations are discharged with integrity and in compliance
with applicable laws and regulations. The MIC Program is one tool available to assist them in
this duty. The NCIS IG is the designated NCIS Program Manager. SACs/DADs are designated
as Assessable Unit Managers with responsibility and accountability for establishing and
assessing internal controls in their subordinate elements in accordance with the NCIS Managers’
Internal Controls Program Plan. The internal controls program plan can be located on the
NCISnet http://infoweb.ncis.navy.mil/agency/deptwebsites/ig/documents/mgmtctriplan.pdf.

5-7. INTELLIGENCE OVERSIGHT

a. Intelligence oversight is broader in scope than simply the protection of U.S. persons’ rights
and privacy from intrusion by intelligence activities and agencies. Intelligence oversight includes
assurance that all NCIS intelligence activities, operations, and programs function in compliance
with applicable U.S. law, statute, directive, and policy.

000100



b. The NCIS IG is responsible for administering the Intelligence Oversight Program
within NCIS and is the primary point of contact for all intelligence oversight matters, to
include submission of quarterly reports, inspections and investigations, and clarification
of regulations.

¢. Within each NCIS field office; the ASAC with responsibility for the Counterintelligence
Program is designated as the Field Office Intelligence Oversight Officer. Within each NCISRA,
the SSA is designated as the Unit Intelligence Oversight Officer. Intelligence Oversight Officers
are responsible for ensuring required training is completed, answering employees’ questions
regarding authorized activities, and forwarding reports of questionable activity to the NCIS IG.
5-7.1. Responsibilities/Reporting Of Questionable Intelligence Activity.

a. Under DoD Regulation 5240.1-R, NCIS employees are assigned the responsibility to
conduct only lawful intelligence activities.

b. A questionable intelligence activity is one that may violate the law, any Executive Order
(such as E.O. 12333, United States Intelligence Activities), Presidential directive or applicable
DoD policy (such as DoD 5240.1-R, Procedures Governing the Activities of DoD Intelligence
Components that Affect United States Persons). Examples of a questionable intelligence activity
include, but are not limited to, the following:

(1) Alleged abuse and mistreatment of detainees and prisoners by or directed by intelligence
personnel.

(2) Tasking intelligence personnel to conduct intelligence activities that are not part of the
organization’s approved mission, even if they have the technical capability to do so.

(3) Providing intelligence services and/or products without proper authorization.
(4) Failure to file proper use statements for imagery collection associated with U.S. persons.

(5) Collecting information on U.S. persons, even though open source, when it is not part of
the unit’s mission.

c. NCIS employees must report questionable intelligence activities to one of the following:
(1) Immediate Supervisor.
(2) NCIS Legal Department.
(3) NCIS OlIG.
5-7.2. Reporting Requirements to Naval 1G.

a. Quarterly Requirements. NCIS is responsible for providing a quarterly intelligence
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oversight report regarding any questionable activities conducted by or on behalf of NCIS to the
Naval Inspector General’s office (NAVINSGEN N2) no later than the 15th of the month
following the end of the quarter.

b. Annual Requirements. NCIS is responsible for providing an annual intelligence oversight
report to the Naval Inspector General’s office (NAVINSGEN N2) no later than the 15" of the
month following the end of the calendar year. The report will include the intelligence oversight
inspection schedule for the following fiscal year.

5-7.3. Training Requirements. SECNAVINST 3820.3E requires Navy intelligence components
to train new employees on intelligence oversight and to conduct and document refresher training
at least annually. Intelligence oversight training is required for all special agents, intelligence
specialists, office managers, field investigative assistants, field office support officers and all
employees of the Intelligence Directorate, Combating Terrorism Directorate, Counterintelligence
Directorate, Cyber Department and Legal Department. The in-service training for NCIS can be
found on the Code 10B or NCIS 1G website. The Field Training Coordinator or the NCISHQ
Training Coordinator will report the results of the intelligence oversight training to Code 10B.

5-7.4. Inspections. The Assistant to the Secretary of Defense for Intelligence Oversight (ATSD-
10) and the Naval Inspector General conduct regular inspections/visits to ensure that the
inspected activity is in compliance with oversight regulations. In addition, the NCIS 1G will
assess compliance with intelligence oversight policy during inspections of NCIS elements.
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APPENDIX (1)

660331 12:58 20130528 IN:SSDEMAIL #105213 OUT:NCISWWSSD #1098

GENERAL ADMINISTRATION 28MAY13
FROM: ©000 GEN: 11C-0011
TO: DIST

SUBJ: NCIS POLICY DOCUMENT 13-04: ADMINISTRATIVE (EXTERNAL
INSPECTOR GENERAL (IG) AND AUDIT SERVICES REQUESTS FOR
INFORMATION AND ASSISTANCE)

1. This policy document establishes new procedures when Naval Criminal
Investigative Service (NCIS) personnel receive a direct request for information
or assistance from representatives of Federal, Department of Defense (DoD), and
Department of the Navy (DON) Inspector General and Audit Services (e.g., FBI
Office of Professional Responsibility, DoD Inspector General (DoDIG), Naval
Inspector General (NAVINSGEN), Naval Audit Service (NAVAUDSVC), etc.). 1In the
past, NCIS has received requests from these agencies at several levels of the
NCIS chain of command and, in some cases, direct requests to the field.
Frequently these requests are misdirected, misplaced, and can be wastefully
redundant. This is inefficient and can impede the processing of the information
or assistance requested. The new procedures will enable NCIS to provide an
efficient and timely response for these requests.

2. To coordinate and accommodate these requests, the following is effective
immediately:

a. All requests for information or assistance coming from the DoDIG,
NAVINSGEN, NAVAUDSVC, and other Federal IG/Audit Services, except in those areas
where NCIS is working joint investigations (i.e., fraud-related investigations),
will be coordinated by the Assistant Director (AD) for Inspections (NCIS IG) or
his/her designee.

b. An NCIS employee who receives a request for information or assistance
from an external IG or Audit Service, except in joint investigative matters
(i.e., fraud-related investigation), will immediately notify his/her supervisor
of the request, who will relay the information to the AD for Inspections.

c. The AD for Inspections will coordinate the needed information or
assistance requested with the appropriate NCISHQ or field office. This
coordination may be accomplished via telephonic or e-mail communication.

3. Nothing in this guidance is intended to discourage or prohibit employees from
their legal right to initiate hotline complaints with any IG's office. The
intent of this policy is to improve coordination of external IG and Audit Service
requests coming in to NCIS.

4. This policy will be incorporated in the next revision of NCIS-1,

FOR OFFI€TIAL USE ONLY
PAGE 1
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SUBJ: NCIS POLICY DOCUMENT 13-04: ADMINISTRATIVE (EXTERNAL INSPECTOR

Chapter 5, Inspector General Matters.

5. Questions regarding this policy may be directed to  (b)(6), (b)(7)(C) Acting
Inspector General, who may be reached at (@), (b)7)(©c) @navy.mil or (b)), (b)(7)(C)
(b)(6), (B)(7)(C)
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NCIS-1, Chapter 6
Financial Management and Planning Directorate
Effective Date: AUGUST 2014
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Reference:

(a) DoD 7000.14-R, Financial Management Regulation, VVol. 2A, October 2008.

6-1. Purpose. This chapter establishes the responsibilities of the Financial Management and
Planning Directorate (Code 14).

6-2. Policy. In accordance with reference (a), the processes and procedures in this chapter
establish the policy for ensuring NCIS is appropriately resourced to execute the director’s
strategic vision and to successfully complete its mission in support of stakeholder requirements.
Abbreviations and acronyms used throughout this chapter are provided in Appendix A.
Appendix B contains a glossary of financial management terms.

6-3. Cancellation. NCIS-1, Chapter 6, dated 6 December 2011, and Gen Admin 14B-0030,
dated 30 April 2008, are canceled.

6-4. Chapter Sponsor. The deputy assistant directors for Planning and Evaluation (Code 14A)
and Financial Plans, Programming, and Manpower (Code 14P) share joint responsibility.

6-5. Roles and Responsibilities. The Financial Management and Planning Directorate (FMPD)
has two departments: Planning and Evaluation (Code 14A) and Financial Plans, Programming,
and Manpower (Code 14P). Policy specific to Code 14A is provided in Appendix C. Policy
specific to Code 14P is provided in Appendix D. FMPD works closely with the comptroller
(who reports to the NCIS director), as well as program managers (PMs) within the directorates.
The Office of the Comptroller institutes and manages a system of internal controls and maintains
divisions for accounting and budget. PMs working for each of the directorate executives are
responsible for carrying out the man, train, and equip functions, as well as managing
performance within their directorates.
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Appendix A: Abbreviations and Acronyms

AOR area of responsibility

BSO budget submitting office

CA commercial activities

DCPDS Defense Civilian Personnel Data System

EQY End-of-Year Assessment

FMPD Financial Management and Planning Directorate

FOQPR Field Office Quarterly Performance Report
FOTB Field Office Threat Brief

FOTP Field Office Tactical Plans

GATR Geographic Annual Threat Report

NAEPR NCIS Annual Enterprise Performance Report

P&E Planning and Evaluation

PDD Program Direction Document

PM program manager

PPMP Program Performance Measurement Plan
PoOAM plan of action and milestones

PQPR Program Quarterly Performance Report
MPA Mission Performance Assessment

MPM mission performance metric

MYA Mid-Year Assessment

RPP Regional Performance Plan

SLDCADA Standard Labor Data Collection and Distribution Application
SMRDs shore manpower requirements determinations

TEMS Total Force Manpower System

TFMMS Total Force Manpower Management System

TWMS Total Workforce Management System

WBS work breakdown structure

2
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Appendix B: Financial Management Glossary of Terms

1. End strength (E/S). Authorized billets, as of the last day of the fiscal year (September 30).
NCIS is provided an end strength target for civilian personnel. The FMPD will formulate a
budget based on requirements that fund the end strength target. NCIS management is tasked to
maintain a billet structure that stays within the end strength.

2. Full-time equivalent (FTE) [also known as work-year]. Number of hours expended
(exclusive of overtime) divided by number of hours in the fiscal year.

3. Future Year Defense Plan (FYDP). The future year financial plan for DoD as approved by
the Secretary of Defense. This is the foundation of the DoD programming system and
establishes the approved force structure and financial plan for the military departments and the
defense agencies’ future program years.

4. Intelligence Program Budget Submission (IPBS). Annual concurrent program and budget
submission from the PM of the National Intelligence Program to the Director of National
Intelligence.

5. Out years. Future years (five years beyond the current budget year).

6. Planning, Programming, Budgeting, and Execution (PPBE) process. The PPBE process is
used to allocate resources within the DoD. In the PPBE process, the Secretary of Defense
establishes policies, strategies, and prioritized goals for the department that are used to guide
resource allocation decisions that balance the guidance with fiscal constraints. It is important for
PMs and their staffs to be aware of the nature and timing of each event in the PPBE process, as
they will be called upon to provide critical information that could be important to program
funding and success.

7. Program budget review (PBR). See Program Objectives Memorandum. PBR includes the
budget year review.

8. Program manager. Collects and manages a range of assets (including manpower) to execute a
particular mission area.

10. Program Objectives Memorandum (POM). The final product of the programming process
within the DoD; the POM displays the resource allocation decisions of DoD components in
response to, and in accordance with, Defense Planning Guidance.

11. Secretariat Review Board (SRB). Designed to extract the Secretariat financial process from
the Chief of Naval Operation’s POM process while still retaining a rigorous and timely review of
programs and issues. The SRB objective is to produce a Secretariat budget to be presented at the
same time the Services (Navy and Marine Corps) present budgets to the Secretary of the Navy.
NCIS S&IA (Security and Investigative Activities) resources are funded via the SRB.

3
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Appendix C: Planning and Evaluation

1. The Planning and Evaluation (P&E) Department is responsible for strategic and operational
alignment of NCIS mission goals, objectives, and activities. Alignment is supported by the
development of the NCISHQ and field planning documents, to include the Director’s Strategic
Vision, the Deputy Director’s Strategic Goals and Focus, Program Direction Documents (PDDs),
Field Office Tactical Plans (FOTPs), Field Office Threat Briefs (FOTBSs), and geographical
Executive Assistant Director Annual Threat Reports (GATRS), as well as the development and
reporting of metrics associated with the critical activities identified in the PDDs. P&E is also
responsible for maintaining effective strategic and program planning processes for NCIS and
ensuring their full integration and consistency with relevant national strategies and priorities;
NCIS budget and resource sponsor requirements, human resources, facilities, administration and
logistics; and technical, tactical, and operational planning processes and activities.

2. P&E is responsible for conducting a variety of activities designed to assess and evaluate
NCIS effectiveness, monitor and report on organization and program performance, project long-
term resource and support requirements, and conduct special studies and projects related to these
areas of responsibility. P&E is responsible for ensuring performance metrics are relevant to
desired organizational outcomes. P&E helps to identify program performance issues for the
Director, Deputy Director, programs, and field leadership. P&E also ensures evaluations are
conducted to identify performance constraints and to make practical recommendations for
improvement. P&E provides guidance, consultation services, counsel, and support to all NCIS
organizational units to maximize the utility, relevance, and effectiveness of NCIS products. P&E
facilitates the identification of long-range strategy, program plans, performance reports, and
other relevant documents enabling managers to effectively meet operational requirements.

3. Strateqgic planning. The P&E Strategic Planning Branch is responsible for fulfilling specific
strategic planning obligations on behalf of NCIS operational and support programs, ensuring
NCIS’ goals and objectives are comprehensive and that all field office tasks and program
activities are accurately aligned with the Director’s Strategic Vision.

4. The Planning Branch collaborates with program leadership to affirm the NCIS mission and
vision; assists the directorates in establishing and formalizing program missions, visions, and
criticality of activities in alignment with the Director’s Strategic Vision; develops and maintains
standardized strategic planning tools to facilitate communication throughout the agency; and
demonstrates operational and support program alignment with the core capabilities established in
the NCIS charter and areas of focus established in the Deputy Director’s Strategic Goals and
Focus. These tools include PDDs, FOTPs, Regional Performance Plans (RPPs), GATRs, and
FOTB:s.

5. The Planning Branch stays abreast of national and DoD directives to ensure NCIS planning
documents are aligned with stakeholder requirements. Branch personnel coordinate and develop
a business process that links customer requirements with NCIS capabilities.

6. Planning products. The Planning Branch is responsible for coordinating and developing the
planning documents listed below.

4
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Appendix C (Continued)
Planning and Evaluation

a. Deputy Director’s Strategic Goals and Focus. This document is the organization’s
framework from which all other programmatic documents (PDDs, FOTPs, etc.) are developed.

b. Program Direction Document (PDD). Through working with the Program leadership,
P&E produces a revised NCIS PDD every two years, based on a thorough assessment of the
external and internal environment and requirements. The document sets organization direction
for a two-year period. Mid-way through the cycle, an assessment is made to ensure overall
agency goals and objectives remain aligned with emerging stakeholder requirements. As thisis a
living document, changes and modifications reflect major mission shifts in focus, as directed by
NCIS stakeholders. P&E will coordinate with the operational and support program leadership to
produce PDDs that describe a two-year set of objectives and performance targets for each
operational and support program. P&E also ensures the quality of the plans and their consistency
with the NCIS Strategic Plan, DON strategies, and national defense and intelligence strategies.

c. Field Office Threat Brief (FOTB). Field office SACs, in coordination with geographic
EAD staff, are required to submit an updated FOTB every six months, timed to be briefed at the
spring and fall SAC conferences. P&E initiates the process six weeks prior to the conferences.
SACs submit updated FOTBs to the geographic EAD office for approval. Upon approval,
FOTBs are submitted to P&E for storage on the SIPR shared drive. FOTBs are used by
NCISHQ as a source of field office area of responsibility (AOR) information, including threat-
based mission focus and areas of emphasis. Geographic EADs are responsible for ensuring
FOTBs are updated in the format approved by the deputy director (and provided by P&E).

d. Field Office Tactical Plan (FOTP). Field office SACs, in coordination with operational
program leadership and P&E, are required to submit an FOTP every two years. FOTPs are
populated with field actions from the operational PDDs, as well as AOR information from the
FOTB. Before the FOTPs are implemented, the geographic EADs are responsible for validating
and ensuring the FOTPs meet requirements set forth in the PDDs.

e. Product dissemination. P&E will ensure that relevant products are distributed throughout
the NCIS in a timely manner. This may be achieved through a variety of means, including
electronic media, paper copies, and briefings. Relevant documents and finished projects will be
posted on the P&E site* on Lighthouse, the NCIS Intranet, and on the SIPR shared drive.

7. The Planning Branch facilitates several services and products, including the following:
a. Coordinates biennial performance planning, to include the following:

(1) Reviewing national and DoD stakeholder directives.

! Available at: https:/lighthouse.ncis.navy.mil/NCIS_Websites/01/ma/fmp/pe/Pages/default.aspx

5

UNCLASSIFIED
000109



UNCLASSIFIED

Appendix C (Continued)
Planning and Evaluation

(2) Coordinating and facilitating the biennial process to create, produce, and present
PDDs.

(3) Coordinating the FOTB update process.

b. Advises on developing policies to ensure new policies are in line with overall strategy and
direction.

c. Conducts strategic reviews and develops and publishes white papers.

d. Facilitates offsite meetings/planning sessions with direct impact on planning and
evaluation efforts.

e. Supports external inquiries on programs and processes, as related to planning efforts.
f. Expands current services to other customers, particularly field offices.
g. Assists planning new NCIS programs and initiatives.

h. Provides strategic and planning services (e.g., rightsizing plans, resource plans, IT plans,
workforce plans, facilities plans, logistics plan, continuity of operations plan, etc.), in
collaboration with other support and operational codes.

8. Evaluation. The P&E Evaluation Branch is responsible for developing, maintaining, and
reporting agency, programmatic, and field mission performance metrics (MPMs) that enable the
continuous monitoring and assessment of all NCIS critical activities. P&E uses strategic
planning documents as a framework to facilitate innovative, meaningful, informative
performance metrics from relevant subject matter experts in every facet of NCIS, via the Mission
Performance Assessment (MPA) methodology. By identifying MPMs based on the critical
actions and activities undertaken by the field, geographic EADs, and programs, MPA aggregates
performance metrics to assess and demonstrate agency-wide performance against strategic
objectives and threat-based initiatives. P&E enables a strategic decision-support capacity to key
decision-makers at all levels of authority and experience. The purpose of MPA is to provide
NCIS management with actionable, threat-pertinent, and performance-based decision support at
the tactical, operational, and strategic level. This decision support capability enables NCIS to
proactively manage critical activities and outcomes. It also allows NCIS to provide concrete
qualitative and quantitative performance analysis to external budgetary and strategic stakeholders
to assist in the defense or solicitation of resources.

a. MPA Requirement

(1) MPA supports aligning operational and program management activities into the
Director’s Strategic Vision and Deputy Director’s Strategic Goals and Focus. It identifies the

6
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Appendix C (Continued)
Planning and Evaluation

impact of agency activities and root causes of performance constraints, as well as provides sound
and practical recommendations for programmatic improvements.

(2) MPA aligns directly with H.R. 2142, Government Performance & Results Act of 2010
(GPRA), a legislated strategic planning and evaluation requirement, in order to assess agency
performance and improvement at the strategic, operational, and tactical levels.

b. The Evaluation Branch facilitates MPA by educating the field, programs, and agency
leadership on the evaluation process and engaging relevant stakeholders and subject matter
experts.

(1) Work breakdown structure. As a core component to strategic planning, P&E analysts
facilitate, with senior leadership and subject matter experts in the operational and support
programs and geographic EADs, identifying a program goal, mission and enterprise objectives,
and critical activities to form a work breakdown structure (WBS). These elements will be
defined, refined, and validated to enhance program transparency. This will better enable
identifying MPMs that ultimately support a comprehensive performance assessment of the
program, field, and geographic EADs. As part of the PDD/RPP/GPP development process,
national strategy alignment and external stakeholder requirements will be identified.

(2) MPM and corrective action identification. Performance metrics are created around
critical areas of success or failure within the process of any given critical activity. These metrics
can be qualitative, quantitative, or both, depending on the activity being measured. Green,
yellow, and red performance ranges are identified to qualify objective, acceptable levels of
performance for each metric. Green (acceptable), yellow (acceptable but requires improvement),
and red (not acceptable) indicate how well a program or field office is performing the critical
activity. Corrective actions have been developed for field and program management to use when
performance falls below the identified acceptable level. P&E then deploys its program
management and technological and analytical expertise to either modify current tools or build
practical, manageable tracking mechanisms. Standard operating procedures are developed by the
relevant activity’s point of contact with data to concatenate a score for each activity at the
appropriate reporting period. All metrics, corrective actions, tools, and standard operating
procedures are recorded in a Program Performance Measurement Plan (PPMP), which is given to
the organizational unit at the end of deployment. The PPMP is to be used as an educational tool
as well as a complete reference to any evaluation-related queries or issues.

(3) Management reporting. A Field Office Quarterly Performance Report (FOQPR), a
Mid-Year Assessment (MYA), and an End-of-Year Assessment (EQY) are the final deliverables
to programs and field offices. These reports are aggregated in the NCIS Annual Enterprise
Performance Report (NAEPR) and provide proper mapping of critical activities to both agency
and national strategic and threat-based initiatives. They use the balanced scorecard approach of
weighing critical activities based on prominent threat and prioritized initiatives to provide the
most accurate picture to management of performance and resource utilization or challenges.

7
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9. Activity-Based Costing Products and Services

a. Program level of effort reports. These reports demonstrate the level of effort charged to a
SLDCADA (Standard Labor Data Collection and Distribution Application) activity during a
specific time for a particular program. The reports are designed to illustrate resource use by
level of effort within the agency programs. This style of report can be used to identify
misaligned resources, justify requirements, or address mismanagement of assigned resources.

b. Project level of effort reports. These reports demonstrate the level of effort charged to a
SLDCADA activity during a specific period for a particular project (e.g., Family & Sexual
Violence). These reports are designed to illustrate resource use by level of effort (at every level)
within the project. This style of report can be used to identify misaligned resources, justify
resource requirements, or address the mismanagement of assigned resources. Project level of
effort reports are specifically helpful in reporting on data calls from stakeholders with reference
to level of effort against resources.

c. Attribute specific level of effort reports. The P&E Department is able to report on NCIS
enterprise level of effort based on several specific activity attributes (e.g., Charter Mission
Functions, MPA Critical Activities).

d. Cost of the agency reports. These reports demonstrate the cost of the agency (at any
level) from a resource perspective (allocated dollars), from an activity perspective (expended
dollars), and from an output perspective (e.g., cost per case, cost per case category).

10. P&E Program Management

a. Program management support. The P&E Department is responsible for supporting NCIS
PMs through subject matter expertise, consultation, and products and services.

b. Value of program management support

(1) P&E provides an environment for PMs to address mission priorities in a more efficient
and effective manner.

(2) P&E provides core PM subject matter expertise to NCIS leadership as a recurring and
continuously evolving resource.

(3) P&E provides a force multiplier to PMs in areas that require PM subject matter

expertise, guidance, and products, as needed.

c. Program management products & services. P&E will provide PM products and services
to PMs on a recurring and as-needed basis. These products and services include the following:

8
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(1) Leadership Development Program. P&E will provide tailored presentations and
instruction on PM subject areas as required for professional development (SSA, ASAC, etc.).

(2) Program management reference products. P&E will produce, disseminate, and update
a PM resource product for NCIS leadership, which will contain useful information and guidance
on PM subjects that are relevant to NCIS’ mission profile and roles and responsibilities.

(3) Program engagement. P&E will proactively engage with PMs to gain better insight
and understanding of the roles and responsibilities of NCIS PMs. This engagement will assist
P&E in tailoring PM support services and products to individual program needs.

(4) PM subject matter expertise. P&E will provide proactive PM subject matter expertise
to NCIS leadership that is tailored to the needs of the agency. P&E will continue the
professional development of its staff in PM areas of knowledge.

(5) Project planning & execution support services. As PMs take on and start new projects,
P&E will provide, as needed, project planning and execution support. P&E will facilitate the
following types of support, as needed:

(a) Strategy development. Develop realistic and achievable mission-focused strategies
that are properly prioritized and aligned with national-, Service-, and agency-level mission
priorities and requirements.

(b) Project plan of action & milestones (POAM) development: Develop POAMs to aid
programs in planning and executing specific projects within their mission portfolios.

(c) Process mapping. Help PMs identify and map business processes and producing
appropriate products for program use. This service will provide better understanding and clarity
of NCIS business processes within the enterprise, assist with identifying inefficient or redundant
processes, and serve as a driver for PMs to improve process effectiveness and overall program
performance and efficiency.

(d) Rightsizing. Work closely with NCIS leadership to develop, document, validate,
and establish an agency rightsizing methodology that will meet PM needs of placing the right
person in the right place at the right time.

9
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Appendix D: Financial Plans, Programming, and Manpower

1. The FMPD is responsible for formulating a five-year strategic resource program. The
strategic program is developed collaboratively with NCIS PMs. This five-year plan will be
reviewed and updated each year to incorporate internal and external environmental changes.

2. The FMPD is responsible for coordinating and facilitating DON budget year requirements
with the comptroller, P&E, and NCIS PMs for the Congressional Joint Budget Justification and
Congressional Joint Book. FMPD will facilitate DON execution year performance requirements,
as those requirements dovetail with resourcing documents. FMPD will ensure performance
issues are first coordinated with P&E personnel to ensure consistency in external performance
reporting. FMPD will ensure final copies of performance products are provided to P&E.

3. The FMPD will work collaboratively with PMs and P&E to develop organizational financial
requirements and ensure requirements are within guidance provided by the DON and P&E.
Necessary resources and materiel requests will be solicited from support organizations and
converted into dollar requirements. Additionally, alternative solutions will be explored and
recommended as appropriate. The FMPD will work with the Communications Directorate, P&E,
and PMs to assist in ensuring consistency in reporting (financial/performance) and to promote
and proliferate the mission performance success and needs (risk identification) to NCIS
stakeholders. The FMPD will ensure all financial documents are submitted to the resource
sponsors on a timely basis and facilitate a review process for final decisions by the Director,
when required. The FMPD is responsible for following the program request through the external
oversight process, keeping senior management advised of the actions taken.

a. Resource Review Board. The FMPD will develop, schedule, and administer a resource
review process for resourcing decisions affecting out-year funding. Participation will be at the
PM level, with final decisions approved by the Deputy Director (or designee). The board will
convene at scheduled times throughout the year to address the following issues:

(1) Strategic guidance (as summarized by Code 14A) and the Director’s priorities (and
related issues).

(2) Billet change requests (requests approved at the Code 14 level and those requiring
board recommendations (e.g., cross-cutting force structure changes, changes in priority program
billet structure).

(3) Resource changes or reviews.

(4) Program unfunded requirements/decrement list.

b. Resource tracking. The FMPD will develop and maintain standard resource trackers for
each program cycle to facilitate retrieving historical resourcing data. The retained information
will include ease of access electronic folders containing resource trackers for each funding
stream as well as the source documents causing changes to resources.
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4. Manpower. FMPD is responsible for billet structure. Billet change requests must be
approved by the PM and appropriate level of leadership in the directorate before forwarding to
FMPD. Other billet change requests will be consolidated for review and approval by the Deputy
Director. All changes will be documented and a record retained for the appropriate retention
period. Once requests are approved, Total Force Manpower System (TFMS) packets will be
prepared to update the NCIS official manning document and TWMS. FMPD is the focal point
for all manpower actions. Components of manpower management include total force manpower
management, manning, manpower, resourcing, human resources liaison, and civilian and
military workforce. Manpower will be included in the POM and performance review input
cycles to provide guidance on determining the quantity and quality of billets required, and the
planning, programming, budgeting, and execution system phases of activity management.

a. FMPD will perform the following functions:

(1) Provide analytical and advisory support to programs across NCIS. Provide
recommendations to EADs, Assistant Directors, and PMs on best use of available resources,
strategies, and techniques for executing requirements.

(2) Evaluate organizational structures, reporting relationships, and supervisor and worker
ratios to recommend best mix of skill levels required in concert with human resources and
civilian community management. Evaluate and indicate concurrence and validation of request
for personnel action for civilian personnel requirements (to ensure billets exist and are funded).

(3) Implement shore manpower requirements determinations (SMRDs) or other Navy-
wide approved requirements determination studies, including interface with claimant and budget
submitting office (BSO), OPNAYV, and officer and enlisted community managers to complete
implementation actions. Develop rationale and supporting documentation for new or adjusted
requirements for validation.

(4) Manage the Total Force Manpower Management System (TFMMS), which includes
documenting requirements correctly, as well as realigning, transferring, reducing, and changing
billet requirements and funding authorizations to support mission-driven program changes.

(5) Support higher authority manpower information and data calls in response to BSO,
OPNAYV, POM, and/or specific issue data calls, studies, evaluations, reviews, and/or total force
manpower needs.

(6) Track enlisted and officer personnel assignments to ensure validity of activity
manpower documents.

(7) Participate, as needed, to assist with liaison to detailers, placement officers and
community managers, enlisted placement management center, and manning control authorities to
gain fill of authorized billets and Navy manning plan.
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(8) Respond to BSO-level direction to identify and provide military personnel in response
to augmentation requirements. Analyze current military billet structure and manning across field
offices and NCISHQ to determine the best office or program source for tasking. Monitor
execution of augmentation and track distribution of augmentation taskers.

(9) Coordinate priority manning submissions and tracking of status for implementation.
(10) Review and provide data for staffing plans, projections, demographics, and trends.

(11) Identify and monitor military and civilian personnel end strength authorizations
through the programming and budget cycles. Recommend and distribute available civilian end
strength within the appropriate databases (TWMS) to meet operational requirements; monitor
implementation of resource distribution compared to operational requirements and plans.

(12) Coordinate with planners and PMs for requirements development and resource
requirement profiles and execution results for use in the budget, POM and annual certified
obligations processes.

(13) Coordinate with Code 10 regarding civilian personnel staffing, commercial activities
(CA) study implementation (CA is limited for NCIS; most billets are exempt) hiring freezes,
reductions in force, etc. Perform reconciliation and maintenance reviews with human resources
personnel of the human resources/Defense Civilian Personnel Data System (DCPDS) to ensure
accuracy of personnel data fields and corrective maintenance is identified.

b. FMPD will also prepare periodic reports on human capital status, in collaboration with
other NCIS activities, for NCIS leadership and field offices and Headquarters activities.

5. Total Workforce Management System (TWMS). FMPD is responsible for managing the
NCIS TWMS. The FMPD TWMS program manager will perform the following functions:

(1) Assist designated TWMS contacts within the directorates in troubleshooting issues that
cannot be resolved by the TWMS Help Desk.

(2) Coordinate and prioritize agency requests with the TWMS program management staff.
(3) Develop and edit new and existing TWMS training materials.
(4) Provide TWMS training.

(5) Assist with TWMS reconciliation requirements (e.g., with Payroll, Manpower).
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NCIS-1, CHAPTER 7

TITLE: SUPPLY, PROPERTY, AND EQUIPMENT
POC: CODE 11B

DATE: NOV 08

7-1. GENERAL

7-2. REQUISITIONING PROCEDURES

7-3. MATERIAL RECEIPTS

7-4. PROPERTY PLANT AND EQUIPMENT
7-5. MATERIAL EXPENDITURES

7-6. SUPPLY FORMS

7-1. GENERAL

7-1.1. This chapter promulgates policy and procedures for ordering, receiving, and
shipping supplies, ammunition, or equipment and establishes property accountability and
equipment management processes.

7-1.2. The Naval Criminal Investigative Service Headquarters (NCISHQ) and each
affiliated field office is responsible for procuring supplies, equipment, and services for
their cognizant activities, within their given authority, using the Navy supply system,
open market, or Department of Defense (DoD) E-mall. NCISHQ will adhere to all
established rules and procedures contained in the Naval Supply Systems Command
(NAVSUP) P-485 Manual, Volume 111, Ashore Supply, the Federal Acquisition
Regulation (FAR), the Defense Federal Acquisition Regulation System (DFARS),
Procedures, Guidance, and Information (PGI), (a companion resource to the DFARS that
is available electronically at http://www.acg.osd.mil/dpap/dars/index.htm), the Navy
Acaquisition Procedures Supplement (NAPS), NAVSUPINST 4200 Series,
SECNAVINST 7320.10A, Defense Property Accountability System (DPAS), DPAS User
Manual Release 16.6.00 series, and local supply activity instructions and notices.

Due to the expansive area covered by the various field offices, decentralization of supply
activities and self-reliance is stressed in order to provide as timely and local support as
possible.

7-1.3. Definitions

a. Consumables. Administrative and housekeeping items, common tools, paints,
cognizance symbol forms, or other items not specifically defined as equipment or plant

property.

b. Minor Property. Equipment having a unit cost of less than $100,000 and more than
$5,000.

c. Sub-Minor Property. Equipment having a unit cost of less than $5,000. These
items are usually portable or pilferable and warrant management attention to safeguard
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the assets and to insure proper maintenance is performed. Examples include calculators,
typewriters, non-NMCI personal computers-printers, shredders, owned copiers,
transcribers, binoculars, televisions, VCR's, cameras and video equipment.

d. Plant Property. Navy-owned real property of a capital nature having an acquisition
cost of $100,000 or more. More extensively defined in NAVCOMPT Volume IlI
036004, plant property items are divided into four classes: Class (1) - Land, Class (2) -
Buildings, Structures, and Utilities, Class (3) - Equipment Other than Industrial Plant
Equipment, and Class (4) - Industrial Plant Equipment.

(b)(7)(E)

f. Expendable Investigative Supplies. Consumable items used for crime scene
investigations.

g. Leased Property. Equipment that is leased from a commercial activity and requires
maintenance and periodic contracting services, such as copiers and vehicles.

h. Ammunition. Small arms rounds that are allocated by Naval Sea Systems
Command (NAVSEA) for use in NCIS approved weapons. Ammunition requires special
handling, reporting and management using the Retail Ordnance Logistics Management
System (ROLMS) or Ordnance Information System (OIS).

i. IT Equipment. Telecommunication, cellular phones, pagers, beepers, word
processing, personal computers, wide area network systems (WANS), local area network
systems (LANS) or other information technology (IT) equipment.

7-2. REQUISITIONING PROCEDURES

7-2.1. Each NCIS field office shall provide supply support and guidance for their
subordinate activities and ensure compliance with supply procedures and instructions.

a. General Supplies. Office supplies, standard forms and equipment normally
available in the Navy supply system will be procured directly by the cognizant NCIS
field office.

b. The NCIS Supply Branch, NCIS Code 11B2 maintains a stock of criminal
investigative supplies, and NCIS forms not available through the Navy supply system or
on the NCISnet. A listing of approved criminal investigative supplies is maintained on
the NCISnet Acquisition and Logistics website at
http://infoweb/agency/deptwebsites/acglog/al-index.html. Supplies carried in stock are
issued at no charge to the requesting component.
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c. Unique or high cost items, such as investigative equipment, investigative
consumables and information technology, will be procured centrally by NCISHQ for
distribution to field offices.

7-2.2. Requisitions for supplies, equipment and services will be processed according to
NAVSUP P-485 Manual, Vol. 11l (Ashore Supply), NAVSUP P-437
MILSTRIP/MILSTRAP and local supply activity instructions or notices.

7-2.3. The following guidelines indicate proper sources for procuring various types of
supplies and services:

a. Consumables. These items are available through Defense Logistics Agency (DLA),
DoD E-mall, DAPS, and local self-service stores or from the nearest Naval supply
activity. Procedures for procurement of consumables vary slightly from one location to
another. Information on local procedures may be obtained by contacting the self-service
store in your area. Consumables not readily available through the above listed sources or
self-service stores can be requested through the parent NCIS field office for procurement
action. The following sites include further ordering information, stock numbers,
nomenclatures and other useful information:

(1) www.dlis.dla.mil/Fedlog;

(2) http://www.emall.dla.mil;

(3) http://forms.daps.dla.mil;

(4) https://www.onetouch.navy.mil/ots/jsp/LoginPage.jsp;

(5) http://www.cnrsw.navy.mil/hrocnrsw/forms1.htm, and

(6) https://nll1.ahf.nmci.navy.mil.

b. Technical and Investigative Equipment. Requirements should be communicated to
the nearest NCIS field office technical services detachment (TSD). Informal discussion
with TSD personnel about specific applications, the type of equipment available and its
capabilities and limitations is strongly encouraged. NCIS Code 24B Field Services
Support will provide second echelon support to the detachment as required and will have
cognizance in procuring equipment not already available.

c. Investigative Supplies. Requests for criminal investigative supplies should be
developed using the list provided at the NCISnet Acquisition and Logistics website.
Requests should be sent to NCIS Code 11B2 via e-mail, telephone, or facsimile, with a
copy to the parent NCIS field office crime scene specialist indicating the item
description, vendor code, quantity requested. “Restricted” supplies can only be ordered
by forensic consultants or a field office crime scene specialist. Orders will ship within 72
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hours. NCIS Code 11B2 will notify the customer via e-mail when the shipment is sent.
Back ordered items will be automatically shipped when available.

d. Leather Gear. Holsters, pouches and handcuff cases are procured, stored and issued
by NCIS Code 11B.

e. Ammunition Requisitioned via Military Standard Requisitioning and Issue
Procedures (MILSTRIP). NCIS Codes 11B will procure ammunition for offices in the
National Capital Region. All others will coordinate procurement actions through the
responsible field office. The following site provides MILSTRIP guidance and definition:
https://www.drms.dla.mil/rtd03/milstrip.htm.

f. Minor Property, Equipment and Furniture. Requirements for minor property
equipment, and furniture with an acquisition cost less than $100,000 will be coordinated
through the parent NCIS field office. Procurement of technical and/or investigative
equipment within this category must be coordinated with NCIS Code 24B or field office
TSD.

g. Plant Property. When a plant property requirement exists, NCIS Code 11B will
coordinate all procurement actions and provide guidance for the establishment of a plant
property record.

h. Restricted Procurements or Items Requiring Special Approval. All purchasing
activities are restricted or prohibited from procuring the items listed in NAVSUPINST
4200.85C, enclosure (3), without acquiring special approval from the cognizant
department at NCISHQ. Examples of these items include:

(1) Membership Dues. Memberships must be in the agency name. The membership
must contribute to the fulfillment of the mission of the activity or agency (refer to
NCIS-1, Chapter 42 for specific guidance on memberships);

(2) Personal Services. Procurement of personal services is not authorized;

(3) IT Equipment. The lease, purchase or maintenance of IT equipment must be
coordinated with and approved by NCIS Code 15, Information Technology;

(4) Reprographic Equipment. Requests for copying equipment which produces 70
or more copies a minute, or for which the purchase price exceeds $25,000 requiring
Operations Navy (OPN) funding, must be submitted to the supporting local DAPS office
prior to lease or purchase. Requisitioners are responsible for providing supporting
documentation for consideration by DAPS to include a cost-benefit analysis statement,
which determines if it is more economical to purchase or lease a copier, and must
consider the cost of copier maintenance. NCIS field offices must submit NCIS Form
4238 to NCIS Code 14, Financial Management and Planning Directorate for approval of
funding. NCIS Form 4238 must provide the DAPS purchase approval number,
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manufacturer and model of equipment and a justification for purchases $25,000 and over,
which require OPN funding;

(5) Telecommunication Equipment. Submit requirements to NCIS Code 15 for
review and approval; and

(6) Photographic and Video Equipment. Submit all requests for equipment in this
category to the NCIS field office TSD. Additional support will be provided by NCIS
Code 24B.

I. Repairs. Prior to initiating maintenance or repair action funding documents, NCIS
field offices should ensure IT items, technical equipment, vehicles, etc, are not covered
under manufacturer's warranty or existing maintenance contracts established by
NCISHQ.

j. State and Local Taxes. Purchases and property of the Federal Government are
exempt or immune from state and local taxation in accordance with FAR subpart 29.3.
Evidence needed to establish exemption from state and local taxes depends on the
grounds for exemption claimed, the parties to the transaction, and the requirements of the
taxing jurisdiction. Evidence supporting tax exemptions may include the following:

(1) A copy of the contract or relevant portion;

(2) Copies of purchase orders, shipping documents, paid or acknowledged invoices,
or similar documents that identify NCISHQ as the buyer;

(3) A U.S. Tax Exemption Certificate is available from Code 11B1 for vendor use;
and

(4) A state or local form indicating that the supplies or services are for the exclusive
use of the United States. The form is provided by and maintained by the requesting state
tax office.

7-3. MATERIAL RECEIPTS

7-3.1. General. Expeditious and accurate processing of documentation regarding
material and services received is incumbent upon all concerned. The timely payment of
invoices is imperative and is required in order to qualify for discounts under the Prompt
Payment Act, and to avoid unnecessary penalties.

7-3.2. Procedures. Verify that NCIS gets what is ordered and pays for only the items
received. The following guidelines are provided to ensure proper receipt processing is
performed.

a. Upon receipt of material or services requisitioned or purchased by NCISHQ or
NCIS field offices, the receiving activity will immediately inspect the contents for quality
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and quantity of purchased material, indicate whether the order is complete, or a partial
delivery, sign and date the packing slip or other shipping documents. Discrepancies in
receipt must be noted and conveyed to the NCIS purchasing agent or buyer.

b. Notify the purchasing agent or buyer via e-mail to initiate a tracer action when a
shipment is not received within two weeks of the estimated delivery date.

c. Receipt documents for items purchased by NCISHQ for direct delivery to the NCIS
activity must be certified and forwarded to NCIS Code 11B for processing. Packing slips
and receipts must be forwarded to NCIS Code 11B within five working days of receipt.

d. Material received without a packing slip must have a dummy receipt document
prepared and forwarded. The dummy receipt should include the following information:

(1) Purchase order/requisition number

(2) Manufacturer

(3) Model number

(4) Serial number

(5) Quantity

(6) Nomenclature (i.e., printer ribbons, toner cartridges)
(7) Date of receipt

(8) Name of individual accepting receipt of supplies

(9) Other identifying information that will assist the ordering activity in processing
the invoice.

e. All NCIS activities should retain copies of signed receipt documents in a completed
requisition file for proof of receipt and further inquiries.

7-4. PROPERTY, PLANT AND EQUIPMENT
7-4.1. Control and Accountability

a. Responsibility. The control of property, plant and equipment items is the
responsibility of each NCIS field office, and cognizant NCISHQ codes. However,
oversight of all properties is managed by Code 11B2 - UIC 63285.

b. Inventory. The DPAS provides an automated means of accounting for and
reporting of assets. The oversight of inventory and accountable management of those
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items used, but not consumed, is included in this system, such items as office equipment,
industrial plant equipment, material handling equipment are accountable property, IT
equipment and software, Government Furnished Property (GFP), and other types of
assets including leases and military equipment. NAVCRIMINVSERVINST 5000.64
Defense Property Accountability System (DPAS) Management and Administration,
provides guidance on the management and accountability of DoD property under the
control of the Director, NCIS in compliance with SECNAVINST 7320.10A and other
applicable DoD instructions.

7-5. MATERIAL EXPENDITURES

7-5.1. General. Each NCIS activity is responsible for ensuring material expenditures are
documented and have proper audit trails to verify adequate control and accountability,
and for validating legitimate use of government funds and assets.

7-5.2. Procedures

a. Processing. Material expenditures will be expeditiously processed per the
expenditure procedures outlined by the NAVSUP P-485 Manual, Vol. 111, Chapter 5.
Material expenditures must be accurately recorded on an applicable disposition
document, normally DD Form 1149, DD Form 200, or a locally directed turn-in
document. Locally assigned expenditure document numbers should be used to properly
cross reference the expenditure transaction from the document to applicable property
records. Expenditure files must be maintained to show proper accountability and audit
trails.

b. Surveys. The term “survey” refers to the procedures for determining the cause of
gains, losses, or damage to government property. Also, it determines the procedure for
establishing personal responsibility (if any) and documenting necessary inventory
adjustments to stock records. A survey is required when loss, damage, or destruction of
Government property involves death or injury or property value exceeds $200 or there is
a possible claim against the government. The form used for survey is the Financial
Liability Investigation of Property Loss, DD Form 200. The purpose of the form is to
report the facts and circumstances supporting the assessment of financial charges for the
loss, damage, or destruction of DOD-controlled property. The NAVSUPINST 4440.115
series provides procedures for processing the DD Form 200. Surveys of lost, stolen or
damaged property will be expended on a DD Form 200 per NAVSUP VOL II.

c. Disposals. Serviceable property estimated to be worth $500.00 or more must not be
turned over to a property disposal activity or returned to NCISHQ without prior
authorization from NCIS Code 11B. Technical equipment will not be disposed of
without prior approval of NCIS Code 24B. Requests for disposition approval should be
forwarded via e-mail or letter stating status of equipment requiring disposition. Transfer
of excess equipment to other NCIS or U.S. Government activities is preferable to
disposal at the local Defense Reutilization and Marketing Service (DRMS). For more
information go to: http://www.drms.dla.mil/.
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7-6. SUPPLY FORMS

7-6.1. Listing. Several of the more commonly used supply forms are listed below.
Details to complete these forms are in the applicable NAVSUP and NAVCOMPT
manual(s) annotated below each form. Both the NAVSUP and NAVCOMPT manuals
should be maintained at each NCIS field office and local supply activities. Guidance and
assistance to determine the correct forms to use, as well as detailed information necessary
to complete each form, may be obtained by contacting the NCIS Field Office Manager or
the Customer Service Officer of the local supply activity. Most forms are available on-
line in PDF format at
http://www.dtic.mil/whs/directives/infomgt/forms/formsprogram.htm.

a. NCISHQ Form 4238 Request for Supplies or Services. This form can be found on
the NCISnet. Form 4238 is used to initiate a purchase for products and, or services. The
website address to download NCISHQ Form 4238 is
http://infoweb.ncis.navy.mil/downloads-forms.html.

b. DD Form 1348 Single Line Item Requisition System Document. This form is used
to requisition national stock numbered items from government supply activities. Refer to
NAVSUP P-437 MILSTRIP/MILSTRAP Operating Procedure Manual or your local
supply activity. The website address to download DD Form 1348 is
http://www.dtic.mil/whs/directives/infomgt/forms/forminfo/forminfopage493.html.

c. NAVCOMPT Form 2275 Order for Work and Services. The NAVCOMPT Form
2275 is used for requisitioning work and/or services from any activity or organization of
the U.S. Government. This form is prepared and signed by the accounting division. The
website address to download NAVCOMPT Form 2275 is
https://navalforms.daps.dla.mil/formsDir/ NAVCOMPT_2275 4230.pdf.

d. NAVCOMPT Form 2276 Request for Contractual Procurement. The Request for
Contractual Procurement (RCP) is utilized for requesting contractual procurement or
local purchase of material or service. This form is prepared and signed by the accounting
Division. The person requiring the contractual procurement must initiate the NCIS Form
4238. The website address to download NAVCOMPT Form 2276 is
https://navalforms.daps.dla.mil/formsDir/ NAVCOMPT 2276 6C__3204.pdf.

e. DD Form 1149 Requisition and Invoice/Shipping Document. This form is used to
requisition non-stock numbered items from government activities. It is also the primary
document used for shipments between government activities. The website address to
download DD Form 1149 is
http://www.dtic.mil/whs/directives/infomgt/forms/forminfo/forminfopage326.html.

f. DD Form 1155 Purchase/Delivery Order. Procurement offices having contracting
authority to procure supplies or services from commercial and government sources use

000124



this form. The website address to download DD Form 1155 is
http://www.dtic.mil/whs/directives/infomat/forms/forminfo/forminfopage329.html.

g. DD Form 200 Financial Liability Investigation of Property Loss. This form is used
to report the obsolescence, non-serviceable, loss, destruction, etc., of property. Refer to
NAVSUP P-485. The website address to download DD Form 200 website address is
http://www.dtic.mil/whs/directives/infomgt/forms/forminfo/forminfopage43.html.

h. DD Form 1348-1 DoD Single Line Item Release/Receipt Document. This form is
used for the expenditure or disposal of government property. Refer to the NAVSUP
Manual Volume Il and the local DRMO for instructions. The website address to
download DD Form 1348-1 is
http://www.dtic.mil/whs/directives/infomgt/forms/forminfo/forminfopage495.htmi.
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CHAPTER: 8

TITLE: WORK HOUR REPORTING
POC: CODE 14

DATE: MAR 10

8-1. BACKGROUND

8-2. DEFINITIONS

8-3. RESPONSIBILITIES

8-4. GENERAL RULES

8-5. CREATING/AMENDING/DELETING OPERATIONAL CODES

APPENDIX
(1) OPERATIONAL CODES AND DESCRIPTIONS

8-1. BACKGROUND

8-1.1. The Naval Criminal Investigative Service (NCIS) uses the Department of the Navy
standard timekeeping system to capture and report on hours worked, to request and approve
leave, and to request and approve overtime. The Standard Labor Data Collection and
Distribution Application (SLDCADA) is an automated web-based application which has been
distributed for use by individual employees at all NCIS locations worldwide.

8-1.2. SLDCADA also captures reporting on labor distribution codes (commonly referred to as
operational or OP codes) as a means of identifying the level of effort expended within each of
several operational and administrative work streams. The resulting data can be queried via the
NCIS Dashboard by NCIS headquarters (HQ) and field managers and is used for agency policy
and programmatic decisions where labor hours may be a factor. It is imperative that all NCIS
employees diligently and correctly enter the appropriate labor hours to ensure they are paid
properly, to enable NCIS to report on the level of work effort in the various mission areas and to
justify future agency budget requests.

8-1.3. Background information on SLDCADA and detailed user information is contained in
several guides posted on the NCIS Infoweb site. These guides may be accessed through the
following link: NCISnet-GUIDELINES AND REFERENCE [NCIS Manuals and User Guides].

Detailed information on work schedule options, overtime and compensatory time policies, and
alternative worksites is found in NCIS Manual 1, Chapter 15.

8-2. DEFINITIONS

8-2.1. Functions: The grouping of program activities (e.g., investigations, operations,
adjudication, polygraphs, etc.) which are performed by NCIS employees.

8-2.2. NCIS Dashboard: The web application which is used to query multiple NCIS databases.
This is sometimes referred to as the “Labor Dashboard” when querying work hour data.
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8-2.3. Training, Leave and Travel Hours: Work hours designated to leave, travel, physical
fitness, and training received.

8-2.4. Operational Code (OP code): The two letter and two digit code in SLDCADA
representing the type of work performed by the employee.

8-2.5. Productive Hours: Work hours performed in furtherance of the primary and supporting
NCIS mission areas.

8-2.6. Programs: The overarching areas which make up the total NCIS mission. They are
combating terrorism, counterintelligence, criminal investigations and law enforcement, cyber,
intelligence and information sharing, operations support and management and administration.
8-2.7. Type Hour Code (THC): A two letter code that refers to the type of time being recorded.
Type hour codes are used to describe working hours or leave hours. Two examples are RG for
regular hours and LA for annual leave.

8-2.8. Work year: One work year is equivalent to 2,087 hours per fiscal or calendar year. A
work year is comprised of all productive, training, leave and travel hours. For program planning
purposes, Code 14 has defined a productive work year as 1,942 hours for special agents and
1,643 hours for non-agent personnel. Training, leave and travel hours are 595 for special agents
and 444 for non-agent personnel per work year.

8-3. RESPONSIBILITIES

8-3.1. All NCIS employees (civilian, military, reservist, intern, and detailees from other
agencies) are required to enter hours worked into SLDCADA. Contractors are not required to
enter data into SLDCADA.

8-3.2. Supervisors are responsible for reviewing and certifying the accuracy of their employees’
biweekly time and attendance reports.

8-3.3. The Financial Management and Planning Directorate (Code 14) is responsible for:
a. Managing the architecture by which work hours are collected and used; and,
b. Maintaining NCIS policy on the process; and,
c. Approving the creation, revision or deletion of OP codes; and,
d. Evaluating the efficiency and effectiveness of the work hour collection process; and,
e. Implementing processes to ensure data quality. Ata minimum, Code 14 will review the

records with default (DFLT) hours or unknown employees and ensure the records are corrected
by the end of each fiscal year.
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8-3.4. The Human Resource Directorate, Personnel Operations and Services Department (Code
10A):

a. Enters the master list of OP codes into SLDCADA; and,

b. Provides guidance on SLDCADA operations that impact the time and attendance (T&A)
process; and,

c. Reassigns in SLDCADA those personnel transferring to another field office or HQ to their
new office and supervisor tree based upon receipt of a personnel status report (PSR (GAIN)) or
email.

8-3.5. The Information Technology Directorate (Code 15):
a. Merges data from SLDCADA into the Labor Dashboard after each pay period; and,
b. Creates data queries and reports which allow users to access work hour data.

8-3.6. Special agents in charge (SACs) and deputy assistant directors (DADs) are responsible for
ensuring new hires are properly indoctrinated on the work hour reporting system and process.

8-3.7. The NCIS Inspector General will review the certification of time and attendance reporting
as part of the inspection process.

8-3.8. Timekeepers are responsible for entering assigned military, intern, and reserve personnel,
into SLDCADA and for performing required biweekly internal controls. Civilian personnel are
automatically entered into SLDCADA from the Defense Civilian Personnel Data System
(DCPDS) when hired.

8-3.9. Program direction DADs must provide the proper OP code to use when announcing
employees have been selected for training, deployments or other special evolutions.

8-4. GENERAL RULES

8-4.1. Employees must select the OP code which reflects the work performed (e.g., port visit
support, training received, or death investigation, etc.). Hours should be tied to operational
missions whenever possible. For example, special agents should use RC01 (Crimes Against
Persons Investigations) vice AD01 (General Administration) to record time spent organizing
case files.

8-4.2. The approved OP codes will be used by NCIS employees to enter labor hours for work
performed. Labor hours attributed to OP codes will reflect both regular, Law Enforcement
Availability Pay (LEAP), compensatory time, and overtime work performed.

8-4.3. Supervisors and managers (e.g., assistant special agents in charge (ASACs) and HQ
program direction personnel) must use the Management/Supervision codes (e.g., CT20, FC20 or
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RC20) for their assigned mission area rather than the AD12 (General Management). HQ desk
officers must use the OP codes associated with the type of cases being supported (e.g., FCO1 (CI
Investigations), CT02 (CT Operations), or EC02 (Procurement Fraud Investigations)).

8-4.4. Program support assistants must use the Administrative/Clerical codes (e.g., CT25, FC25
or RC25) for their assigned mission area rather than AD01 (General Administration).

8-4.5. Special agents must use AD16 (Travel) when traveling more than 4 hours during the
regular work day. This will ensure the day is not counted as a full work day in computing LEAP
hours. Travel of less than 4 hours during regular hours, or any travel recorded as LEAP, must be
associated with the type of cases being supported (e.g., OP codes FCO1 (ClI Investigations),
CTO02 (CT Operations), or EC02 (Procurement Fraud Investigations)).

8-4.6. Compensatory time for travel earned must be recorded using the type hour code CB and
the OP code associated with the type of cases being supported (e.g., FCO1 (CI Investigations),
CTO02 (CT Operations), or EC02 (Procurement Fraud Investigations)).

8-4.7. Special agents afloat should use OP code CT03 (Port Visit Support) when deployed and
not conducting operations or investigations covered by a more specific OP code.

8-4.8. OP codes are assigned as follows:
OP codes starting with:

AD - Management and administration

Bl — Biometrics

CC — Cyber activities

CF — Adjudications

CM - TSCM program

CT — Combating terrorism program

DI - Intelligence and information sharing activities
EC - Fraud and economic crime program

FC — Counterintelligence program

FD - Forensic consultants

IF — Information systems support

PE - Polygraph

PL - IG activities

PS — Navy security program

RC - Criminal investigations and law enforcement program (reduce crime)
SE — STAAT activities

TE - Technical services

TR - Training

OP codes ending with:

15 — Contingency deployments such as Iraq and Afghanistan
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20 — Supervision and management (including program management)
25 — Administrative and clerical support

8-4.9. Leave: All leave will be recorded using the OP code LVLV. Employees will use the
THC to indicate the type of leave taken. Some examples are:

LA — Annual leave

LH - Holiday leave

LS - Sick leave

LY — Time off award

CT - Compensatory time taken

CF — Travel compensatory time taken

8-4.10. Training Received: Record time spent in training (formal courses, in-service training,
firearms qualifications) using TR12 (Training Received). Special agents and military personnel
record time expended on physical fitness training as TR30 (Physical Fitness).

8-4.11. Deployed personnel: Due to complications accessing SLDCADA while deployed, plus
difficulties accurately capturing and maintaining deployed supervisory hierarchies, deployed
personnel will provide their supervisor and timekeeper in their permanent duty assignment (field
office or HQ code) their hours worked. Permanent timekeepers are responsible for accurately
recording time and attendance records and work hour data for their respective deployed
personnel. They are also responsible for recording time and attendance for those personnel
without access to SLDCADA. Permanent supervisors are responsible for certifying time and
attendance records for their deployed personnel and they are encouraged to communicate with
deployed personnel and supervisors, as required, to perform those certifications.

8-4.12. Problems with SLDCADA should be addressed to the timekeeper, who will attempt to
resolve problems at the local level. If necessary, the timekeeper will refer issues related to the
information technology system supporting SLDCADA to Code 15 via Remedy. The timekeeper
will refer T&A questions to Code 10A.

8-5. CREATING/AMENDING/DELETING OPERATIONAL CODES
8-5.1. The OP codes within SLDCADA can be created, amended, or deleted using the process
described below. This process will be used to ensure uniformity and that the programmatic
imperative for amending, deleting, or creating codes is appropriately matched with the strategic
policies of the agency.
8-5.2. Any office or code within NCIS can propose the creation, amendment, or deletion of an
OP code. The following guidelines should be considered when preparing the proposal. Newly
proposed OP codes must:

a. Relate to a primary NCIS mission area or support a primary NCIS mission area.

b. Tie to a programmatic function.
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c. Generally involve more than five work years of effort. There should not be multiple OP
codes that are used by a small number of employees.

d. Respond to a stakeholder requirement or are necessary to evaluate a program.
8-5-3. The proposal for creation/amendment/deletion of an OP code should be written in
standard memorandum format and be submitted to Code 14 via the tasker system. The
memorandum should contain the following:

a. The (proposed/amended/deleted) OP code; and,

b. Program sponsor; and,

c¢. Functional area under the program; and,

d. OP code definition; and,

e. Internal/external stakeholder for the OP code; and,

f. Approximate number of employees that will be affected by or use the proposed OP code;
and,

g. Justification to include:

1) How the proposed OP codes relates to the NCIS mission; and,

2) How the proposed OP code will assist the program; and,

3) The deficiency or efficiency being addressed by the proposal.
8-5.4. The executive assistant directors (EAD)/assistant directors (AD) for the program area the
OP code falls under will endorse the proposal. The memorandum and EAD/AD endorsement
will be forwarded to EAD, Code 14.
8-5.5. The EAD, Code 14 will approve/disapprove the proposal. Resulting changes will be
forwarded to Code 10A to update the OP code listing in SLDCADA and to Code 15 to update

the Labor Dashboard in Business Objects.

8-5.6. Code 14 will make the appropriate changes in Appendix 1 of NCIS-1, Chapter 8, and
disseminate changes via a General Administrative message.
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APPENDIX (1): SLDCADA CODES

Frequently Used Codes

Code Program Function Case Description
Category

LVLV Leave (All Categories) Other Leave N/A Civilian and military employees in
conjunction with the type hour code
(THC) corresponding to the type of
leave taken (All).

AD16 Travel Time (SAs Only) Other Travel N/A Hours spent by 1811s on travel.
Hours coded as AD16 do not count
as regular hours in the calculation of
the LEAP substantial hours
requirement (civilian 1811s only).

TR12 Training Received Other Training N/A For all employees to document time
spent attending training.

TR30 Physical Fitness Other Training N/A Special agents and military personnel
to document time spent conducting
physical fithess assessments and
participating in physical fitness
programs.

DFLT Temporary DAL Code (Missing) Other N/A N/A Automatically assigned by SLDCADA
when no entry is made for an
employee's biweekly report.

Administrative Codes
Code Program Function Case Description
Category
ADO1 General Administration Management and Administration N/A To document general administrative
Administration tasks that cannot be associated with
any other operational code (All).
ADO2 Financial Management Management and Financial N/A Managing financial resources such
Administration Management as EEE (HQffield).

ADO3 Legal Staff Management and Legal N/A Legal support and FOIA reviews
Administration (Code 00L).

ADO4 Public/Legislative Affairs Management and Communications | N/A Coordinating public affairs and

Administration

legislative issues (HQ/field).
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ADO5 Procurement/Supply Management and Acquisition and N/A Procuring supplies, maintaining
Acquisition/Logistics Administration Logistics vehicles and administering contracts
(HQffield).
ADO6 Facilities Management and Facilities N/A Maintaining NCIS facilities (HQ/field).
Administration
ADO7 Security Management and Security N/A Administering information and
Administration personnel security programs for
NCIS activities (HQ/field).
ADO9 Record Storage and Management and Administration N/A HQ personnel to record hours
Management Administration associated with maintaining NCIS
records. Field personnel should use
the corresponding operational code
such as RC25 Law Enforcement
Administration, CT25 CT
Administration, FC25 CI
Administration or ADO1 General
Administration.
AD10 Strategic Planning and Program Management and Planning and N/A Code 14 personnel to record hours
Evaluation/Analysis Administration Evaluation spent conducting strategic planning,
analysis and evaluation of NCIS
programs. All NCIS employees
conducting continuous process
improvement/LSS projects.
AD11 Personnel Management and Human N/A Conducting human resources, payroll
Administration Resources and associated functions (HQ/field).
AD12 General Management Management and Administration N/A HQ and field supervisors/managers
Administration whose time cannot be recorded
under more specific codes.
AD17 BRAC Planning Management and Planning and N/A Planning/implementing activities
Administration Evaluation related to Base Realignment and
Closure (BRAC) (All).
AD18 Suitability Investigations Management and Human 2A, 2S, Conducting background suitability
(2A/12S/2M) Administration Resources 2M investigations on prospective NCIS
employees (HQ/field).
TR11 Training Instruction Management and Human N/A Providing training and executing the
Administration Resources NCIS Training Program (All).
TR13 Training Curriculum Review, Management and Human N/A Preparing training course materials
Development and Evaluation Administration Resources (Code 10B only).
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TR15 Instructional, Administrative and Management and Human N/A Technician, systems and
Systems Support to Training Administration Resources administrative personnel supporting
Programs training (Code 10B).
TR20 Training Management and Supervision N/A For Code 10B to record hours
Supervision/Management Administration expended by supervisors.
TR21 Training Liaison Management and Human N/A For Code 10B to record hours
Administration Resources conducting liaison.
Cyber Codes
Code Program Function Case Description
Category
CCo1 Cyber Investigations Cyber Cyber 5H, 51, 53, | Cyber controlled investigations into
5K intrusions, malicious code, and denial
of service.
CC02 Cyber Operations Cyber Cyber XXIP Cyber centric operations supporting
CIIP and RDA efforts. Operations
supporting cyberspace requirements.
CCo03 Cyber Support to Cyber Cyber Various Cyber lead support to CI controlled
Counterintelligence cases.
Investigations/Operations

CCo4 Cyber Support to Criminal Cyber Cyber Various Cyber lead support to criminal
Investigations/Operations controlled cases.

CCO05 Cyber Support to Terrorism Cyber Cyber Various Cyber lead support to CT controlled
Investigations/Operations cases.

CC20 Cyber Supervision/Management | Cyber Supervision Various Supervision of cyber related activity.

CC25 Cyber Admin/Clerical Support Cyber Administration Various Used for all administrative support
related to cyber.

Combating Terrorism Codes
Code Program Function Case Description
Category
CT01 CT Investigations Combating Investigations 5T, 5Y Any activity involving a CT
Terrorism investigation, to include terrorism,

suspicious incidents, and special
inquiry (CT investigations only).
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CT02 CT Operations Combating Operations XXCO, Any activity involving collection,
Terrorism XXEX, exercise, CT, and FP operations,
XXCT, except when providing port visit
XXFP support. When providing port visit
(non Port support under these operations, the
Visit time should be captured under CT03
Support) (port visit support).
CTO03 Port Visit Support Combating Port Visit 5C, 5G, Any activity involving port visit
Terrorism Support XXFP support, to include collection,
(Port Visit | exercise, CT, and FP operations,
Support) 0)(7)(E) briefings, liaison
with law enforcement/host nation
security services, and PIVAs.
CTO06 JTTF Activities Combating JTTF XXJIT All activities and support to Joint
Terrorism Terrorism Task Forces (JTTFs).
CTO07 FPD Activities Combating FPD All activities and support to Force
Terrorism Protection Detachments (FPDs).
CT15 DSO Deployment Support CT Combating Contingency Only when an employee is in a
Terrorism Support deployed or expeditionary
environment. This code is for work or
missions related to CT investigations
or operations, regardless of the
employee's discipline/function at their
home office.
CT20 AT/FP/ICT Combating Supervision Supervision/management of any CT
Supervision/Management Terrorism related activity to include efforts of
program managers and ASACs that
cannot be tied to a more specific
operational code.
CT25 AT/FP/CT Admin/Clerical Combating Administration Administrative support related to any
Support Terrorism CT activity.
SEO04 Protective Operations Combating PSO 9A, 5V All PSO activities (All).
Terrorism
SEOQ7 STAAT Physical Security, AT Combating STAAT All training and assistance provided
and LE Training Terrorism by STAAT to USN/USMC operational

and component commands, selected
non-Navy law enforcement
organizations, and foreign security
services.




SE09

STAAT Assessments

Combating
Terrorism

STAAT

All assessments not related to port
visit support to include AIVAS,
humanitarian assessments, personal
security vulnerability assessments
and MSC-IAs.

SE20

Security
Supervision/Management

Combating
Terrorism

Supervision

Supervision of any STAAT related
activity.

SE25

Security Admin/Clerical Support

Combating
Terrorism

Administration

STAAT administrative support
personnel.

Cyber Codes

Code

Program

Function

Case
Category

Description

FCO1

Cl Investigations

Counterintelligence

Investigations

1s, 3s, 5s
(less 5C,
5G, 5V,
5T, 5Y)

Reactive investigations concerning
local security inquiries, special
inquiries, espionage, contact reports,
information requests, technology
transfer, loss of classified material,
unauthorized disclosure, leakage,
and compromise.

FCO02

Cl Operations

Counterintelligence

Operations

XXCl,
XXCE,
XXCC

All ClI operations excluding
operations directly associated with
RDA activities which should be
reported under FCO6.

FCO03

ClI Collection

Counterintelligence

Collection

The systematic acquisition of
information not associated with
ongoing investigations or operations
concerning espionage, sabotage,
terrorism, and/or other intelligence
activities. This code should be used
for information acquired through
opportunity collection and liaison
events.

FCO05

Cl Functional Services

Counterintelligence

Functional
Services

9F, 9V, 97

ClI functional services which enable
components to conduct Cl activities,
including ClI awareness briefings,
defensive briefings, and foreign
visitor briefings. CI functional
services also include SCIO, CI LNO
and program management functions.
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FCO06

RDA Activities

Counterintelligence

RTP

XXTP,
XXRD,
XXTA

Used to report Cl support to
Navy/DoD Research, Development,
Test and Evaluation sites and Naval
Acquisition Programs containing
Critical Program Information. This
includes CI functional services,
investigations, collections and
operations efforts in support of the
above programs.

FCO7

ClI Activity in Support of Strategic
Programs

Counterintelligence

Strategic
Support

Cl support to the Office of Strategic
Support (OSS) mission. This code
should only be used when the
employee is conducting operational
or investigative activity in support of
the OSS mission or in response to a
lead tasking from OSS. This code is
for work or missions attributed or
related to OSS CI investigations or
operations, regardless of the
employee's discipline or function at
their home office.

FCO08

ClI Surveillance Operations

Counterintelligence

Surveillance

Supporting, preparing for or
conducting Cl surveillance
operations.

FC09

CISO Activities

Counterintelligence

CISO

For designated Staff
Counterintelligence Officers to
document effort supporting their
assigned command. NCIS
Representatives and
Counterintelligence Staff Officers are
not to use this code, but are required
to use SLDCADA codes that
corresponded to the NCIS activities
code that best describes their activity.

FC15

DSO- Deployment Support CI

Counterintelligence

Contingency
Support

Only when employee is in a deployed
or expeditionary environment. Used
only for work or missions related to
Cl investigations or operations
regardless of employees'
discipline/function at their home
office.
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FC20 ClI Supervision/Management Counterintelligence | Supervision Supervision/management of any Cl
related activity to include efforts of
program managers and ASACs that
cannot be tied to a more specific
operational code.

FC25 CI Admin/Clerical Support Counterintelligence | Administration Administrative support related to any
Cl activity.

Intelligence Support Codes
Code Program Function Case Description
Category
DIO1 MTAC Watch Intelligence Indications and N/A DI Watch Shifts, including the Law
Warning Enforcement Desk.

Dl02 DI Production Intelligence Production 5G Research, analysis, and production
of DI products, including responses
to Requests for Information, Daily
Threat Summaries, Threat
Assessments, Special Analytic
Reports, and annual products 1ISO
Code 25 strategic objectives (i.e.,
anything chopped through
Production).

DI06 Analytical Support to CT Ops Intelligence Analysis N/A Research, analysis, and production

and Investigations provided ISO Code 21.
DI0o7 Analytical Support to Cl Ops and | Intelligence Analysis N/A Research, analysis, and production
Investigations provided ISO Code 22.
DI09 Analytical Support to Criminal Intelligence Analysis N/A Research, analysis, and production
Ops and Investigations provided ISO Code 23.
DI10 Analytical Support to Cyber Ops | Intelligence Analysis N/A Research, analysis, and production
& Investigations provided ISO Code 24.
DI15 Fleet Operations Group (FOG) Intelligence FOG Activities N/A HDI operational activity conducted by
Operations & Support Fleet Operations Group (FOG - NCIS
Code 25G) personnel.
DI18 HDI Program Management Intelligence HDI Program
Management
(b)(7)(E)
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DI19 MDA Program Management Intelligence MDA Program Liaison and activities to fulfill
Management director's initiatives relating to
Maritime Domain Awareness (MDA),
includes supervision of MDA
activities.

DI20 DI Supervision/Management Intelligence Supervision Supervision of DI research, analysis,
and production; clerical supervision;
and/or DI Program Management.

DI25 DI Admin/Clerical Support Intelligence Administration - DI administrative activities in support
of analysis, research and information
sharing.

Criminal Investigations Codes
Code Program Function Case Description
Category
ECO1 Integrated Agent Support to Law Enforcement Procurement a4 Integrated agent support or fraud
Command and Fraud Surveys Fraud surveys to an acquisition command
(e.g., NAVSEA, NAVFAC).
ECO02 Procurement and Major Financial | Law Enforcement Procurement 4A, 4C, Procurement fraud investigations
Fraud Fraud 4D, 4G, such as anti-trust, defective pricing,
4H, 4L, general procurement fraud, cost
4M, 4N, mischarging, corruption, product
4P, and substitution, environmental crimes,
4X and special inquiries relating to
procurement fraud.

EC03 Economic Crimes Law Enforcement Economic 4B, 4E, Credit card violations, pay and

Crimes 4F, 41, 43, | allowance investigations, personnel
4K, 4R, actions, forgery (government and
4T, and personal), unauthorized services and
4U CHAMPUS violations.

ECO04 FECA/Workmen's Compensation | Law Enforcement FECA 4w Investigations concerning workmen's

Fraud compensation (i.e., Federal
Employee Compensation Act
(FECA)) violations.
ECO05 Economic Crime and Fraud Law Enforcement Proactive CAT 4 Any operation involving either
Operations Operations UO/SO general economic crimes or
procurement fraud.
ECO06 Fraud Awareness Briefs Law Enforcement Procurement 9z Fraud or economic crimes briefs.
Fraud




ECO7

Liaison (Fraud)

Law Enforcement

Procurement
Fraud

N/A

Liaison conducted with other federal
agencies, attorneys, or commands
regarding fraud matters.

EC15

DSO-Fraud/Economic Crime
Support to Deployed Military
Operations

Law Enforcement

Contingency
Support

Only when employee is in a deployed
or expeditionary environment. Used
only for work or missions related to
fraud and economic criminal
investigations or operations
regardless of employees'
discipline/function at their home
office.

EC20

Procurement Fraud
Supervision/Management

Law Enforcement

Supervision

Supervision/management of any
economic crime or procurement fraud
related activity to include efforts of
program managers and ASACs that
cannot be tied to a more specific
operational code.

RCO1

Crimes Against Persons
Investigations

Law Enforcement

Reactive

7B, 7E,
TF, 7G,
7K, 7L,
7™, 7N,
7P, 7R,
7T, 7X

Reactive investigations concerning
assaults, extortion, stalking, fugitives,
kidnapping, missing persons,
robbery, traffic accidents (w/injury),
testimony offenses (e.qg., perjury,
false statement, etc.), and special
inquiries relating to personal
incidents, as well as reactive
investigations involving controlled
substances.

RCO02

Crimes Against Property
Investigations

Law Enforcement

Reactive

CAT 6s

Reactive investigations such as
arson, black-marketing, identity theft,
counterfeiting, postal violations,
customs violations, burglary,
housebreaking, larceny (government,
personal, vehicle, and ordnance),
wrongful destruction, bomb threats,
and special inquiries relating to
property incidents.

RCO04

Death Investigations

Law Enforcement

Reactive

7H

Any investigation involving a death.
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RCO05

Family and Sexual Violence
(FSV)

Law Enforcement

F&SV

7K, 7L,
™, 7V,
8B, 8D,
8F, 8X,
CAT 8

uo/so

Reactive investigations concerning
domestic violence incidents or crimes
against persons with a sexual
element to them, such as rape, child
sex abuse, child pornography,
indecent assault, sexual assault,
child/adult/elder abuse, and special
inquiries relating to family and sexual
violence. Special agents assigned to
Family and Sexual Violence (FSV)
billets who conduct child pornography
or exploitation operations and
resulting cases should use this code
vice RC08- Proactive Criminal
Operations. All other special agents
conducting these types of operations
will use RCO8.

RCO06

Command Investigations
Support (RIC)

Law Enforcement

Reactive

Various

Support given to command criminal
investigators, such as Regional
Investigations Coordinators (RIC),
and any investigative assistance,
advice, or training provided by
special agents to command
investigations.

RCO7

Cold Case Investigations

Law Enforcement

Cold Case

7H

Any type of criminal investigation
being conducted as a cold case
investigation.

RCO08

Proactive Criminal Operations

Law Enforcement

Crime Reduction
Ops

CAT 6 and
7 UO/SO

Used for any criminal operation or
investigation initiated as result of an
operation, regardless of the type of
operation. For example, both
controlled substance and theft ring
operations should be recorded under
this code/ which would also include
any cases initiated as a result of
those operations. The only exception
are special agents assigned to FSV
billets who conduct child pornography
or exploitation operations, which
should use RC05-Family and Sexual
Violence.
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RC15

DSO- Crim Support to Deployed
Military Operations

Law Enforcement

Contingency
Support

Only when an employee is in a
deployed or expeditionary
environment. This code is for work or
missions related to criminal
investigations or operations,
regardless of the employees'
discipline/function at their home
office.

RC20

Law Enforcement/Criminal
Supervision/Management

Law Enforcement

Supervision

Supervision/management of any
criminal investigative related activity
to include efforts of program
managers and ASACs that cannot be
tied to a more specific operational
code.

RC25

Law Enforcement/Criminal
Admin/Clerical Support

Law Enforcement

Administration

Administrative support related to any
criminal investigative activity
including the maintenance of
evidence facilities.

RC26

RC27

RC97

Crime Reduction Program

LE Liaison and Engagement

Reserved

Law Enforcement

Law Enforcement

Law Enforcement

Reactive

Reactive

DSI/SI

97

Various

Used to record any work, briefings, or
liaison performed in furtherance of
the Crime Reduction Program,
regardless of campaign theme.

(b)(7)(E)

Reserved for major investigations or
operations which are activated as
need arises and returns to reserved
status upon completion of an
investigation or operation. Only
NCISHQ can assign an investigation
or operation to this code.

RC98

Reserved

Law Enforcement

DSI/SI

Various

Reserved for major investigations or
operations which are activated as
need arises and returns to reserved
status upon completion of an
investigation or operation. Only
NCISHQ can assign an investigation
or operation to this code.
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RC99

Reserved

Law Enforcement

DSI/SI

Various

Reserved for major investigations or
operations which are activated as
need arises and returns to reserved
status upon completion of an
investigation or operation. Only
NCISHQ can assign an investigation
or operation to this code.

Miscellan

eous Codes

Code

Program

Function

Case
Category

Description

B102

Biometrics Program
Management

Operations
Support

Biometrics

N/A

All activities related to biometrics to
include planning, program
management, training and
processing of fingerprints received at
NCISHQ (Code 24).

CFO1

Clearance Adjudication

Operations
Support

Adjudication

For DONCAF adjudicative staff.
Denotes time spent in the
adjudication of cases and other
information to include review of
cases, requesting additional
information, preparing
correspondence, updating
appropriate data bases, responding
to command inquiries, and archiving
information.

CF20

Central Adjudication
Supervision/Management

Operations
Support

Supervision

For DONCAF first and second line
supervisors. Denotes all time spent
in supervising teams or divisions to
include personnel actions, case
review, and both internal and external
interface.

CF25

Central Adjudication
Admin/Clerical Support

Operations
Support

Administration

For DONCAF management analysts
and administrative officer for all time
expended. Also used by other
members of Plans, Programs, and
Administration Division to denote
time related to administrative vice
adjudicative matters.

CM01

CM Fully Instrumented (FI)
Investigative Mission

Operations
Support

TSCM

For use by Code 24B only.




CMO03 CM Specific Phase investigative | Operations TSCM For use by Code 24B only.
Mission Support
CMO05 CM Conference Support Operations TSCM For use by Code 24B only.
Support
CMOo7 CM VIP Support Operations TSCM For use by Code 24B only.
Support
CM09 CM Special Operation Operations TSCM For use by Code 24B only.
Support
CM13 CM Travel Operations TSCM For use by Code 24B only.
Support
CM14 CM Liaison/ Working Group Operations TSCM For use by Code 24B only.
Support
CM20 CM Supervision/Management Operations Supervision For use by Code 24B only.
Support
FDO1 Forensic Support to Criminal Operations Forensics Forensic support to NCIS Crim/CI/CT
Investigations Support Investigations.
FD20 Forensics Operations Supervision Forensic supervision including
Supervision/Management Support planning, development and
evaluation.
IFO1 Software/Databases Management and Information Tier 11l Support for currently deployed
Administration Technology GOTS or COTS solutions.

IFO3 Network/System Administration Xg:q?rﬁgtrpaeﬁnotnand ;pég;\r:gltéc;; N/A Daily administration support for
deployed GOTS/COTS solutions as
well as Account Management.

IFO4 IT Help Desk Management and Information N/A Non-Navy Enterprise Network (NEN)

Administration Technology Tier 1 or Tier 2 support.
IFO5 IT Watchstanding Management and Information N/A SPINTCOM Watchstanding Activities
Administration Technology
IFO7 Information Assurance Management and Information N/A Certification & Accreditation, IAVA,
Administration Technology Network Intrusion.
IFO8 IT Projects Manz_:lg_eme_nt and Information N/A Al IT projects less IA/ICND efforts
Administration Technology which are reported under IF07.
IF10 Information Strategy and Management and Information N/A Development and monitoring of IT
Planning Administration Technology strategic planning, budget formulation
and execution monitoring, business
process improvement, and IT
organizational communications
support. IT project
management/program support offices
activities to be captured under IF08.

000144




000145

IF11 Navy Enterprise Network (NEN) Management and Information N/A Support for the NMCI/One-Net/IT-
Program Support Administration Technology 21/NGEN programs.
IF12 Secure Communications Management and Information N/A COMSEC support for secure voice
Administration Technology video and data. '
IF13 Voice/Video Support Management and Information N/A Desktop and mobile voice efforts to
Administration Technology include Blackberry support. Also
includes operations and support for
VTC programs
IF20 Information Systems and Management and Supervision N/A Supervision of IT resources. To be
Support Administration used by YC designated employees
Supervision/Management only. Project Management covered
under IF08
IF25 Informatlon_ Systems Support Mangg_eme_nt and Administration N/A Administrative support to IT
Admin/Clerical Support Administration : .
Operations to include procurement
and asset management.
PEO1 Polygraph Examination, LE, CT, | Operations Polygraph NCIS operational polygraph
Cl Support examinations (criminal,
counterterrorism, counterintelligence,
etc.).
PEO4 Polygraph Examination- Operations Polygraph NCIS ClI Scope/Screening Testing
CSP/TES Support Polygraphs.
PE20 Polygraph Operations Polygraph Supervision and quality control of
Supervision/Management/Quality | Support polygraph examinations.
Control
PE25 Polygraph Admin/Clerical Operations Polygraph Administrative support to polygraph
Support Support examinations.
PLO1 Internal Personnel Inquiry Management and Inspector 2B, 2C Internal personnel inquiries.
Administration General
PLO2 Inspection Field Visits Management and Inspector Inspector General (IG) Inspections.
Administration General
PL20 Inspection and Oversight Management and Supervision Supervision of the Inspector
Supervision/Management Administration General's office.
PL25 Inspection and Oversight Management and Administration Administrative support to the

Admin/Clerical Support

Administration

Inspector General's office.
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PSO01 Information and Personnel Operations Security Includes all facets of work related to
Security Programs Support DON information and personnel
security policy management,
oversight and supervision. Includes:
policy development, policy
implementation oversight,
participation in related working
groups, the DON Auto-
Declassification program and other
related activities.
PS02 Personnel Security Appeals Operations Security DON PSAB operations. Includes the
Board Program Support activities of the board members and
the board president. Includes:
reviewing appeals, conducting
deliberations, deciding appeals,
generation of correspondence,
maintenance of databases, contract
monitoring, report generation and
other related activities.
PS20 Information and Personnel Operations Supervision Supervision of information and
Security Support personnel security activities.
Supervision/Management
PS25 Information and Personnel Operations Administration Administrative activity relating to
Security Admin/Clerical Support | Support information and personnel security.
TEO1 Technical Services Support - CT | Operations Tech Services Technical investigative support to
Support counterterrorism missions.

TEO2 Technical Services Support - LE | Operations Tech Services Technical investigative support to law
Support enforcement missions.

TEO3 Technical Services Support - CI Operations Tech Services Technical investigative support to
Support counterintelligence missions.

TE20 Technical Services Operations Supervision Supervision/management of Tech
Supervision/Management Support missions.

TE25 Technical Services Operations Administration Administrative support to Tech
Admin/Clerical Support Support missions.
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NCIS-1, CHAPTER 10
NCIS PERSONNEL STATUS REPORT
EFFECTIVE DATE: APRIL 2015
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Reference:

(@) NCIS Manual 1, Chapter 44, Manpower Management Program

10-1. Purpose. This chapter provides information and instructions on how to process personnel
status updates for new recruits, internal transfers, and separations. Headquarters (HQ) activities
and field offices must electronically request approval to move an employee into or out of any
NCIS billet via the NCIS process commonly referred to as the Personnel Status Report (PSR).
This system is accessed via Lighthouse, the NCIS web-based SharePoint environment. This
chapter also establishes agency policy and procedures, along with related guidance and
responsibilities, for administrative staff and managers. See Appendix A for definitions,
Appendix B for the procedures and overview of the PSR, and Appendix C for a more detailed
look at the PSR workflow.

10-2. Policy

a. The automated PSR serves as a link to facilitate communication between field
components and HQ departments.

b. The automated PSR is NCIS’s official document to request a change in an employee’s
status, duty location, position, and/or billet assignment. It prompts the affected activity to initiate
an action that alerts Manpower (Code 14P) to determine whether the employee is being properly
transferred or moved into the requested billet. It also will prompt Human Resources (Code 10)
to process any required documents or related personnel information.

c. The automated PSR process is used only for employees transferring into or out of a
billet. All other PSR requests involving a Standard Form 50 Personnel Action (SF-50), such as a
career ladder promotion, name change, leave without pay, return to duty, time off awards, etc.,
will continue to follow established Code 10 policy. The automation process does not replace or
supersede guidance for changing the structure or criteria for billets. (See reference (a) for
guidance on billets, the semiannual adjustment cycle, and the annual agent transfer cycle.)

d. Consult the appropriate Code 10 specialist for guidance on personnel actions outside
the PSR process. Failure to collaborate and seek the expertise of HQ Code 10, Code 11, Code
14, and/or Code 15 prior to an employee’s status change may significantly delay pay and
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entitlements (locality pay, living quarter allowance, etc.) as well as the acquisition of mission
sensitive resources (NMCI phone, computer, etc.).

e. The automated PSR will enhance communications, increase visibility, and improve
auditability to ensure personnel are paid appropriately and as planned and assigned to the
approved agency billet structure. This will greatly decrease payroll and data errors, thereby
reducing processing time. In addition, an electronic notification process will eliminate time lags
associated with PSRs sitting in an inbox with no action. It will also facilitate a streamlined
system for billet verification and pay code validation.

f. All relevant links and user guides are posted on the PSR page in the Planning &
Manpower (14P) section, including the Archived PSR and Pending Transfer lists.

g. PSR email notifications. Lighthouse uses the NCIS Legacy email system to send
notifications. NMCI users with active roles in the PSR system must ensure their Legacy email is
being forwarded to their NMCI accounts. For questions about email forwarding, contact the
ITSC at (b)(6) @ncis.navy.mil.

10-3. Cancellation. GEN 10A-0103, Interim PSR Guidance, Effective Date 3 May 2008; and
NCIS Manual 1, Chapter 10, Personnel Status Report, dated May 2008.

10-4. Chapter sponsor. Fiscal Planning and Manpower Department, Code 14P.

2
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APPENDIX A
DEFINITIONS

1. Billet. An authorized personnel position with specific criteria tied to a position description
and mission requirements. A billet must be filled by a qualified employee with the knowledge,
skills, and abilities to perform the essential functions at the level required.

2. Billet adjustment cycle. The twice-yearly cycle when billet adjustments are officially
recognized and approved at the NCIS enterprise level. Enduring requirements (assignments
expected to last six months or more, typically) should be requested during the planning phase of
this semiannual adjustment cycle. Code 14P coordinates notification when the change cycle is to
begin and end.

3. Billet identification number (BIN). A 7-digit number generated by the Navy Total Force
Manpower Management System (TFMMS) when a manpower requirement, organizational
header, or billet note is initially entered in TFMMS.

4. PSR. The official document that initiates the process of an employee’s status change,
location change, and/or billet assignment.

5. Field office support officer (FOSQO). The administrative officer with responsibility for
management oversight and direction of administrative and technical functions that support the
operational and investigative mission of the field office and subordinate offices.

6. Program manager (PM). HQ managers with program or project responsibilities to man, train,
and equip manpower resources. PMs are located in Codes 00, 10, 11, 14, 15, 22, 23, and 25.

7. Promotion. A status change while a person is continuously employed, that results in a billet
or location change and higher pay grade (e.g., special agent afloat and agent transfer matters).

8. Realignment/reorganization. The permanent movement of an employee and his or her
position not involving a change in position, grade, or pay (including locality pay).

9. Reassignment. A permanent status change when an employee moves from one NCIS position
to another NCIS position that typically results in a salary change due to a promotion or different
locality pay. Excludes temporary assignments (i.e., details) expected to last fewer than six
months, such as intra-agency reassignments for emerging operational demands.

10. Resignation. A permanent separation from Federal employment initiated by the employee.

11. Retirement. A status change elected by the employee to leave Federal service. Retirement
typically occurs when an employment has met or exceeded the minimum age and/or length of
service requirement to receive a Federal pension and other related retirement benefits.

12. Transfer cycle. The period when Agents are moved from one duty location to another.

13. Transfer out. When an NCIS employee leaves for another Federal agency.

3
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APPENDIX B
PSR PROCEDURES AND OVERVIEW

1. Field office support officer (FOSO) or equivalent administrative contact/office manager. The
PSR is initiated from the PSR page on Lighthouse to request a personnel status change involving
a change in pay (increase or decrease), a change of duty station, or a change to the employee’s
assigned program function and billet (includes moves within HQ and intra-field office moves).
Once a draft PSR is created, automated emails will prompt management review and approval.

a. Field office approval (optional). The FOSO may coordinate and vet the action at the field
office level before sending the automated PSR to the next level for approval. The draft PSR may
be downloaded and converted to a file for printing.

b. Initiate PSR. The assigned administrative contact will electronically submit the draft PSR
to the PM and await notification that the PSR has been validated and approved or requires
correction. Any identified errors must be corrected and resubmitted to the PM so that the PSR
may be finalized and completed within established Code 10 time frames. Once the PSR is final,
the FOSO may access the archived report on Lighthouse.

c. PSR Schedule. The PSR request must be initiated at least two full pay periods prior to, but
not more than 60 days before, the proposed effective date of the action (typically the first Sunday
of the pay cycle). This ensures Code 10 has adequate time to process personnel actions and
allows management sufficient time to coordinate resources (communications, security forms,
etc.) for incoming or outgoing personnel. Delays may adversely impact employee pay and
mission-related activities.

2. Program manager (PM). The PM will be notified by email when a draft PSR record is ready
for review and approval pending Code 14P and Code 10 evaluation.

a. Approve. If the draft PSR is accurate, the PM will approve the action. The PSR then
moves to the next approval.

b. Disapprove. If the draft PSR has errors, the PM must electronically return the action to
the FOSO (or originator).

3. Code 14P. Code 14P is notified by email when a draft PSR record has passed initial approval
by the PM. Code 14P must access the list and review for accuracy. The funding source, locality
codes, and other related information must be verified to ensure the appropriate billet has been
assigned and employee pay is recorded correctly.

a. Approve. If the draft PSR is accurate, Code 14P will approve the action and link billets in
TWMS. The PSR then moves to the next approval level.

b. Disapprove. If the draft PSR has errors or the billet assignment is incorrect, Code 14P
will electronically route the action to the originator for correction and resubmission.

4. Code 10A. Code 10A is notified by email when a PSR record has been approved by the PM

4
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APPENDIX B (CONTINUED)
PSR PROCEDURES AND OVERVIEW

for initial approval, validated by Code 14P, and is ready for review and final validation. A
determination will be made if additional personnel action is required.

a. Approve. If the draft PSR is accurate, Code 10 will approve the action and the record
will be archived.

b. Disapprove. If the draft PSR has errors, Code 10 will electronically route the action to
originator for correction, coordination, and resubmission.

c. Additional actions. The PSR is not final until Code 14P and Code 10 have validated and
approved the request. If additional action is required, Code 10 will facilitate and ensure the
appropriate personnel forms (e.g., Standard Form 52 Request for Personnel Action and SF-50)
are generated.

Table 1: Lighthouse PSR Process Overview

Author Option to save draft and/or print to PDF

LS
~
.

Initiates PSR

PSR is If errors, “‘- A DAyl
Archived / rejectedand " PM Reviews
' returnedto
Author draft
queue

Manpower
HR Reviews & Takes Reviews & Links

External Actions (i.e.:

BINs in TWMS
DCPDS, SLDCADA)
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APPENDIX C
PSR WORKFLOW DETAIL
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CHAPTER 11
ESSENTIAL CIVILIAN POSITIONS
EFFECTIVE DATE: FEBRUARY 9, 2012
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11-8. Requirements for E-E/NC-E Personnel...........cccceeiicnicsniccssssnnnccsssssscsssssssessssssssssssnssss 3
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11-12. Administrative Dismissals/Closures Due to Inclement Weather or Other Factors.... 4
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11-14. Communications During Emergencies/DismisSalS/CIOSUTES ...ccuceereereecaecaesssesassnssanenns 5
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References:

(@) DoD Directive 1404.10, DoD Civilian Expeditionary Workforce
(b) DoD Directive 1200.7, Screening the Ready Reserve
(c) DoD Instruction 1400.25-V610 DoD Civilian Personnel Management System-Hours of Duty

11-1. Purpose. This chapter defines the policy for Emergency Essential (E-E), Non-Combat
Essential (NC-E), and Mission Essential (M-E) positions and is applicable to all civilian
employees who occupy those positions.

11-2. Policy

a. Naval Criminal Investigative Service (NCIS) personnel provide critical support to
Department of Defense (DoD) and the Department of the Navy (DON) military forces and
combat support systems in overseas positions and selected positions stateside. Paramount among
the responsibilities of NCIS management is to develop and maintain appropriate resources
required to ensure the rapid, efficient, and effective employment and deployment of the civilian
workforce to support contingencies and emergencies. Per the guidance set forth in references (a)
and (b), the Director has authority to designate such critical support billets E-E or NC-E
positions and designate those in E-E/NC-E positions as key personnel. This chapter provides
policy on E-E and NC-E positions, the process for designating positions E-E or NC-E, and
resulting requirements for employees occupying positions designated E-E or NC-E.

b. NCIS employees perform important functions which must continue when inclement

weather or other types of emergencies or situations force facilities to close to all non-essential
employees. This chapter provides policy on the procedure for designating such positions M-E,
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the requirements for employees who occupy M-E positions, and the necessity to establish a
means of communication with all employees during closure or other emergency situations.

11-3. Cancellation. Gen Admin 11C-0006 of 25 June 2008; Subject NCIS Policy Document No.
08-01: Personnel: Emergency Essential Status.

11-4. Chapter Sponsor. The chapter sponsor is the Human Resources Directorate (Code 10).
Functional management of the policies contained in this chapter is the responsibility of the
Human Capital Development Department (Code 10D).

11-5. Definitions

a. Reference (a) defines E-E as “a position-based designation to support the success of combat
operations or the availability of combat-essential systems.” It further mandates that the DoD
civilian employees who occupy those positions be designated as key in accordance with
reference (b).

b. Reference (a) defines NC-E as “a position-based designation to support the expeditionary
requirements in other than combat or combat support situations.” It further mandates that the
DoD civilian employees who occupy those positions be designated as key in accordance with
reference (b).

c. Key personnel are those identified as critical to the accomplishment of the military mission
and may be located overseas or in the continental United States (CONUS) and may be permanent
or temporary duty assignments.

d. M-E personnel are those required to perform important functions which must continue
when inclement weather or other types of emergencies or situations force facilities to close to all
non-essential employees. M-E personnel will be designated by NCIS headquarters Assistant
Directors (ADs) or by field office Special Agents in Charge (SACs) as described in paragraph
11-13.

11-6. Designated E-E Billets/Personnel. The following billets/personnel are designated E-E and
key:

a. All special agent billets located overseas, excluding Hawaii and Alaska.

b. All intelligence specialist billets located overseas, excluding Hawaii and Alaska.

o

. All deployable billets assigned to the Contingency Response Field Office.

o

. All personnel comprising a Deployment Availability Roster.

@D

. All special agent afloat billets and deploying staff counterintelligence officer billets.

—h

. All special agents assigned to Protective Service billets.
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11-7. Designated NC-E Billets. The following billets are designated NC-E billets and the
personnel occupying them are designated as key:

a. All SAC billets located in CONUS and Hawaii.
b. All Assistant Special Agent in Charge (ASAC) billets located in CONUS and Hawaii.

c. The senior management special agent billet of any NCIS office located outside of 50 miles
of the field office in CONUS or Hawaii.

11-8. Requirements for E-E/ NC-E Personnel. NCIS personnel assigned to E-E/ NC-E
designated positions are required to execute a DoD Civilian Employee Overseas Emergency-
Essential Position Agreement (DD Form 2365). DD Form 2365 documents that the incumbent
of an E-E/NC-E position accepts certain conditions of employment arising out of crisis situations
wherein he or she may be relocated either by temporary duty or permanent change of station to
an overseas area or continue to work in the overseas area after the evacuation of other U.S.
citizen employees who are not in E-E or NC-E positions.

11-9. E-E/NC-E Position Vacancies. For vacant E-E/NC-E designated positions, the following
procedures shall be followed:

a. For E-E/NC-E positions advertised internal to NCIS, interested candidates must submit a
completed DD Form 2365 to Code 10A (Professional Staff) or Code 10D (Special Agents),
along with their respective resumes or bid memos. Individuals failing to submit a DD Form
2365 will not be considered for the vacancy.

b. For vacant E-E/NC-E positions advertised external to NCIS (e.g., via the Federal
Government’s Official Jobs Website, www.USAJOBS.gov), the selectee will be required to
complete a DD Form 2365. Selectees failing to complete a DD Form 2365 will not be appointed
to an E-E/NC-E position.

11-10. Newly Designated E-E/NC-E Billets. E-E/NC-E designations shall be regularly
reviewed and updated as part of the NCIS operations plan. The Director has the authority to
direct and assign civilian employees to E-E/NC-E positions either voluntarily or involuntarily,
with or without prior notice, in order to accomplish the NCIS mission. Typically, however NCIS
will attempt to provide at least 90 days notice to an employee encumbering a newly designated
E-E/NC-E position. If an employee occupying a newly designated E-E/NC-E position elects not
to sign the DD Form 2365, the following procedures shall be followed:

a. The employee shall continue to perform the functions of the position until a qualified
replacement is available and then shall be reassigned to a vacant non-E-E/NC-E position with no
loss of pay or grade.

b. If the E-E/NC-E position is overseas and the employee has not been reassigned out of the

position by the end of the tour, the employee will not be extended or given a new overseas tour,
unless to a non-E-E/NC-E position.
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11-11. Military Reserve or National Guard. NCIS does not consider Military Reserve or
National Guard status in making assignment or promotion decisions. NCIS employees who are
members of the Military Reserve or National Guard should be aware of the potential impacts to
their Reserve/Guard status when assigned to an E-E/NC-E position. NCIS will conduct periodic
reviews to identify Military Reserve or National Guard personnel assigned to E-E/NC-E
positions and report those results to respective military reserve personnel centers, per reference
(b). The military reserve personnel components screen members assigned to civilian E-E/NC-E
positions and determine the impact of the E-E/NC-E assignment on the military status of the
member.

11-12. Administrative Dismissals and Closures Due to Inclement Weather or Other Factors

a. All NCIS civilian employees are to presume, that, unless otherwise notified, their field
office or NCIS headquarters directorate, will be open each regular workday regardless of any
weather or other emergency conditions which may develop. Normally, employees are expected
to be prepared to cope with difficult driving conditions due to weather, interruptions of public
transportation, and other situations in which significant numbers of employees are prevented
from reporting to work on time or which require federal agencies to close all or part of their
base/facilities.

b. Following reference (c), the commander or head of activity has the administrative
authority to close all or part of an activity and to excuse administratively non-essential
employees during that closure. M-E employees are expected to report for, or remain at work.
Such closures are expected to be short duration, rare, and only authorized when conditions are
severe or normal operations would be significantly interrupted.

c. Reference (c) further states that in geographical areas where conditions affect more than
one DoD activity, the commander or head of activity employing the largest number of civilians
shall make the determination whether an emergency exists and whether to administratively
dismiss non-essential civilian employees. This responsibility will normally reside with a base
commanding officer/commander, regional area commander or equivalent for Navy and Marine
Corps bases. NCIS management will comply with the appropriate local DoD authority (or other
U.S. government authority in the absence of DoD) for dismissals and base/facility closures,
adapting as is prudent and provide necessary guidance for NCIS facilities located off Navy,
Marine Corps, or DoD property.

11-13. Designation of M-E Positions/Employees

a. NCIS headquarters ADs and field office SACs determine what missions are “essential”
under M-E conditions and what type(s) and number of personnel are needed to continue critical
operations (including security and infrastructure) during group dismissals or base/facility
closures resulting from severe weather conditions or other emergency situations. Because of the
diversity in NCIS operations, employee occupations/skills, nature of the emergency, time of the
year, geographic location, and many other factors, NCIS headquarters ADs and field office SACs
are in the best position to determine their own needs based on mission requirements and/or
circumstances. Factors for management to consider when designating employees as M-E include
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safety and employee accessibility to the base/facility. Employees should not be needlessly
exposed to hazardous conditions.

b. Telework is an effective strategy for mission accomplishment. Therefore, when
considering which positions are designated M-E, NCIS headquarters ADs and field office SACs
will determine if the critical operations can be accomplished via telework. If the work can be
accomplished via telework, NCIS headquarters ADs and field office SACs should have the M-E
employees complete a DoD Telework Agreement (DD Form 2946).

c. NCIS headquarters ADs and field office SACs will designate and inform, in writing, those
M-E employees whose presence on the job is required regardless of any dismissal authorization
during the workday or who must report to work regardless of any closing notice. Designations
will be done annually, in September, to ensure M-E employees are fully aware of this
requirement. Appendix A is a sample letter that can be used to notify employees. Supervisors
shall also ensure that employees understand their responsibilities prior to an M-E situation.

d. Inan extended emergency or under special circumstances, NCIS headquarters ADs and
SACs may also determine that changing circumstances require non-essential employees to
report for or remain at work when Government operations are disrupted and offices are closed.
NCIS headquarters ADs and SACs shall establish a procedure for notifying and recalling these
employees.

11-14. Communications During Emergencies/Dismissals/Closures. The ability to communicate
during emergencies and other types of closure/dismissal situations is critical to ensuring the
welfare of NCIS employees, as well as relaying information critical to accomplishing the mission
of NCIS. Each NCIS headquarters directorate and field office shall:

a. Maintain a privacy protected recall roster with employee telephone numbers and/or
email addresses so that management can communicate important information when required.
The Total Workforce Management Services, MyBiz /MyWorkplace, and the Navy Family
Accountability and Assessment System are tools for both collecting and retrieving employee
contact data.

b. Ensure employees have a way to contact management for guidance during closure/
emergency situations.

c. Ensure all employees are familiar with closure/dismissal procedures for their
local commuting area, to include the methods of determining the operating status of their facility,
and policies for approving absences.

11-15. Leave Charges. M-E employees who are unable to report for, or remain at work after an
official notice of dismissal or base/facility closure, must contact their chain of command
immediately. In rare circumstances, a NCIS headquarters ADs or field office SACs may
determine that circumstances justify excusing an M-E employee from duty. NCIS headquarters
AD:s or field office SACs may grant a reasonable amount of excused absence to an M-E
employee who is unable to report for work when he or she has an individual hardship or
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circumstances unique to the employee. For example, factors such as distance, availability of
public transportation, available alternatives to childcare or eldercare, or health/medical
limitations may be considered. M-E employees who do not report for or remain at work as
required may be charged annual leave, sick leave, compensatory time taken, leave without pay,
or absence without leave if appropriate.
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Appendix A: Sample Letter for M-E Employee Designation
Date

From: (NCIS headquarters AD or field office SAC)
To:  (Employee Name)

Subj: MISSION ESSENTIAL EMPLOYEE DESIGNATION

1. This letter is to inform you that you have been designated a Mission-Essential (M-E)
employee for the (NCIS headquarters directorate or field office). As an M-E employee, you are
required to report for, or remain at work to perform critical operations during group dismissals or
base/facility closures during severe weather conditions or other emergency situations. Under
certain conditions, you may be directed to perform your duties at an alternate worksite.

2. Notification of the requirement for you to report for, or remain at work will be made orally or
in writing via your chain of command, or through the media, e.g, Government-wide closures. If
you are unable to report for, or remain at work after an official notice of dismissal/closure, you
must contact (employee name) immediately. (Employee name) will determine if your
circumstance justifies excusing you from duty. Your failure to comply with a direction to report
for duty as required may result in you being placed in an absent without approved leave and/or
being subject to disciplinary action.

3. As adesignated M-E employee, you are required to keep your contact information up to date

in the Total Workforce Management Services. Please review and update your contact
information by (date).

Signature of NCIS headquarters AD or field office SAC

Acknowledgement:
Employee’s Signature Date

Copy to:
(NCIS headquarters directorate /field office)
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(a) DODI 1000.27 Mass Transportation Benefit Program

(b) Executive Order 13150, Federal Workforce Transportation

(c) 5 CFR, Chapter I, Part 831 Civil Service Retirement

(d) 5 CFR, Chapter I, Part 842 Federal Employees Retirement System

(e) 5 CFR, Chapter I, Part 870 Federal Employees Group Life Insurance Program
(F) 5 CFR, Chapter, Chapter I, Part 875 Federal Long Term Care Insurance Program
(9) 5 CFR, Chapter I, Part 890 Federal Employees Health Benefits Program

(h) 5 CFR, Chapter I, Part 894 Federal Employees Dental and Vision Insurance

12-1. Purpose. This chapter complies with references (a) through (h) and describes
benefits available to employees of the Naval Criminal Investigative Service (NCIS).

12-2. Policy. Itis NCIS policy to offer and administer civilian employee benefits in
compliance with Office of Personnel Management, Department of Defense and
Department of the Navy (DON) regulations and guidance. This chapter applies to all
NCIS civilian employees.
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12-3. Cancellation. This chapter replaces NCIS-1, Chapter 12 of May 2008.

12-4. Chapter Sponsor. The chapter sponsor is the Human Resources Directorate, Code
10, Human Resources Operations and Services, Code 10A.

12-5. General Benefits Information

a. Within the DON, employee benefits services are centralized under the DON
Civilian Benefits Information Center (CBC). Web-based services are available at
http://www.public.navy.mil/donhr/Benefits/ebis/Pages/Default.aspx. A telephone-based
system is also available using an interactive voice response system. The Benefits Line
can be reached by calling 888-320-2917, Monday through Friday, 0730 to 1930, Eastern
Time.

b. Employee benefits include retirement, health insurance, life insurance, long term care
insurance, flexible spending accounts, retirement/investment savings accounts, professional
liability insurance and the Mass Transportation Benefit Program. Further information on
these benefits is provided in the following paragraphs.

c. NCIS policy requires employees to review their Leave and Earning Statement (LES)
each pay date to ensure that proper deductions have been withheld to avoid errors for which
they could be indebted. It is especially important for employees to review the LES they
receive for the first full pay period in January since it reflects any changes made during the
Federal Benefits Open Season, held each year during November and December.
Discrepancies should be reported to the Field Operations Support Officer (FOSO) or
administrative point of contact, who will request resolution through the Remedy system.

d. A glossary of terms used throughout this chapter is available at Appendix (1).

12-6. Retirement. There are two major retirement systems for federal employees: the
Civil Service Retirement System (CSRS) and the Federal Employees Retirement System
(FERS). Both systems contain the special retirement provisions for law enforcement
officers (LEO).

a. CSRS

(1) CSRS covers employees who first entered covered Federal service on or before
December 31, 1983. CSRS is a defined benefit, contributory retirement system, which
means that employees share in the expense of the annuities to which they become
entitled. CSRS-covered employees contribute 7 percent or 7.5 percent (special agents) of
their pay to CSRS and, while they generally pay no social security retirement, survivor
and disability (OASDI) tax, they must pay the medicare tax (currently 1.45 percent of
pay). The employing agency matches the employee's CSRS contributions.
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(2) CSRS employees may increase their earned annuity by making tax deferred
contributions up to the Internal Revenue Service maximum to a voluntary contribution
account under the Thrift Savings Plan (TSP). There are no Government matching
contributions for CSRS employees.

(3) Additional information on CSRS retirement benefits is available by downloading
the CSRS Retirement Facts from the NCIS Human Resources (HR) website on the
NCISnet (http://infoweb.ncis.navy.mil/agency/deptwebsites/personnel/documents/
Benefits/csrs.pd).

b. FERS

(1) Eligible Federal employees who first entered the service on or after January 1,
1987, are covered by FERS. FERS is a retirement plan that provides benefits from three
different sources: Basic Benefit Plan, Social Security, and the TSP. FERS employees
contribute 0.8 percent of pay to their basic benefit plan, 6.2 percent (up to the maximum
taxable wage base which changes each year) for the OASDI tax, plus a TSP contribution,
if they elect to contribute to this program.

(2) Special agents covered by FERS pay an additional 0.5 percent toward their basic
benefit plan for a total of 1.3% of pay, plus the full OASDI tax, plus any elected TSP
contribution.

(3) For FERS employees, the TSP benefit is automatically established upon
employment. Each pay period, an amount equal to 1 percent of basic pay is deposited by
the agency into the TSP account. Employees may make additional contributions to the
TSP account and the agency will make matching contributions up to a maximum of 5
percent of basic pay. Additional information on TSP is provided in section 12-11 of this
chapter. Contributions are tax-deferred.

(4) Additional information on FERS retirement benefits is available by downloading
FERS Retirement Information (available at
http://infoweb.ncis.navy.mil/agency/deptwebsites/personnel/documents/benefits/fers.pdf)
from the NCIS HR website.

c. CSRS Interim. Employees hired between 1 January 1984 (following termination of
CSRS and 1 January 1987 (the implementation of FERS, were covered by a transitional
system called CSRS Interim. Once FERS was launched, these employees were required
to move to either FERS or CSRS Offset. Most were automatically covered by FERS.
Employees who as of December 31, 1986, met the criteria outlined in subparagraph e
below, could choose between the two retirement systems.

d. CSRS Offset

(1) This plan applies to employees who had a break in service that exceeded one
year ending after 31 December 1983, and who had at least 5 years of creditable CSRS
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service as of 1 January 1987. CSRS Offset employees are covered by both CSRS and
Social Security. The employee is eligible for both a CSRS annuity upon retirement and
in most cases Social Security retirement benefits. The employee may be adding to his or
her already earned Social Security benefits (earned outside of federal service) and can
continue to add to the Social Security retirement benefit if the individual continues to
work in a job covered by Social Security after leaving federal service.

(2) Upon retiring from federal service before age 62, a CSRS Offset employee will
have his or her CSRS annuity computed under the same rules that apply to CSRS-covered
employees. When a CSRS Offset annuitant becomes age 62, the CSRS annuity will be
reduced - offset - by the amount of the Social Security benefits earned during CSRS
Offset service. Instead of receiving one check from OPM that reflects all CSRS service,
the annuitant will receive another check from the Social Security Administration. If the
annuitant earned less than 40 credits of Social Security and is therefore not eligible for
Social Security retirement benefits, there is no offset to the CSRS annuity.

e. Special Retirement Provisions for Law Enforcement Officers (LEO). Special
agents employed by NCIS are covered by the special retirement provisions for LEOs
under their respective retirement system. Detailed information on LEO retirement
eligibility requirements is available by downloading LEO Retirement Information from
the NCIS HR website (http://infoweb/agency/deptwebsites/hr-
new/HR%20Directorate.htm).

12-7. Health Insurance

a. Health insurance is provided through the Federal Employees Health Benefits
(FEHB) Program. The FEHB Program provides a wide selection of health plan types and
options. Eligible employees may choose from among fee for service, health maintenance
organization, point-of-service products, high deductible and consumer-driven health
plans.

b. Changes to FEHB enrollment can be made each year during the annual Federal
Benefits Open Season, normally held during November and December. Changes may
also be made as a result of a qualifying life event described in paragraph 12-15.

c. Health insurance premiums are withheld from an employee’s salary on a pre-tax
basis.

d. Specific information on health benefits may be found at the Office of Personnel
Management (OPM) web site. This site allows employees to compare the costs, benefits,
and features of different plans.

12-8. Supplemental Dental and Vision Insurance

a. The Federal Employee’s Dental and Vision Insurance Program (FEDVIP) is
supplemental insurance that covers a comprehensive range of dental and vision expenses.
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Eligible employees pay the entire FEDVIP premium with no government contribution.
Premiums are withheld from an employee’s salary on a pre-tax basis.

b. Employees and retirees may enroll for FEDVIP benefits during the annual Federal
Benefits Open Season. New and newly eligible employees can enroll within 60 days
after they become eligible. Employees must be eligible for the FEHB Program in order
to be eligible to enroll in FEDVIP; actual enroliment in FEHB is not required.

c. For enrollment to change or cancel current FEDVIP enrollment, employees must
use the BENEFEDS web site at www.BENEFEDS.com or call 877-888-3337.

12-9. Life Insurance

a. Life insurance coverage is provided under the Federal Employees Group Life Insurance
(FEGLI) Program. FEGLI provides group term life insurance, which does not build cash
value. FEGLI consists of basic life insurance coverage and three options. In most cases,
new Federal employees are automatically covered by basic life insurance and unless
coverage is waived, premiums are automatically deducted from their pay. The cost of
basic insurance is shared between the employee and the Government. The employee
pays 2/3 of the total cost and the Government pays 1/3. There are no regularly scheduled
open seasons to elect or increase coverage under FEGLI. Open seasons are held only when
specifically scheduled by OPM.

b. If an employee is enrolled in basic life insurance, they may select one or more of
three forms of optional insurance.

(1) Option A: $10,000 of additional coverage.

(2) Option B: Multiples of 1, 2, 3, 4, or 5 times annual pay (rounded to the next higher
thousand).

(3) Option C: Coverage for a spouse and eligible dependent children. Employees may
elect 1, 2, 3, 4 or 5 multiples of coverage. Each multiple is equal to $5,000 for the spouse
and $2,500 for each eligible dependent child.

c. Enrollment in optional insurance is not automatic; employees must take action to
elect the options. The employee pays the full cost of optional insurance.

d. The FEGLI Calculator (http://www.opm.gov/calculator/worksheet.asp) can be used
to determine the face value of various combinations of FEGLI coverage; calculate
premiums for the various combinations of coverage; see how choosing different Options
can change the amount of life insurance and the premium withholdings; and see how the
life insurance carried into retirement will change over time.

e. Designation of Beneficiary. Employees must designate a beneficiary if:
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(1) They want life insurance benefits to be paid to a person, firm, organization, or other
legal entity not listed in the order of precedence;

(2) They want benefits to be paid in a different order than the order of precedence;

(3) They want benefits to be paid to a trust established for the employee’s minor
children;

(4) Evidence of a valid marriage or dissolution of a marriage is not readily available;
(5) They want to designate a contingent beneficiary, or
(6) They want to designate a “common disaster” clause.

f. Completing a Designation of Beneficiary (SF 2823) is the preferred way to ensure
benefits are distributed in accordance with employee wishes. Alternatively, your benefits
will be distributed in accordance with a standard order of precedence. The SF 2823 is
available on the Human Resources Service Center East (HRSC East) website. The
completed form should be submitted directly to the HRSC East, ATTN: Civilian Benefits
Center, NNSY, Building 17, Portsmouth, VA 23709-5000

12-10. Long Term Care Insurance

a. The Federal Long Term Care Insurance Program (FLTCIP) can help pay for costs
of care when an enrollee can no longer perform everyday tasks independently due to
chronic illness, injury, or the aging process. Long term care also includes the supervision
an enrollee might need due to severe cognitive impairment, such as Alzheimer's disease.

b. Employees eligible for coverage under the FEHB Program are eligible to apply for
coverage under the FLTCIP. Actual enrollment in FEHB is not required. Employees are
eligible to apply for FLTCIP at any time. Certain medical conditions, or combinations of
conditions, will prevent some people from being approved for coverage. Individuals must
apply to find out if they are eligible to enroll.

c. More information about the FLTCIP and how to apply for coverage is available by
contacting Long Term Care Partners at 800-582-3337, or by visiting the website at
www.ltcfeds.com (http://www.ltcfeds.com).

12-11. Thrift Savings Plan (TSP)

a. The TSP is a retirement savings and investment plan for Federal employees. The
TSP offers Federal employees the same type of savings and tax benefits that many private
corporations offer their employees under "401(k)" plans. Employees covered by either
CSRS or FERS can contribute to the TSP, however, participation rules are different for
each group.
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b. The TSP is a defined contribution plan. The retirement income that employees
receive from their TSP account will depend on how much the employee (and the agency,
if employees are covered by FERS) has contributed to the TSP account during their
working years and the earnings on those contributions. The contributions are voluntary
and are separate from the contributions to employees’ FERS Basic Annuity or CSRS
annuity accounts. Detailed information on TSP is available at the TSP website
(https://www.tsp.gov/index.shtml).

c. FERS participants may elect to contribute any dollar amount or percentage (1 to
100) of basic pay, not to exceed the Internal Revenue Code limit, which is set each year
by the Internal Revenue Service (IRS). FERS participants receive:

(1) Agency Automatic (1%) Contribution
(2) Agency Matching Contribution up to 5 percent

(3) Immediate vesting in Agency Matching Contributions and vesting -- generally in
3 years -- in Agency Automatic (1%) Contributions

d. CSRS participants may elect to contribute any dollar amount or percentage of basic
pay, not to exceed the Internal Revenue Code limit described above. CSRS participants
do not receive agency contributions.

e. For all TSP participants, the plan offers:

(1) Immediate employee contributions

(2) Before-tax savings and tax-deferred investment earnings
(3) Daily valuation of accounts

(4) Low administrative and investment expenses

(5) Transfers or rollovers of eligible distributions into the TSP
(6) A choice of investment funds

(7) Ability to make contribution allocations daily

(8) Ability to make interfund transfers

(9) Loans from your own contributions and attributable earnings while you are in
Federal service

(10) Catch-up contributions for participants age 50 or older

000166



(11) In-service withdrawals for financial hardship or after age 59%

(12) Portable benefits and a choice of withdrawal options after you separate from
Federal service

(13) Ability to designate beneficiaries

(14) Protection of spouses' rights for loans and withdrawals and recognition of
qualifying court orders

(15) A web site (https://www.tsp.gov/index.shtml) with general account information,
capability for requesting interfund transfers and contribution allocations, the option of
initiating (and in some cases completing) loan and withdrawal requests online, up-to-date
TSP materials and information, online quarterly and annual participant statements, and
calculators to estimate account growth, loan payments, monthly payments, and annuity
amounts, as well as an elective deferral calculator. (Separated employees can also
update their address information on the Web.)

(16) An automated telephone service (the ThriftLine) for account information and
certain transactions

f. Changes to an employee’s TSP account must be made through the TSP website
(https://www.tsp.gov/index.shtml) or by calling The Thriftline at 877-968-3778 (TDD
877-847-4385).

12-12. Flexible Spending Accounts

a. Employees can elect to participate in the Federal Flexible Spending Account
Program (FSAFEDS). The FSAFEDS offers three different flexible spending accounts
(FSASs): a health care flexible spending account, a limited expense health care flexible
spending account, and a dependent care flexible spending account.

b. Current employees can enroll in FSAFEDS each year during the Federal Benefits
Open Season (November/December timeframe). Enrollments are effective January 1 of
the following year. Current enrollees must remember to enroll each year to continue
participating in FSAFEDS. Enrollment does NOT carry forward year to year.

c. New and newly eligible employees who wish to enroll in FSAFEDS must do so
within 60 days after they become eligible, but before October 1 of the calendar year.

d. IRS regulations stipulate that any money remaining in an employee’s FSA account
after March 15 of the following year, for which the employee has not incurred eligible
expenses, cannot be rolled over. It is important for employees to plan carefully when
deciding on how much to allot in their FSA account(s). The FSAFEDS web site contains
calculators to help employees determine annual allotments.
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e. Detailed information on FSAFEDS can be found at www.FSAFEDS.com or by
calling 877-372-3337 (TTY 800-952-0450).

12-13. Mass Transportation Benefit Program (MTBP)

a. Qualified NCIS employees are eligible to participate in the DoD Mass
Transportation Benefit Program designed to offset commuting costs and expand
transportation alternatives for employees. Employees may receive transit passes in the
form of fare cards or vouchers in amounts equal to their personal commuting costs, not to
exceed the current established limit.

b. Eligibility. This program covers NCIS employees who work in the National Capital
Region (NCR), which is defined as the District of Columbia, Montgomery and Prince
George’s counties in Maryland, Arlington, Fairfax, Loudoun and Prince William
Counties in Virginia, as well as the cities in Maryland and Virginia within the geographic
area bounded by these counties. Employees can get information on program
requirements and apply for the benefit on the Washington Headquarters Service (WHS)
website at WHS Online (http://www.whs.mil/DFD/PSD%20Services/Applying.cfm).

c. Restrictions. Employees may not receive a transit benefit and a parking pass at the
same time. As a general rule, employees with subsidized parking (i.e., parking that is
free to employees and/or paid for by the government) cannot receive transit passes.
Employees who receive transit passes may not be counted as part of a DoD carpool for
purposes of qualifying for a parking pass. Servicing parking offices will have the
authority to make exceptions to this rule. They will notify WHS of any exceptions
granted.

12.14. Professional Liability Insurance

a. Authority. Public Law 104-208 requires agencies to reimburse qualified employees
for up to one-half the cost incurred for professional liability insurance, up to a maximum
of $150 annually. Professional Liability Insurance is defined as liability insurance that
covers:

(1) Legal liability for damages due to injuries to other persons, damage to their
property, or other damage or loss to such other persons (including the expenses of
litigation and settlement) resulting from or arising out of tortious act, error, or omission
of the covered individual (whether common law, statutory, or constitutional) while in the
performance of such individual's official duties as a qualified employee; and

(2) The cost of legal representation for the covered individual in connection with
any administrative or judicial proceeding (including any investigation or disciplinary
proceeding) relating to any act, error, or omission of the covered individual while in the
performance of such individual's official duties as a qualified employee, and other legal
costs and fees relating to any such administrative or judicial proceeding.
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(3) Employee Eligibility. Employees eligible to receive reimbursement for
professional liability insurance include:

(@) NCIS Special Agents, and
(b) Managers and Supervisors:

1 GS managers and supervisors whose position description cover sheets
reflect supervisory or managerial in Block 11.

2 DCIPS managers and supervisor whose position description cover sheets
reflect a work category of supervision/management in block 3b.

b. Employee Requests for Reimbursement. Requests for reimbursement of
Professional Liability Insurance must be forwarded to the HR Operations and Services
Department (Code 10A) for confirmation of an employee's eligibility for reimbursement.
Requests must include the following:

(1) A completed SF-1164, Claim for Reimbursement for Expenditures on Official
Business, signed by the employee.

(2) An invoice from the insurance carrier which reflects the cost of the premium,
the policy number, and the name of the insurance company.

(3) Proof of payment.
c. Electronic funds transfer (EFT) information for use by the paying office.

d. Processing Reimbursement Requests for Payment. Code 10A will review the
employee’s request for reimbursement and certify eligibility of the employee’s position.
When approved, Code 10A will transmit the claims to the Defense Finance and
Accounting Service, Cleveland (DFAS-CL), who will settle the claim with an electronic
transfer of funds to the individual's financial institution of record.

e. Ifitis determined that a position does not quality for reimbursement, Code 10A will
provide the employee with written notification of denial, and will specify the reason for
denial.

12-15. Qualifying Life Event (QLE). QLEs are common events that may occur during
or after your Federal career which may impact your benefits. QLEs may provide an
opportunity to increase, reduce, or cancel coverage. Detailed information on QLESs and
actions required by employees are available at the OPM website at
http://lwww.opm.gov/insure/lifeevents/index.asp.
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APPENDIX (1) Definitions

Basic Annuity. An employee’s basic annuity is computed based on the employee’s
length of service and “high-3” average pay. The “high-3" average pay is the highest
average basic pay earned during any 3 consecutive years of service.

Basic Insurance. Life insurance coverage, based on an employee’s annual rate of basic
pay, which an employee automatically receives unless he/she waives or cancels it.

Designation of Beneficiary. Notice, signed by an employee, that indicates the person(s)
the employee wants to receive his/her life insurance benefits. The form generally used
for life insurance designations is the SF 2823 (Designation of Beneficiary).

Federal Employee Group Life Insurance (FEGLI). A group term life insurance program
for Federal employees and retirees. The Office of Personnel Management administers
the program and sets the premiums. OPM has a contract with the Metropolitan Life
Insurance Company (MetL.ife) to provide this life insurance.

Federal Employees Health Benefits (FEHB). A health benefits program that provides
different types of plans: fee-for-service with a preferred provider organization; health
maintenance organizations; point-of-service; high deductible health plans; and consumer-
driven health plans.

Federal Employees Dental and Vision Insurance Programs (FEDVIP). This program
allows dental/vision insurance to be purchased on a group basis, which means
competitive premiums and no pre-existing condition limitations. There is no Government
contribution to the dental/vision premiums; however, premiums are paid on a pre-tax
basis.

Flexible Spending Account (FSAFEDS). A tax-favored program that allows employees
to pay for eligible out-of-pocket health care and dependent care expenses with pre-tax
dollars. By using pre-tax dollars to pay for eligible health care and dependent care
expenses, employees receive an immediate discount on these expenses equal to the taxes
they would otherwise pay on that money.

Long Term Care Insurance (FLTCIP). Insurance offered to employees, retirees, and their
families, to help pay for costs of care when enrollees need help with activities they
perform every day or severe cognitive impairment, such as Alzheimer’s disease.

Open Season. An annual time period set by OPM in which employees may initiate or
change their benefits elections. For FEHB and FEDVIP, open season is held during
November and December. For FEGLI coverage, open seasons are not held annually and
are rare events.

Qualified Life Event. An event that may allow individuals eligible for the FEHB
Program, FEDVIP, FEGLI or FSAFEDS to enroll, or if already enrolled, to cancel or
change their enrollment outside of an Open Season.
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APPENDIX (5): Gen Admin 11C- 0044 of 29 Dec 2011 released NCIS Policy Document No.
11-26: Administrative (Special Agent Physical Examination Requirements). Policy
Document 11-26 contains revised or new policy that has not been incorporated into this
chapter and should be reviewed in its entirety.

APPENDIX (6): Gen Admin 11C-0004 of 9 Feb 2012 released NCIS Policy Document No.
12-03: Personnel (Supervisory Special Agent Selection Process (SSA-SP). Policy Document
12-03 contains revised or new policy that has not been incorporated into this chapter and
should be reviewed in its entirety.

APPENDIX (7): Gen Admin 11C-0021 of 24 Oct 2012 released NCIS Policy Document No.
12-12: Administrative (Special Agent Career Program — Mobility). Policy Document 12-12
contains revised or new policy that has not been incorporated into this chapter and should
be reviewed in its entirety.

13-1. INTRODUCTION

a. This chapter covers the Naval Criminal Investigative Service (NCIS) Human Resource
(HR) Directorate Personnel Operations and Services (Code 10A) Special Agent (SA) Career
Program to include the initial training, trial periods, career progression, promotion processes,
leadership development, mobility and other program requirements unique to the career field.

b. The objective of the SA Career Program is to provide and maintain a staff of well-
qualified SA personnel to accomplish the NCIS mission with maximum effectiveness. The SA
Career Program provides a systematic approach to the development and advancement of
professionally qualified personnel in the SA career field.

13-2. BACKGROUND

a. Scope. The SA Career Program includes all civilian employees of NCIS covered by the
criminal investigator series, GS-1811. The mission of the SA is to prevent terrorism and related
hostile acts against Department of the Navy (DON) forces and installations; protect against the
compromise of operations, information and systems that would cause an unacceptable risk to
DON personnel and strategic assets; and reduce criminal activity and mitigate its impact on Navy
and Marine Corps operational readiness. NCIS SAs operate under a strong centralized and
structured program to guide career development through judicious assignment practices and
professional training programs on the national and local level.

b. Mobility. Selective movement of SAs provides exposure to various investigative
elements. Mobility is necessary to develop SAs who are aware of the overall DON mission and
are able to respond to operational requirements rapidly and effectively. Transfer of SAs to the
various field offices and NCIS Headquarters (NCISHQ) for purposes of career development is
not only highly desirable, it is essential to the accomplishment of the NCIS worldwide mission.
Such movements provide opportunity for breadth of experience, knowledge, improved
confidence, adaptability and effectively promote professional development.

c. Investigative and Technical Specialties. The SA Career Program includes four
investigative specialties (General Crimes, Fraud, Combating Terrorism, and Foreign
Counterintelligence) and four technical specialties (Technical Services, Cyber, Forensics and
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Polygraph). Each of the specialties includes a management commitment to equal career
opportunities, challenging and rewarding work, equal pay for work of equal difficulty and
complexity, and the opportunity for development of management skills and abilities.

d. Other Related Publications. For a complete review of the policies affecting the hiring,
development, training and assignment of SAs, other NCIS-1 Administrative Manual chapters
must be read in conjunction with Chapter 13. The list of references includes, but is not limited
to:

NCIS-1 Chapter 46, Special Agent Recruiting and Hiring
NCIS-1 Chapter 14, Training
NCIS-1 Chapter 15, Hours of Work, Pay and Leave
NCIS-1 Chapter 29, Special Agent Afloat Program
NCIS-1 Chapter 30, Credentials, Badges and Protective Service Pins
13-3. TRAINING/ORIENTATION OF A NEWLY HIRED SPECIAL AGENT

Typically, a new SA will be ordered to attend the Criminal Investigator Training Program
(CITP) and the Special Agent Basic Training Program (SABTP) courses shortly after coming on
board. Before reporting to CITP and SABTP, the agent will be assigned directly to a field office
where administrative tasks will be performed, e.g., completion of required documents. The new
agent will not be involved in operational functions. If the required courses are not available
within the first 30 days, the assigned field office will provide a program of field
training/orientation until the agent attends the basic courses. Responsibilities of a field office in
the training of newly hired agents are set forth in NCIS-1 Chapter 14. All newly hired agents
who have not experienced active or reserve duty with the Navy or Marine Corps must complete
the Naval Orientation Correspondence Course 16138-H. The course must be successfully
completed prior to the end of the trial period. Specific information regarding this course is set
forth in NCIS-1 Chapter 14.

13-4. TRIAL PERIOD

a. Formerly referred to as a "probationary” period, a trial period is the first two years of an
SA's employment, irrespective of the grade level at which he/she was hired. If a former SA is re-
employed after having been away for a year or longer, his/her two year trial period begins with
the effective date of re-appointment. If the separation from NCIS was for less than a year, prior
service is creditable towards the two-year trial period.

b. Acceptable performance during this trial period will be based not only on qualitative
and quantitative factors related to productivity, commensurate with training and experience, but
also on demonstrable indications that the employee possesses those qualities and traits requisite
for career development. The long-term qualitative character of the SA corps depends in large
measure on a judicious appraisal of performance, attitude and potential during the trial period.

c. Ifthe SA leaves NCIS during the trial period for entry into military service, time spent
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on active duty or full-time reserve duty is counted toward the completion of a trial period. If the
military service is not sufficient to complete the trial period, the SA is required to complete the
period upon restoration to duty with NCIS.

d. Atany time during the trial period that an SA's performance falls below the acceptable
level, the supervisor must notify Code 10A and complete a special Performance Appraisal
Review System (PARS) evaluation. In the absence of extenuating circumstances and an
affirmative recommendation to retain the SA, the Deputy Assistant Director (DAD) for Code
10A will direct termination of the agent’s employment.

e. The SA who leaves NCIS prior to the completion of the Field Training Agent Program
(FTAP), may be required to complete the training upon reinstatement to the SA position. This
determination will be made on a case by case basis with the objective of ensuring the SA will
succeed in independently carrying out all required duties and functions. Additional details
pertaining to the NCIS FTAP are located within the Training Department section of the HR
Directorate’s webpage.

13-5. PERMANENT CHANGE OF STATION AND FIRST DUTY ASSIGNMENT

a. For purposes of the SA Career Program, a Permanent Change of Station (PCS) transfer
is defined as one during which the SA is required to physically relocate from one domicile to
another to accept the assignment and PCS orders are issued by Code 10A effecting the
reassignment. See paragraph 13-11.e. for additional details pertaining to “qualifying” PCS
moves.

b. The initial assignment of the SA to a field office or headquarters code is not considered
a PCS transfer. Transportation expenses incurred as a result of this assignment are not subject to
reimbursement under the Joint Travel Regulations (JTR).

13-6. CAREER DEVELOPMENT

a. Initial Appointment. The entry level for SA positions is usually GL-7; however,
depending on individual qualifications, some SAs may be appointed at the GL-9 level. Current
Federal employees must have at least one year of qualifying experience at the next lower grade,
or, grade interval, in order to qualify for appointment at the GL-7 level.

b. Promotion to GL-9. SAs hired at the GL-7 level are eligible for promotion to the GL-9
level upon completion of one year of acceptable service. Promotion actions will be implemented
by respective field offices without prior approval of NCISHQ and will be effective at the
beginning of the pay period following the eligibility date. Notification of the promotion action
should be forwarded to Code 10A via a Personnel Status Report (PSR). Code 10A2 will confirm
accurate processing of the action in the Defense Civilian Personnel Data System (DCPDS),
validate the change in Compass, and add the promotion record to the personnel folder. If the
promotion of a SA to the GL-9 level is not recommended, the field office will advise Code 10A,
providing rationale for the decision.

c. Promotion to GL-11. Advancement of a SA to the GL-11 grade level is dependent upon
completion of at least one year of acceptable service at the GL-9 level. The field office will
implement this promotion without prior approval of NCISHQ. Notification of promotion should
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be forwarded to Code 10A via a PSR. Code 10A2 will confirm accurate processing of the action
in DCPDS, validate the change in Compass, and add the promotion record to the personnel
folder. A SA is not to be promoted to GL-11 merely because he/she has completed the required
length of service. It is emphasized that GL-11 agents are expected to effectively conduct
complex investigations under general supervision. For this reason, only those SAs who have
demonstrated appropriate professional ability and suitable performance at the GL-9 level, and
who have proven potential for GL-11 duties, will be promoted. If promotion of a SA to the GL-
11 level is not recommended, the field office will advise Code 10A, providing rationale for the
decision.

d. Promotion to GS-12. GS-12 positions within NCIS include a variety of professionally
demanding billets at both the NCISHQ and field office levels. Included among these billets are
SAs assigned to Technical Investigative Specialist, Polygraph Examiner, and special staff billets.
For promotion to GS-12, the SA must meet the following prerequisites:

(1) Have a total of one year in grade at the GS-11 level; and,

(2) Have received recommendations by the SAC (or, NCISHQ DAD) and approval
by the DAD for Code 10A; and,

(3) Have achieved fully successful overall performance ratings for the preceding
12-month period.

e. Promotion to GS-13. A SA is eligible for promotion to the GS-13 level when the
following criteria are met, and when SACs, DADs or equivalent, have recommended their
advancement.

(1) Experience as a NCIS SA at the GS-12 level for the 12 months immediately
preceding the proposed effective date for promotion.

(2) A total of five years creditable service as a law enforcement officer under the
Special Law Enforcement Retirement provisions of Title 5, U.S.C. Section 8336 (c); or, Title 5,
U.S.C. Section 8412 (d); or, the Foreign Service Retirement and Disability System as described
under Public Law 105-382; or, as a credentialed military SA with NCIS; or, with a military
criminal investigative organization or a combination of service thereof.

(3) Acceptable or equivalent performance ratings of record or interim appraisals,
covering the 12 months immediately preceding the proposed effective date for promotion.

f. In addition to the promotion process noted above, the Director reserves the prerogative
to effect promotions to the GS-13 level for demanding assignments including, but not limited to,
the following:

(1) Assignment as a SA afloat for duty aboard a deployed carrier or an amphibious
ready group or similar configuration, or as the staff Cl officer to deploying Fleet Commanders
(2" FLT, 3" FLT, 6" FLT, and 7" FLT), provided they meet the criteria in current Special Agent
Afloat policy; or,
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(2) Assignment to the Contingency Response Field Office (CRFO) with one
qualifying year as a GS-12; or,

(3) Assignment to a hard-to-fill or unique position as noted in the related vacancy
announcement.

13-7. TEMPORARY PROMOTIONS AND DETAILS

a. Where it is known in advance that a position will require temporary service for more
than 120 days of an employee currently occupying a lower graded position, such position will be
handled through temporary promotion. Competitive merit promotion procedures are required for
temporary promotions exceeding 120 days; therefore, the position will be open to bidders for a
designated period of time. Because temporary fill of a position may not make it feasible to
expend PCS dollars, the Director, NCIS retains the prerogative to open temporary positions only
to bidders in a particular geographic area.

b. All SAs currently at the grade being advertised, or, SAs at the next lower grade with
one year in grade, can request consideration for the position being advertised. Temporary
promotions to supervisory positions allow individuals to enhance their leadership skills while
performing as a supervisor for a temporary period of time. Current GS-13 SAs within the area of
consideration may bid on temporary GS-14 supervisory positions without first having been
selected for GS-13 SSA or permanent advancement to GS-14.

c. In circumstances where the assignment will be for less than 120 days, an SA may be
“detailed” to the position. Details do not include a change in the employee’s current rate of pay;
however, time spent in the detail position will be credited towards qualification for future
promotions. For instance, to be eligible for promotion to a GS-15 an individual must have one
year of qualifying experience at the GS-14 level. A GS-13 detailed to a GS-14 position would
receive credit for the time spent in the detail position, toward the one year requirement for
promotion to GS-15.

13-8. ASSIGNMENT TO DIPLOMATIC POSTS AND FORCE PROTECTION
DETACHMENTS

a. Diplomatic Posts. Assignments within an overseas U.S. Embassy or Consulate are
referred to as Diplomatic Posts. Individuals assigned to these positions will be expected to
conduct high-level liaison duties. Agents assigned to Diplomatic Posts will report directly to the
associated field office chain of command for administrative and operational oversight. Under
certain circumstances, Force Protection Detachment (FPD) positions may be co-located within
the Embassy or Consulate. Under these circumstances, however, the FPD duties are separate and
distinct from the liaison officer duties associated with the Diplomatic Post assignment.

b. Force Protection Detachment.

(1) The Office of the Secretary of Defense (OSD) sponsored FPD program resulted
from the findings of the USS COLE Commission, which noted an immediate need for DoD
Counterintelligence (CI) support to in-transit forces overseas. Consequently, the FPD primary
mission is to detect and warn of threats to DoD personnel (military, civilian, and dependents)
and, resources in transit at overseas locations without a permanent DoD presence. The mission
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further includes serving as a “force protection-force multiplier” for the American Embassy
country team in support of DoD presence in those locations. This includes encouraging host
nation support for threat warning and security of DoD in-transit personnel/resources as well as
providing “first responder” criminal investigative support [NCIS & Air Force Office of Special
Investigations (AFOSI) only], protective service, and surge capabilities in the event of a
crisis/contingency.

(2) It is the responsibility of the Program Manager for the Combating Terrorism
Directorate, Code 21, to administer the FPD Program within NCIS. For additional details
pertaining to the NCIS FPD program, see NCIS 3, Chapter 38: Combating Terrorism
Investigations and Operations/Dec06. Additionally, the following documents contain details
pertaining to the FPD program and should be reviewed as supplemental documentation:

(a) Joint Standard Operating Procedures - FPD (JSOP)/19May2003

(b) MOU between Department of State (DOS) Bureau of Diplomatic Security
(DS) & DoD Counterintelligence Field Activity (CIFA) re: FPD-RSO Relationship/09May2003

(c) MOU between DOS & DoD on Security of DOD Elements and Personnel
in Foreign Areas/16DEC/1997

c. Eligibility And Promotion Opportunities.

(1) GS-12/13 Opportunities: Vacancies in FPDs and Diplomatic Posts where NCIS
is not the lead executive agency will be announced as either GS-13 or GS-12/13 opportunities.
In some FPD locations where only one FPD SA is initially assigned, it is expected that additional
Cl operational personnel may be required and assigned as resources permit. These FPD
positions will be announced as either GS-13 or GS-12/13 opportunities. Selections will be made
based upon the needs of the service.

(2) GS-14/Temp GS-14 Opportunities: 1AW the temporary promotion policy
contained in this chapter, the senior or sole NCIS position at an FPD or Diplomatic Post where
NCIS is the lead executive agency, will be announced as a GS-14 or Temporary GS-14
opportunity, unless the Director determines that such grade is not appropriate for a particular
assignment due to the organizational structure of the U. S. Embassy/Consulate, or the nature of
duties required in that location.

(3) GS-14/Temp GS-14 grade designations are in recognition of required duties, high
level liaison responsibilities and consequent significant impact on the NCIS mission. Generally,
these billets pertain to NCIS personnel assigned as the Resident Agent-in-Charge (RAC) of DoD
FPDs, where NCIS is the executive agent, and NCIS personnel assigned to NCIS Resident Units
(NCISRU) located at Diplomatic Posts. For these positions, minimum eligibility will be one
year of acceptable service at the GS-13 level and a willingness to attend long-term language
training if not otherwise fluent in the particular language required for that AOR. Individuals at
the GS-14 level, as well as those on the current GS-14 Promotion Nomination List (PNL), are
also eligible for consideration. Those selected from the PNL will be promoted to permanent GS-
14 upon assumption of duties. Personnel selected for these positions, but who are not on the GS-
14 PNL at the time of selection, will upon completion of their tour revert back to GS-13; unless
they were selected for the GS-14 PNL and permanently promoted during their assignment.
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d. Vacancy Announcements.

(1) SAs assigned to Diplomatic Posts are routinely expected to interact at the highest
levels of the Diplomatic mission, as well as similar levels within the host nation. In the case of
FPDs, frequent and successful association with various members of U.S. country teams is
essential.

(2) Positions at FPDs and Diplomatic Posts will be advertised for fill in specific
geographic locations. Vacancy announcements will contain information specific to each
geographic location and related tour length. In addition to eligibility requirements noted above,
although desired, it is not a requirement for candidates to be Supervisory Special Agent Selection
Process (SSA-SP) certified. These are all high profile positions, which require the service of
experienced, professional investigators who can demonstrate the ability to exercise sound
independent judgment and acumen. Candidates must have oral and written communication skills
suitable for formulating and preparing well-reasoned and sound recommendations, as well as the
ability to convey his/her position(s) with senior DoD and DOS officials. In some cases, specific
skill sets may be required, such as language capabilities or technical skills. All factors will be
considered when making selections.

13-9. SUPERVISORY SPECIAL AGENT SELECTION PROCESS

a. The Supervisory Special Agent Selection Process (SSA-SP) is open to all qualified GS-
13 SAs and those GS-12 SAs who will be eligible for promotion to GS-13 by the closing date
indicated in the SSA-SP announcement. Specific timeframes for the SSA-SP are located on the
“NCIS Promotion and Transfer Cycle” schedule, which is posted on the Human Resources
Directorate web page. Candidates must have achieved an "acceptable™ performance rating of
record for the most recent 12 months of service and be willing to abide by SSA-SP participation
standards and requirements outlined below. Entry into the SSA-SP will be through a competitive
selection process. SSA-SP opportunities will be announced as needed based upon current and
projected vacancies within the supervisory ranks.

b. The SSA-SP selection process consists of two phases. Phase I has two components: an
evaluation of the candidate by the SAC or DAD and a "Paper Board". Each component has a
maximum score of 33 points with a total possible score of 66 points for Phase I.

(1) SAC or DAD evaluations will include input from respective field office/code
management team, who will be provided with instructions suggesting the preferred means by
which to conduct evaluations. In order to evaluate and score the SSA-SP candidate,
SACs/DADs will review the most recent PARS results. Following review, SACs/DADs will
discuss the candidate's suitability to be an SSA with members of his/her management team
having direct knowledge of the candidate's performance and capabilities. SACs/DADs will not
rank candidates within their field office or NCISHQ directorate. Points given by SACs/DADs
will be the candidate's raw/flat score and no further calculations are required.

(2) During the "Paper Board" process, candidates’ personnel records will be
reviewed at NCISHQ for performance and assignment history. Panel members will look for
successful leadership experience and exposure, independent duty and/or overseas assignment
experience, investigative and operational competency, breadth of experience within and/or across
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disciplines, and strength of performance ratings. To ensure consistency among panel members,
each candidate’s history will be reviewed, with individual panel member ratings being averaged
for a final score. Candidates who have served a tour at NCISHQ will be given an additional 3
points (i.e., 30 + 3 = 33 maximum points).

c. Based on scores from Phase I, and considering projected numbers of SSAs needed, a
percentage of candidates will be certified to participate in Phase Il of the SSA-SP. At the end of
Phase I, SSA-SP candidates who do not progress to Phase Il will receive a letter regarding their
scores in Phase 1. In addition, SACs/DADs will provide feedback to SSA-SP candidates
regarding their scores and individual standing within the process.

d. Phase Il consists of a writing exercise and an Oral Board with a maximum possible
score of 105 points.

(1) Writing exercises will take place immediately prior to the Oral Board.
Candidates will be provided with a leadership problem consisting of a hypothetical issue in a
workplace setting that requires decisive resolution. Candidates will then have 30 minutes to
explain and justify in writing the course of action they would take to resolve the issue. Results
will then be reviewed and discussed during the oral board. Writing exercises have a maximum
assessed value of 5 points.

(2) Oral Boards consist of a formal interview by a panel of senior NCIS managers
and a formal presentation by the candidate on an assigned topic. Assigned panels are responsible
for all SSA-SP interviews during the selection process. Panel members will participate in both
the personnel file review as well as the panel interview. Interviews will follow an established
and validated protocol. Interview preparation and travel instructions (e.g., time frame, location,
and oral presentation topics) will be provided by separate correspondence. All Oral Board
interviews will be conducted at NCISHQ, and have a maximum score of 100 points.

e. Following completion of Phase Il, SSA candidates will be rank ordered with
appropriate weight given to the consolidated scores received during Phase | and Phase Il of the
process, with total cumulative points available being 171. Individuals selected for the SSA-SP
will be taken from the top of the rank ordered list, commensurate with the number of candidates
needed to fill prospective vacancies.

13-10. SSA-SP FOR SPECIALIZED PROGRAMS

a. The Operational Support Directorate (OSD) Specialized Programs; Polygraph Services
Division (PGSD), Cyber Department (CYBER), and Technical Services Division (TSD),
experience substantial demands for support to the Global War on Terrorism and the worldwide
NCIS mission. In order to meet these demands, NCIS OSD Specialized Programs will continue
to grow by recruiting and training agents to become Polygraph Examiners, Cyber Investigators,
and Technical Service Investigators. Paramount to the success of these vital programs is a sound
infrastructure based on quality leadership and technical managerial expertise. Additionally, a
clear career path must be available to encourage our highly trained specialists and technical
experts to remain in their specialty. To this end, the Director has approved a separate OSD
Supervisory Special Agent Selection Process (OS-SSA-SP). This process will mirror, as much
as possible, the SSA-SP outlined in paragraph 13-8., but will also allow NCIS to identify, select,
and develop management professionals with the specialized knowledge and technical expertise
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to lead the OSD into the future.

b. The OS-SSA-SP is open to all qualified GS-13 Special Agents. GS-12 SAs who meet
minimum time in-grade and experience requirements for promotion to GS-13 by the closing date
of the OS-SSA-SP (PGSD, CYBER, or TSD) announcement, may also compete. Additionally,
all PGSD candidates must be certified DoD Polygraph Examiners while candidates for positions
within CYBER and TSD must be current in training and technical standards set by the program
manager and/or DoD.

c. Candidates for all disciplines must have achieved an “acceptable” performance rating of
record for the previous 12 months of service, and agree to abide by OS-SSA-SP participation
standards and requirements outlined below. Entry into the OS-SSA-SP will be controlled
through a competitive selection process. OS-SSA-SP opportunities will be announced as needed
based upon current and projected supervisory vacancies within a Specialized Program.

d. The OS-SSA-SP consists of two phases that must be completed before a candidate can
be considered for a GS-13 Specialized Program supervisory position. Phase I consists of two
components: an evaluation of the OS-SSA-SP candidate by the DAD responsible for the
respective Specialized Program, and, a “paper board”. The total possible score for Phase I is 63
points.

(1) Specialized Program DAD evaluation of OS-SSA-SP candidates has a maximum
value of 33 points. DADs will carefully evaluate OS-SSA-SP candidates after receiving
instructions suggesting the preferred means to conduct evaluations. In order to evaluate and
score OS-SSA-SP candidates, DADs will review candidate PARS as well as solicited input from
the management team regarding candidate performance and capabilities. Points assigned by
DADs will become a candidate’s raw/flat score with no further calculations required.

(2) The “paper board” has a maximum value of 30 points. Panels will consist of
three senior NCIS managers who will be responsible for all OS-SSA-SP interviews during a
specific selection process. At least one panel member will be a Senior Manager from each
specific candidate’s respective Specialized Program. Candidate personnel records will be
reviewed for Performance and Assignment history, specifically to identify successful leadership
experience and exposure, assignment experience, investigative and operational competency,
breadth of experience within the respective Specialized Program and other disciplines, as well as
the strength of performance ratings. To ensure consistency among panel members, each
candidate’s history will be reviewed and individual panel member ratings will be averaged for a
final score.

e. Based on scores from Phase I, and considering the projected number of OS-SSAs
needed for each program, a percentage of candidates will be referred to participate in Phase Il of
the OS-SSA-SP process. At the end of Phase I, OS-SSA-SP candidates who do not progress to
Phase Il will receive a letter regarding their Phase | results from the appropriate NCISHQ Code
24 DAD.

f. Phase Il consists of two components: a writing exercise and an oral board. The total
possible score for Phase 11 is 105 points.

(1) Writing exercises have a maximum value of 5 points and will take place prior to

000180



the oral board. At the beginning of a writing exercise, candidates will be provided with a
leadership situation consisting of a hypothetical workplace issue that requires decisive resolution.
Candidates have 30 minutes to explain and justify, in writing, the course of action he/she would
take to resolve the issue. The written response will then be reviewed and discussed during the
oral board.

(2) Oral boards have a maximum value of 100 points. Oral boards are a formal
interview by the same panel from Phase | and will include formal presentations by candidates on
an assigned topic. Interviews will follow the established and validated protocol utilized in the
SSA-SP and will include scenarios specific to the candidate’s Specialized Program. Interview
preparation and travel instructions (e.g., time frame, location, and oral presentation topics) will
be provided by separate correspondence. All oral board interviews will be conducted at
NCISHQ.

g. Following completion of Phase 11, OS-SSA-SP candidates will be rank ordered within
their Specialized Program with appropriate weight given to consolidated scores received during
Phases I and Il. The total cumulative points available are 168. Individuals selected for the OS-
SSA-SP will be taken from the top of the rank ordered list, commensurate with the number of
candidates needed to fill prospective SSA vacancies projected for each Specialized Program. At
the end of Phase 11, OS-SSA-SP candidates who are not selected will receive a letter regarding
their performance in Phases | and Il from the appropriate Code 24 DAD. OS-SSA-SP selections
will be made without regard to race, color, religion, sex, national origin, age, marital status, or
non-disqualifying physical or mental handicaps. All actions will be based solely on job-related
criteria.

h. OS-SSAs will remain in the OS-SSA-SP as long as they receive “acceptable™
performance appraisal ratings. OS-SSAs must remain in an OS-SSA billet for a period of three
years before having the option to bid on a non-OS-SSA billet. An OS-SSA who desires to be
removed from an OS-SSA position must submit a request, in writing, through the appropriate
chain of command. With the concurrence of senior management and acceptance by the Director,
the OS-SSA may be returned to a position within the Specialized Program or assigned to another
SA position outside of the Specialized Program. If an OS-SSA returns to a non-SSA position,
they will be required to wait for a three-year period before re-competing in the SSA-SP.

i. To complete the OS Specialized Program career ladder and infrastructure development,
an OS-SSA will be eligible to compete for Senior Management, GS-14, positions within their
respective Specialized Program after completing one year in an OS-SSA-SP assignment. The
Senior Management selection process will follow the same format outlined in Section 13-10;
however, since these positions will be limited in number, and open only to individuals in a
particular Specialized Program, the following exceptions apply:

(1) Senior Management positions will be announced individually (i.e., a Promotion
Nomination List will not be prepared in advance).

(2) A Promotion Nomination Board (PNB) will be convened as each senior
management position becomes vacant. PNBs will be comprised of the AD, OSD (chair), three
senior managers (GS-15), and one senior manager from the candidate’s Specialized Program to
provide technical expertise and guidance.
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J. Once promoted to a Senior Management position, individuals will be required to remain
in this assignment for a minimum of three years. At the end of the three-year assignment,
personnel will be eligible to bid on Senior Management GS-14 positions outside of their
Specialized Program.

k. A Senior Manager at the GS-14 level in a Specialized Program will be eligible to
compete for GS-15 positions after meeting the one year time in grade requirement.

I. Continued participation in the OS-SSA-SP will be based on performance and an
assessment of the participant’s promotion potential. Candidates selected for the OS-SSA-SP are
subject to accelerated mobility and must abide by the NCIS mobility policy described in Section
13-12.

13-11. PROMOTION TO GS-14/15

a. The GS-14/15 promotion process is highly competitive. SAs who meet the criteria set
forth in the vacancy announcement, may request consideration for such an opportunity.
Candidates interested in promotion will be evaluated on leadership/management competencies,
technical skills, breadth of work experience, diversity of assignments, and demonstrated
liaison/representational skills. Emphasis will be placed on the Promotion Nomination Board's
(PNB) rigorous review of the candidate's personnel file, to include the previous three
performance appraisals (PARS) and supervisory promotion suitability recommendations. The
PNB will interview all candidates recommended for further consideration following the
personnel file review.

b. PNB membership will be based on position. The Director, NCIS will determine
membership of the PNB. The GS-15 PNB will be comprised of members at the SES level and
will be chaired by a voting Deputy Director. The GS-14 PNB will be comprised of GS-15 senior
leaders, chaired by a voting Executive Assistant Director. PNB members will participate in both
the personnel file review as well as the panel interview. Scores from personnel file reviews and
interviews will be combined, resulting in a composite individual score.

c. Selection to the Promotion Nomination List (PNL) brings an expectation of availability
for immediate worldwide reassignment, based on the needs of the service. Candidates will
ensure their availability for transfer prior to applying for promotion.

d. The GS-14 and GS-15 promotion process normally occurs annually, however,
additional boards may be convened if required. The process will be conducted as follows:

(1) Annually, Code 10A will make a determination of the number of senior
leadership selections necessary based on anticipated vacancies, retirements/resignations,
NCISHQ validated new leadership billets, and other billet structure and/or strategic
organizational shifts. The HR Assistant Director (AD) will prepare a formal recommendation to
the Director to initiate the promotion process, to include the projected number of vacancies
anticipated.

(2) Upon Director, NCIS approval, Code 10A will initiate the promotion process for
GS-15s and GS-14s. Specific timeframes for the promotion processes are located on the “NCIS
Promotion and Transfer Cycle” schedule, posted on the Human Resources Directorate web page.
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(3) Code 10A will announce initiation of the process via an administrative GEN
ADMIN. Interested parties will have the opportunity to apply for placement on the PNL.

(4) Applicants must notify Code 10A of their interest in promotion by sending an e-
mail or memorandum via their supervisor. Within the e-mail/memorandum, candidates shall
make an affirmative statement that they fully understand the mobility policy for leadership
positions and are available for immediate and worldwide transfer upon selection to the PNL.

(5) Supervisors shall forward the e-mail/memorandum with a statement addressing
any significant changes in the candidate's performance since the last official PARS.

(6) Supervisors and candidates have a joint responsibility to ensure Code 10A has
received the last three PARS of the candidate; that the PARS contain all pertinent performance
and assignment information; that they address the candidate's proficiency in each of the
competencies identified below; and that the PARS contains a recommendation clearly
articulating promotional and leadership suitability.

(7) Candidates will be evaluated in both parts of the process (personnel file review
and oral interview) on the following:

(@) NCIS Mission Awareness/Strategic Plan: Candidate knowledge of the
mission and organization of NCIS, including an understanding of how the organization fits into
the entire DON and DOD. Candidate influences others to translate the mission into action.

(b) Inter-personal Skills: Candidate considers and responds appropriately to
the needs, feelings and capabilities of different people in different situations; is tactful,
compassionate and sensitive; and treats others with respect. Candidate exercises good judgment
by making sound decisions and perceives the impact and implications of decisions.

(c) Oral/Written Communications Skills: Candidate makes clear convincing
oral presentations to individuals or groups; listens effectively and clarifies information as
needed; facilitates an open exchange of ideas and fosters an atmosphere of open communication.
Candidate expresses facts and ideas in writing in a clear, convincing and organized manner.

(d) Liaison/Representational Skills: Candidate develops networks and builds
alliances; engages in cross-functional activities; collaborates across boundaries; and finds
common ground with a widening range of stakeholders. Candidate utilizes contacts to build and
strengthen internal and external support bases.

(e) Strategic Thinking/Vision: Candidate formulates effective strategies
consistent with the NCIS business and organizational strategies. Candidate determines
objectives and sets priorities; is proactive, anticipating potential threats or opportunities; with a
long-term perspective. Candidate acts as a catalyst for organizational change; builds a shared
vision with others; influences others to translate vision into action.

(F) Technical Credibility: Candidate demonstrates technical proficiency and an
understanding of its impact. Candidate understands and appropriately applies procedures,
requirements, regulations and policies related to NCIS specialized expertise. Candidate is able to
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make sound resource decisions and to address training and development needs of staff.
Candidate understands the linkages between administrative competencies and mission needs.

(8) Scores will be based on the following scale and are defined as:

5 - Outstanding: Candidate's proficiency is expert in this area. Candidate
applies the competency in multiple situations without guidance; can train
others on this competency.

4 - Excellent: Candidate's proficiency is extensive in this area. Candidate
exhibits extensive knowledge of the competency and applies the competency
with little or no guidance.

3 - Satisfactory: Candidate has applied this competency in multiple situations
and assignments. Candidate applies this competency with some guidance.

2 - Poor: Candidate has difficultly demonstrating this competency due to their
limited knowledge and/or experience.

0- No Rating: Candidate displays no proficiency in the competency.

(9) The PNB will convene to review and score candidate's personnel files. PNB
members will execute a standardized form for each candidate that provides the opportunity to
score the candidate within each competency. This will result in an initial rating of the
candidates. The best-qualified candidates (those with an averaged score of 3 or above based on
scoring from all PNB members) will be ranked, and a percentage of those candidates, based on
the needs of the service, will progress forward to the interview phase.

(10) PNB standardized interview questions will explore the candidate's readiness to
assume a position of higher responsibility and authority based on the leadership competencies
stated above. The PNB will also confirm the candidate's understanding of the mobility policy
and their availability for immediate and worldwide transfer if selected for the PNL. The PNB
interview will also be scored. The same standardized form will be used to score the candidates
in the interview phase. Both scores will then be combined for a total, overall rating.

(11) PNB members will then rank the candidates by combined score and present the
list of scores only to the Director, NCIS for final selection. The Director may choose to have the
NCIS Inspector General review the PNL prior to final selection.

(12) Once the Director's selection is made, the PNL will be announced via an
administrative Gen Admin.

(13) The PNB Chair will provide feedback for non-selected candidates via a
memorandum listing the assessed competencies and areas suggested for improvement. This
feedback will be provided to candidates who were not selected for the interview phase or
promotion.

e. As specific leadership vacancies occur, the Director, NCIS may or may not solicit
individual interest from PNL candidates for such vacancies. The Director can make selections
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for leadership positions from those candidates on the PNL, or from current incumbent leaders via
lateral transfer.

f. The Director, NCIS can remove a candidate from the PNL at any time for misconduct,
unacceptable performance and/or failure to adhere to the NCIS mobility policy. Candidates not
promoted prior to publication of a new PNL will be re-certified and placed on the next PNL
should the candidate desire to remain eligible but only after Code 10A receives a statement from
the candidate's supervisor indicating performance has not changed. Re-certification is only valid
for a period of three years from the original PNL date. Candidates must re-compete for PNL
consideration after three years. Candidates who decline a reassignment will be immediately
removed from the PNL and barred from PNL consideration for a minimum of three years.

g. The selection process will be made without regard to race, color, religion, sex, national
origin, age, marital status, or non-disqualifying physical or mental handicap. Selection will be
based on job-related criteria and not on favoritism, personal relationships, nepotism, or
patronage.

13-12. MOBILITY PROGRAM

a. NCIS serves a worldwide clientele, including the U.S. Navy, the U.S. Marine Corps,
and the Combatant Commanders. It is absolutely vital that NCIS maintain a flexible workforce
prepared to respond to mission requirements wherever they may occur. In keeping with this
requirement, all new hires into the SA career field are required to sign a Mobility Agreement,
acknowledging their understanding that one or more overseas assignments and periodic transfers
within CONUS will be required throughout their career.

b. Operational requirements are the key driver of the mobility program. However, NCIS
is committed to considering the personal and career impact mobility has on its employees. To
the maximum extent possible, the mobility program provides employees the opportunity to plan
and volunteer for transfers. This allows employees to control and plan their professional
development consistent with readiness imperatives. Selected or unrequested transfers may occur
in the absence of qualified volunteers.

c. A SA who leaves NCIS and is rehired at a later date receives credit for PCS moves
executed prior to the break in service, provided one year was completed at the final assignment
immediately prior to the break in service; otherwise, the SA will not receive credit for the PCS
transfer immediately preceding the break.

d. Mobility will not be used as a way to effect discipline; however, all SAs must recognize
the potential for transfer from their current duty station when misconduct or incidents of bad
judgment render the SA ineffective. Such decisions are the prerogative of the Director, NCIS.
Under these circumstances, a transfer may be effected as an extraordinary need of the service
regardless of the SA’s time in the Area of Operational Responsibility (AOR) or mobility
exemption.

e. For purposes of this policy, an AOR consists of NCISHQ and its components and the
major field offices and associated sub-offices, as listed in the NCIS-2. To determine the amount
of time an individual has been in their current AOR, the individual’s transfer history will be
reviewed. A PCS is the official transfer of an employee from one Permanent Duty Station (PDS)
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to another. For mobility purposes, short distance transfers (i.e., PCS moves within the same
AOR) will generally be considered “relocation/reassignment” PCS moves and not “qualifying”
PCS moves. However, a PCS move to a new PDS that is at least 50 miles from the old PDS, and
which increases the employee’s daily commute by at least 10 miles, will count as a qualifying
PCS move for mobility purposes and will restart the individual’s AOR timeframe.

f. Special Agent Afloat tours and extended TDYSs in support of the global war on terrorism
(i.e., to locations such as Irag, Afghanistan, and the Horn of Africa) are viewed favorably during
the selection process. While participation in these missions is not an automatic exclusion from
being selected for an unrequested transfer, it is taken into account.

g. Unique assignments requiring special qualifications or experience, and unique
situations requiring responsive NCIS mission support (i.e., Desert Shield/Desert Storm, GWOT,
or, general war), may require expeditious transfer of SAs. Under these circumstances, the
Director, NCIS may suspend or void mobility exemptions.

h. Mobility Policy for Supervisory Personnel.

(1) For purpose of definition, the SSA-SP is comprised of three groups of
participants: participants who are SSA-SP validated, but have not yet served in supervisory
positions; and, participants who are SSA-SP validated and currently serve as supervisors; and,
currently validated SSA-SP participants who previously served in supervisory positions pursuant
to SSA-SP validation.

(2) Validated SSA-SP and PNL participants may make a written request to withdraw
from the SSA-SP or PNL, addressed to Code 10A, via the SAC/DAD and Executive Assistant
Director (EAD). SSA-SP/PNL participants will remain in the program pending a decision on a
request to withdraw, which will be decided based on the needs of the service. Anyone granted a
withdrawal will be required to wait three years before reapplying for the SSA-SP/PNL or for a
supervisory position. SSA-SP participants who wish to bid on SA billets must be granted a
withdrawal from the SSA-SP before they will be eligible to apply for SA positions.

(3) All currently validated SSA-SP participants (paragraph 13-8 or 13-9), all
candidates on a current PNL, and any NCIS supervisor under a mobility agreement, must execute
lateral reassignment orders, including lateral permanent change of station orders, when directed.
Failure to execute such orders will have the following effects:

(a) SSA-SP participants who have not yet served in supervisory positions
pursuant to SSA-SP validation will be withdrawn from the SSA-SP and will be required to wait
three years before reapplying for the SSA-SP or for a supervisory position.

(b) SSA-SP participants who currently serve in supervisory positions, or who
previously served in supervisory positions pursuant to SSA-SP validation, and all GS-1811-
14/15 personnel, will be referred to the NCIS HR Directorate for appropriate action.

(4) PNL personnel under mobility agreements who refuse promotion orders will be
withdrawn from the PNL and will be required to wait three years before reapplying to the PNL.
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(5) Managers granted an exemption from mobility may be required to temporarily
assume a non-management position at the completion of a normal tour. When the employee is
mobile in the future, efforts will be made to reassign the SA to a management position consistent
with the needs of the service and existing management vacancies. Depending on circumstances,
managers may or may not eventually return to a management billet.

i. Exemptions from the Mobility Policy.

(1) Exemptions from the mobility program or special transfer requests for managers
and non-managers will be considered under exceptional circumstances. When striking the
proper balance of mission needs, fairness, and personal goals, absent extraordinary
circumstances, personnel should not expect to be subject to an unrequested move when one of
the following conditions are present:

(@) A first-time supervisor in their first year of a CONUS assignment; or,

(b) A first-time supervisor in the first two years of an OCONUS assignment;
or,

(c) Employees serving in a headquarters assignment for less than two years; or,
(d) Employees assigned to the CRFO; or,

(e) A validated humanitarian issue; or,

(F) Transfers requiring an OCONUS to OCONUS move.

(2) In addition to the six conditions listed above and absent extraordinary needs of
the service, non-supervisory personnel should not expect to be subject to a selected or
unrequested move:

(a) During service in their initial NCIS assignment for less than three (3) years.

(b) When within two (2) years of mandatory retirement.

(c) OCONUS tour lengths and extensions will continue to be honored in
accordance with the individual’s transportation agreement.

(3) In addition, the following is a list of exemption categories for which employees
may qualify and elect to request:

(a) No-Move/Homeport Written Exemption: Written "No-Move™ and
"Homeport" letters issued to agents who volunteered for the Special Assignment Location
Program (SALP) will be honored, contingent upon billet strength validations at those locations.
This program was closed to new participation in 1991.

(b) Humanitarian/Hardship Exemption: See detailed information in paragraph
13-13.
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(c) Pregnancy Deferment. A temporary deferment from a compulsory move
may be granted if the SA is pregnant, the SA’s spouse is pregnant, or the SA has a newborn child
up to 1 year of age. If one of these conditions exists, the SA may request a deferment until the
newborn child reaches one year of age. Upon expiration of the deferment, the SA will be
expected to transfer as determined by the needs of the agency. See paragraph 13-19d for
additional information pertaining to a pregnant SA.

(d) Afloat Exemption. Agents who serve a qualifying deployed afloat tour
may exercise a two or three year mobility exemption at the conclusion of the tour. Refer to
NCIS-1 Chapter 29, Special Agent Afloat Program, for details on the exemption duration. This
exemption will commence immediately upon completion of the afloat assignment. Agents who
complete a Staff Counterintelligence Officer (SCIO) assignment with a deploying numbered
fleet qualify for a three year afloat exemption.

(e) Temporary Duty Tour Exemption. One-, two-, or three-year exemptions
may be offered to SAs selected for extended Temporary Duty (TDY) tours (normally a six-
month duration or longer). Exemptions would commence immediately upon successful
conclusion of the TDY. Duration of the TDY exemption, if offered, will be noted in the vacancy
announcement.

(f) 5-Year Exemption:

(1) Agents who have executed a minimum of three PCS moves, one of
which was to a Critical Readiness Office (CRO), while the office was on a CRO list, earn a five-
year mobility exemption. CROs are those offices with significant, recurring, or projected
shortages of personnel. SAs may exercise this exemption at their discretion at CONUS locations
only. To count towards the PCS requirements for a five-year mobility exemption, the PCS move
must be a “qualifying” PCS move as described in paragraph 13-11e. SAs hired prior to 1993 are
presumed to have satisfied the CRO requirement and qualify for this exemption if they have
executed a least three qualifying PCS moves. SAs who have conducted three TDY deployments
to Irag, Afghanistan, or the Horn of Africa (in any combination), each for a period of 90
consecutive days or more, are credited towards earning a five-year mobility exemption with
either, (1) having satisfied the CRO requirement, or, (2) having satisfied one PCS move. The
application of the TDY tours in lieu of the CRO or PCS requirement will be made at the SAs
discretion. Appendix (1) contains two possible examples of application of the TDY credit.
Other combinations of assignments may also qualify for this exemption.

(2) In view of the benefits already associated with a CRFO assignment, and
due to the large number of SAs assigned there, this change in policy does not apply to SAs who
conduct three TDY deployments while assigned to the CRFO.

(3) Managers may not exercise the five-year exemption while in a management
position. Eligible SAs who leave management may exercise the five-year exemption in
accordance with the above guidance.

(4) SAs who meet eligibility and wish to exercise this exemption must notify
Code 10A in writing of their intention to exercise the exemption in place. Employees who
qualify for the five-year exemption and wish to exercise their exemption may submit their
request for exemption in January of each year. Employees who do not submit their exemption
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requests by 31 January will be subject to transfer. Requirements for timely submission of
exemption requests will assist the employee in effectively planning their personal and
professional goals balanced against the needs of the service to fill vacancies. Existing approved
eight-year exemptions will continue to be honored. The SAs who have exercised their five-year
(or, eight-year) exemption may volunteer for reassignment during the pendency of the
exemption; however, unexpired time on the exemption will be forfeited if the agent is selected
for transfer.

13-13. PCS PREFERENCE SHEET

a. SAs are required to submit a PCS Preference Sheet to Code 10A from 01 - 31 August
each year. Code 10A will not accept forms completed outside of this timeframe. This
information is critical for maintaining a fair, consistent and predictable assignment process for
our workforce, while still ensuring we meet all of our mission requirements. In the event a
selected or un-requested move is required, the PCS Preference Sheet gives the agent an
opportunity to advise NCISHQ in advance of their transfer preferences. Failure to submita PCS
Preference Sheet by the 31% of August may result in a possible PCS transfer without
consideration of an agent’s preferences, as the agent’s last submission (if any) will then become
the preference sheet of record. Filling out a preference sheet DOES NOT constitute a transfer
request. To request a transfer, an agent must submit a separate bid memo in response to a
vacancy announcement. See section 13-15f(3) for additional details regarding the bid memo
process.

b. PCS Preference Sheets should be completed using the four digit office codes listed in
the current NCIS-2 and must rank the agent’s top five PCS location preferences for each of the
following areas: NCISHQ (by Code), CONUS, OCONUS, and Critical Readiness Office (CRO)
locations. CROs are those offices with significant, recurring, or projected shortages of
personnel. With input from the Office of Inspections and Program Directors, Code 10A will
annually validate and publish the list of designated CROs.

13-14. OVERSEAS EXTENSIONS

a. To identify potential OCONUS vacancies, information on extension preferences will be
solicited from overseas personnel completing their OCONUS tours during the next fiscal year.
This information will be requested via overseas SACs. Prior to requesting this information, an
administrative GEN ADMIN message will be released by Code 10A informing the field that the
extension request cycle is about to commence and describing the specific process that will be
used to compile extension data.

b. All extension requests submitted to Code 10A must be accompanied by a SAC
endorsement or non-endorsement. SACs may also choose to endorse the request for an amount
of time that is different than that requested by overseas personnel. Upon receipt of the extension
data, Code 10A will forward the information to the Program Directors, Executive Assistant to the
Director (EAD) Atlantic (EADLANT), EAD Pacific (EADPAC), and Planning &Evaluation
(P&E) for review and comments. At this phase, extension requests will be evaluated from a
larger workforce planning perspective. Recipients will be given three business days to respond
to Code 10A with their comments on the extension requests. Non-responses will be viewed as
concurrence with the extensions and/or non-extensions. A list containing endorsed and non-
endorsed extension requests will then be submitted to the Deputy Directors for final approval.
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Differing positions and opinions submitted by SACs and program reviewers will be resolved by
the DDO.

13-15. ASSIGNMENT REQUEST OPTIONS

a. The NCIS mission demands flexibility to respond to emerging requirements. NCIS
employees seek the same flexibility to balance the equally challenging family issues connected
to deployments, transfers, and other career pursuits. The NCIS organizational philosophy seeks
to meet the sometimes competing demands of personal and professional life through a number of
work/life programs and policies designed to create more flexible, responsible work environments
to support family or personal situations.

b. Employees may be able to meet their workplace flexibility requirements through one
or more of the following work/life programs and policies (see NCIS-1, Chapter 15, or, the NCIS
Benefits link (http://infoweb/agency/depwebsites/personnel/benefits.html for more details):

(1) Telework
(2) Part Time Employment

(3) Various Leave Options (e.g., Annual Leave, Sick Leave, Advanced Leave,
Home Leave, Leave Without Pay, VVoluntary Leave Transfer Program, or Family
Friendly/Family Medical Leave.

c. Inthose cases where employees desire assignment to a specific location, whether it
involves remaining in their current location or moving to a new duty location, there are two
primary options available to them: 1) the transfer process, or, 2) a Humanitarian/Hardship
request.

d. Each year, NCIS conducts an OCONUS and CONUS transfer process. In doing so, one
of the main objectives is to provide new assignments for overseas employees whose tours are
ending and for whom extensions have not been requested or approved. This process also assists
program managers with aligning their billet structure to help meet mission requirements and
ensure mission success. In addition to the yearly transfer cycle, there are off-cycle vacancy
announcements to fill critical or specialty billets, e.g. Special Agent Afloat. (See Section 13-16
for additional details regarding the transfer process, including required documentation, review
and selection factors and projected time frames.) Yearly and off-cycle transfer processes are also
available to employees requesting assignments due to special circumstances, whether personal,
family, or work related. Examples of special circumstances that may prompt an employee’s
interest in relocating to a new duty location may include, but are not limited to, the following:

(1) Assignment with Military Spouses. Section 806 of Public Law 99-145,
"Department of Defense (DoD) Authorization Act of 1986," established the Military Spouse
Preference Program. This program provides job placement priority for military spouses who
relocate to accompany their sponsor on a PCS move to an active duty location. Formal
participation in this program is limited to the competitive service and, therefore, is not available
to NCIS employees who are married to military members. NCIS recognizes that NCIS
employees with military spouses face the same difficult circumstances that Public Law 99-145
was designed to address. As a result, efforts will be made to assign these employees to the area
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of the transferring spouse's duty station when:
(a) An opening/operational need exists in the new area; and,

(b) The performance record and qualifications of the employee support the
assignment.

Employees who want to co-locate or transfer at “no cost” on their spouse’s (NCIS or non-NCIS
employees) orders are entitled only to the benefits associated with the spouse’s orders. Duplicate
benefits will not be paid if an NCIS employee elects separate travel and transportation
allowances from that of their spouse (NCIS or non-NCIS employee). For additional details
pertaining to travel and transportation allowances see NCIS-1, Chapter 38.

Employees who want to collocate or transfer on their military spouse’s orders must ensure
contact between their spouse’s detailer and the Code 10A Operations Division Chief at least 6
months prior to a possible transfer date for either spouse. Failure to do so may result in
unaccompanied assignments or extended separations. For additional details pertaining to travel
and transportation allowances see NCIS-1, Chapter 38.

(2) Assignment with Non-Military Spouses on Mobility Agreements. A unique set
of circumstances exists when one or both spouses are subject to mobility programs. This is
especially a problem when the spouses are employed by different organizations. In these cases,
efforts will be made to assign employees with NCIS spouses (Note: NCIS employees related or
married to each other will not necessarily be assigned in the same office and will normally not be
assigned as a subordinate in the other’s chain of command) or spouses whose employment
involves mobility requirements similar to NCIS’, to the area of the transferring spouse’s new
assignment location when:

(a) An opening/operational need exists at the new duty location; and,

(b) The performance record and qualifications of the employee support the
assignment.

Employees who want to co-locate or transfer at “no cost” on their spouse’s (NCIS or non-NCIS
employees) orders are entitled only to the benefits associated with the spouse’s orders. Duplicate
benefits will not be paid if an NCIS employee elects separate travel and transportation
allowances from that of their spouse (NCIS or non-NCIS employee). For additional details
pertaining to travel and transportation allowances see NCIS-1, Chapter 38.

(3) Assignments Desired Due to Special Circumstances. In addition to the spousal
mobility factors, there are a number of special circumstances (personal, family, work, etc.) that
may drive an individual’s desire to transfer to a specific location that do not meet the
Humanitarian/Hardship threshold (see subparagraph e below).

(4) For all of the above situations, reassignments will be made in concert with advertised
vacancies. All assignments are based primarily on the needs of the agency and, secondarily, on
the desires of the individual. Selections will be based primarily on performance record and
overall qualifications for the position; however, the no-cost aspect will be considered as a
secondary factor. No cost considerations are generally limited to those scenarios where a
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reassignment does not require cost orders, or where a PCS is connected to a military spouse’s
orders or a spouse’s corporate expense related to an official move. SAs should address the
circumstances impacting the request, including a spouse’s mobility situation or other special
circumstances, in paragraph 4 of their bid memo to ensure these issues are brought to the
attention of the reviewing and selecting officials.

e. Humanitarian/Hardship Requests.

(1) NCIS civilian personnel who believe they have a severe personal hardship that
qualifies them for either exemption from mobility (for those subject to the NCIS mobility policy)
or for a transfer to a specifically requested location, may submit a Humanitarian/Hardship (H/H)
request. The process for submitting and reviewing H/H requests is detailed herein. Such
requests will only be granted in cases where it is determined that a severe hardship exists.
Managers granted an H/H request might be required to temporarily assume a non-management
position. However, if circumstances change sufficiently to once again allow mobility, efforts
will be made to reassign the individual to a management position in accordance with existing
mobility policy. Mobility exemptions will be reviewed on a recurring basis consistent with the
parameters set forth in the decision memorandum granting each exemption.

(2) Humanitarian/Hardship Factors: All employees are eligible to submit an H/H
request. In determining whether a request should be granted, the following factors will be
considered.

(a) A severe hardship exists. Examples of possible severe personal hardships
are listed in paragraph 13-12.c.

(b) The problem/situation affects the applicant, his/her immediate family,
and/or any bona fide dependant to the applicant. Hereinafter, immediate family members and
bona fide dependents will be jointly referred to as an “immediate family member”.

(c) There is no other family member or relative who is capable of providing the
necessary assistance.

(d) The applicant has made every reasonable effort to alleviate the hardship
through other means such as personal leave, official correspondence, power of attorney, or with
the assistance of other professionals such as lawyers, counselors, clergy, doctors, psychiatrists,
etc.

(e) The applicant’s presence in a designated location is required for specified
reasons other than for morale or financial purposes alone.
(F) If either of the following applies:

1 The applicant’s transfer is required because the applicant or the
immediate family member cannot receive adequate care (medical, special education, etc.) at the
current location; or,

2 The applicant’s non-transfer is required because the applicant or the
immediate family member would not be able to receive adequate care (medical, special
education, etc.) at a prospective duty location.
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(3) Possible Humanitarian/Hardship Circumstances: Applicants will not be granted
an H/H exemption from mobility simply because they or their immediate family member(s) have
a medical condition or special education needs. To be exempt from mobility or to be transferred
to a specific location, the applicant must be able to demonstrate that the requested location is the
only place the individual would be able to receive the necessary treatment, special education, etc.
At a minimum, the applicant must show a severe hardship justifying the need for the move or
mobility exemption in respect to the desired location. The following circumstances are examples
of situations that may constitute a “severe hardship” and, therefore, may justify the granting of
an H/H request:

(@) Applicant or applicant’s immediate family member is currently diagnosed
with a chronic, serious condition or has a medically significant disease currently being
diagnosed.

(b) Severe illness (physical or mental) of applicant or applicant’s immediate
family member resulting in the affected person’s hospitalization or scheduled hospitalization for
an extended period.

(c) Special medical, psychological, developmental or special educational needs
of applicant or applicant’s immediate family member.

(d) Death of applicant’s spouse or child.
(e) Pending legal procedures (i.e., divorce proceedings and/or child custody
disputes) which will require the applicant to maintain his/her current residence for the

foreseeable future.

(f) Other hardships and special circumstances may qualify for H/H actions if
approved by the Director, NCIS.

(4) The following circumstances would not normally justify the granting of an H/H
request:

(a) For financial or business reasons (including the operation of a family
business).

(b) For personal convenience.

(c) For the purpose of attending to or assisting persons not determined to be
immediate family.

(d) Due to a spouse’s employment circumstances.

(e) For settling of estates (instead, applicant should use leave time, other
family members’ assistance, lawyers, etc.).

(f) Because employee is a single parent (exception is made for unaccompanied
tours).
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(5) H/H Request Procedures. When an employee believes that he/she has a severe
personal hardship, he/she may submit an H/H request for consideration using the following
procedures:

(@) Applicants will submit a memo to their respective SAC/DAD via their
direct supervisor discussing all relevant matters. Among other things, the memo should include:

1. A detailed synopsis of the H/H issue, including the name, age, and
location of immediate family member(s) experiencing the hardship. This synopsis should
discuss why the applicant feels his/her situation constitutes a “severe hardship”.

2. A detailed description of what has been done to alleviate the H/H
problem, prior to submission of the H/H request.

3. Primary and, if desired, alternate actions requested by the applicant.
It is highly recommended that applicants also list alternative preferences in their request.
Examples of actions that may be taken in response to an H/H request are listed below. These
actions may occur individually or in conjunction with each other. Decisions on H/H requests
may not always result in precisely the actions desired by the applicant. Decisions will be based
on a variety of factors, the primary factor being the needs of the service; however, every attempt
will be made to match career and special family needs. This list is not all-inclusive; therefore,
other actions may be deemed appropriate (and may be requested) depending on the
circumstances.

a. Cancellation of PCS orders.
b. Transfer to a regional location or specific office location.
c. Exemption from the mobility policy (permanent or temporary)

d. Exemption from transfer to certain specified locations only, for
example, OCONUS (H/H requests granted due to unsuitability of applicant or applicant’s family
members in the overseas location will not necessarily preclude the transfer of the applicant and
family members to a CONUS assignment).

4. A brief statement outlining how the requested action will either
alleviate or resolve the H/H issue and discussing why the situation cannot be satisfactorily
resolved without the requested action.

(b) In addition to the above memo, each applicant’s H/H request should
include documentation supporting the request. NCISHQ will not, as a matter of routine, contact
physicians, attorneys, etc., to obtain records. Therefore, if the applicant wants this information
reviewed as part of his/her request, then it is the applicant’s responsibility to obtain and provide
this information to Code 10A via their SAC/DAD. Inclusion of supporting documentation is
strongly recommended to ensure clarity and provide justification for submitting the request.
Requests, which are incomplete or contain insufficient information on which to base a decision,
will be held in abeyance at Code 10A until the information is provided. Some examples of
supporting documentation include, but are not limited to:
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1. Special Education Needs. Requests pertaining to special education
needs should include a letter from school officials and medical practitioners (if applicable)
detailing the special care currently provided/needed.

2. If the hardship involves pending divorce action and/or custody of
dependant children, a current statement indicating actual or expected court dates should
accompany the request.

3. Medical Hardships. If illness is involved, a current (within two
months) statement is required from the attending physician. Medical terminology within the
statement should be defined to a degree sufficient to allow a layman to understand the nature of
the illness. The statement must include the diagnosis and prognosis and, if hospitalization is
involved, the probable length of hospitalization. When mental illness is involved, the physician
and/or mental health professional’s statement(s) should include pertinent background
information concerning the patient’s mental health, effect of treatment on the condition, and/or
the possibility/probability of recurrence at a later date.

(6) SAC/DAD Comments. SAC/DAD comments must be received by Code 10A
before the applicant’s request will be considered. Before submission of the request, SACs/DADs
will review the request to ensure it contains necessary information and supporting
documentation. When forwarding the request to Code 10A, the SAC/DAD comments should
contain the following information:

(a) A definitive statement (endorsed or not endorsed); and,

(b) Comments noting any new information not contained in the applicant’s
request which the SAC/DAD has learned by personal interview or other contact; and,

(c) A statement addressing various factors, such as: what assistance has been
provided to the applicant or the applicant’s family by the current duty station; information on
whether the applicant has required previous special consideration/leave, etc., due to this problem
or similar circumstances; applicant’s disciplinary status or pending disciplinary action;
applicant’s current duty status and specialty; date the individual reported to his/her current duty
station; the expected impact granting or not granting applicant’s request will have on the
office/mission; and any other relevant information which may assist NCISHQ in their evaluation
and response to the applicant’s request.

(7) Processing of Request. SACs/DAD should forward H/H requests along with
their comments to the Code 10A Division Chief. Upon receipt of all necessary information,
Code 10A will coordinate with Code 10X (for baseline alignment) and the Operational Program
Directors (for billet alignment). Once complete, the billet information and the individual’s
packet will be routed to Code 10 management (for input regarding HR/personnel matters), the
NCISHQ Staff Psychologist (for input regarding medical/psychological matters), the NCIS
Inspector General, and the Deputy Director for Management and Administration (DDM&A) for
review. The DDM&A will make a final decision on the request. Once a determination is made,
applicants will normally be notified via official memorandum. This review, approval/denial, and
notification process will also be used for reconsideration and extension requests, as explained
below.
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(8) Reconsideration. If the request was denied or the action granted was not that
requested by the applicant, the applicant may ask for his/her request to be reconsidered by a
formal memo to Code 10A Division Chief, with SAC/DAD comments and additional
substantiating documentation or rationale. Reconsideration memos should reference initial
requests along with declination memos received from Code 10A. Reconsideration requests need
not contain documents submitted with original requests if original requests were made within the
past 12 months. If more than 12 months have passed, requests for reconsideration must contain
copies of original requests as an enclosure along with additional current/relevant supporting
documentation.

(9) Extensions and Cancellations. Mobility exemptions will be reviewed in
accordance with parameters outlined in the memorandum granting said exemption, but no later
than one year from the date of approval. Exemptions will normally expire one year from the date
of the approval letter. Therefore, applicants are responsible for requesting an extension of their
exemption, if they believe their circumstances warrant such action. Extension requests must be
submitted at least one month prior to expiration. When requesting an extension, applicants
should reference their initial request along with the authorizing memaos that granted their initial
request and any subsequent extensions. Additionally, the memorandum should provide updated
information about the applicant’s circumstances, including current supporting documentation
(i.e., doctor and/or school assessments, as applicable, which were completed within the past two
months). When circumstances which warranted an H/H action change, and an employee is no
longer eligible for the H/H exemption, applicants must notify the Code 10A Division Chief
immediately of the changed circumstances.

13-16. TRANSFERS

a. Transfers are driven, to a great extent, by overseas requirements. At the conclusion of
an overseas tour, the agent who does not request and receive an extension must return to a
CONUS assignment in order to compete for another OCONUS assignment. An employee
departing overseas may be replaced and the overseas returnee slotted into a CONUS billet, or
another OCONUS assignment. Prior to backfilling overseas assignments, P&E in consultation
with the relevant Operational Program(s) will analyze billets to assess their continuing
validation. If positions are not revalidated, backfills will not be provided and those positions
may be eliminated from the overseas billet structure. Every consideration will be given to the
choices of employees returning from overseas assignments; however, it is emphasized that these
individuals will be assigned where valid openings exist.

b. An Overseas Suitability Checklist must be completed for all personnel being considered
for transfer to an overseas location, including Hawaii. See paragraph 13-16 for further details.

c. Specific timeframes for the transfer cycle are located on the “NCIS Promotion and
Transfer Cycle” schedule, which is posted on the Human Resources Directorate web page. The
announcement and selection process will occur as follows:

(1) Annually, the DAD for Code 10A will prepare transfer lists based on input from
senior managers in the field and at NCISHQ. Transfer lists are based primarily on filling
management and OCONUS vacancies, and placing CONUS-bound employees into billets.
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(2) Transfers will be competitive and, to the maximum extent possible, voluntary.
When billet vacancies occur or are projected, billets will be revalidated, advertised by Code 10A
through a vacancy announcement GEN message, and filled through a competitive bidding
process. SACs/DADs are responsible for ensuring that employees at off-site locations, or, TDY
within their AORs, are made aware of the information contained in the vacancy announcement.
Absent unanticipated vacancies or exigent circumstances, Code 10A will normally advertise
vacancies at least 90 days in advance of the reporting date. Code 10A will re-advertise vacancies
for which no qualified bidders are selected. If no qualified bidders are selected after the second
vacancy announcement, selected transfers will occur. If it becomes necessary to transfer an
employee involuntarily, the selection process will start with evaluation of assignment histories,
determination of exemptions, and evaluation of suitability. A selection will then be made based
primarily on performance record/qualifications and time in place. In all cases, decisions
regarding selection for a vacancy will ultimately be based on needs of the service and overall
efficiency of an office.

(3) Bid Submissions.

(@) In response to Code 10A vacancy announcement Gen Admins, volunteers
will be required to “bid” on announced vacancies by notifying Code 10A via e-mail of their
desire for reassignment to the announced vacancies. Appropriate Code 10A POCs will be listed
in vacancy announcement Gen Admins. Applicants should submit their bids directly to Code
10A POCs with a courtesy copy to their immediate supervisor. Although comments are not
required from the bidder’s SSA and/or ASAC/Division Chief, applicants are encouraged to
submit their bid through their chain of command, with a request that it be forwarded to their
respective SAC/DAD for endorsement. This allows applicants’ immediate supervisors the
opportunity to provide comments to respective SACs/DADs for consideration. Applicants
should not wait until the last day of the bid opening before submitting requests for endorsement.
By doing so, they hinder their supervisor’s ability to complete and forward the necessary
supervisory comments to Code 10A in a timely manner. Applicants are encouraged to follow-up
with their supervisors to ensure that SAC/DAD endorsements have been submitted to Code 10A
prior to the bid close date. Eligible employees are encouraged to bid on more than one vacancy.

(b) As a condition of bidding, Code 10A may require volunteers to list and
rank a minimum number of vacancies. Additionally, returning OCONUS bidders may be
required to include at least one headquarters code on their list of assignment preferences. Unless
specified otherwise in the vacancy announcement Gen Admin, individuals submitting a bid in
response to a vacancy announcement should prepare a formal memorandum (hereinafter referred
to as a “bid memo”) detailing their request. Bidders should keep in mind the competitive nature
of the vacancy for which they are applying. One goal of the bid memo should be to show why a
particular candidate is best suited for the desired position(s). With this in mind, the bid memo
should address a candidate’s high points. If candidates want the selection committee to know
something about them, they should include that information in their bid memo. Candidates
should not leave it up to their supervisors to provide this level of detailed information.
Additionally, bidders should not rely on information contained in NCISHQ’ records or their
NCISHQ personnel file. Though updated on a regular basis, these records may not highlight or
contain pertinent information associated with the bidder’s qualifications for a desired position.

(c) A sample Bid Memo (Appendix (2)) is provided at the end of this chapter.
This sample is not all-inclusive and may be modified to meet the needs of the applicant.
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Applicants are encouraged to include the following information in their bid memo. (Bullet
format is preferred and applicants should try to limit their bid memo to one page):

1. Interest: List the position for which you are competing. If you are
submitting a bid for more than one position, list them in order of preference.

2. NCIS Background: A “brief” synopsis of NCIS employment history
(hire date/place, transfer dates/places, current location & current assignment/specialty).

3. Training and Experience: Applicants are encouraged to include
relevant training and experience details in their bid, especially those highlighting their
qualifications relative to the requested assignment. Some examples include: advanced training
courses, deployments, independent duties, source handling, etc., and relevant pre-NCIS
employment information (i.e., Credentialed Military Special Agents, former law enforcement
and/or military experience, etc.).

4. Additional Comments: Applicants should use this section to list any
additional factors they wish to bring to the attention of selection board members.

(4) Follow-On Assignment Bid (FAB). A FAB bid is a proposal by an employee
specifying two successive transfers, for example, a transfer to Hawaii with a follow-on
assignment to San Diego. Code 10A may occasionally designate a vacancy as a FAB
assignment. Any qualified employee may volunteer for designated FAB vacancies. A FAB bid
will consist of a bid memo listing one or more advertised, designated FAB vacancies and one or
more preferred follow-on assignment(s). Bid memos should list and rank the employee’s
proposed follow-on assignments in order of preference. Employees may bid on successive
OCONUS assignments (for example, Kuwait with follow-on assignment to Naples, Italy).

(5) Endorsements. Unless specified otherwise in the vacancy announcement GEN,
all bids require endorsement or non-endorsement comments by the employee’s SAC or DAD, as
applicable. SAC/DAD comments should be submitted to the Code 10A POC by the bid close
date. If there are any disciplinary or performance issues with the applicant, the SAC/DAD
comments should discuss this and should elaborate on how these issues would or would not
affect the applicant’s performance at the requested assignment. A copy of the endorsement
and/or non-endorsement shall be provided to the applicant upon forwarding to the Code 10A
POC. All bids and SAC/DAD comments submitted in response to a Code 10A vacancy
announcement will be acknowledged via e-mail. However, if an acknowledgment has not been
received by the third business day following the bid close date, the applicant should contact the
Code 10A POC to ensure Code 10A received the bid and the SAC/DAD comments.

(6) Supervisory Input. Using input from supervisors, Code 10A will evaluate
candidates against vacancy requirements and prepare a list of transfer recommendations.
Candidates’ qualifications will be evaluated against a variety of criteria, e.g., language
ability/aptitude, specialized work experience and training, performance and assignment history,
supervisory recommendations, time in place, and staffing requirements. Selections will be based
primarily on performance record and overall qualifications for the position; however, the no-cost
aspect will be considered as a secondary factor. Code 10A recommendations will be submitted
to the Program Directors, EADLANT, EADPAC, and the P&E Directorate for review and
comments. Additionally, SACs/DADs at the respective field offices will be provided a list of the
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individuals recommended for transfer to their AORs along with the associated bid memos. The
recommendations forwarded to the Program Directors and SACs/DADs are not the final
selections and, therefore, should be held in confidence. Program Directors and SACs/DADs are
asked to refrain from forwarding these lists to individuals outside of their upper-level chain of
command. Recipients will be given three business days to respond to Code 10A with their
comments on the recommendations. Non-responses will be viewed as concurrence with the
recommendations. The recipients’ comments and Code 10A recommendations will be submitted
to the Deputy Directors for review. Differing positions and opinions submitted by recipients and
Code 10A will be resolved by the DDO. Following this, a list of transfer recommendations will
be submitted to the Director for final approval.

(7) Once final transfer selections have been made, Code 10A will announce the
selections with a selection GEN. The selection GEN will specify a transfer timeframe (i.e.,
394" Qtr FY-XX). Ninety days is considered a reasonable amount of time to conduct a PCS
move; however, the actual transfer dates within the specified timeframe should be coordinated
between the transferring employees, their current and pending SACs/DADs. Once the transfer
date is established, it is incumbent upon the losing and gaining components to submit a
Personnel Status Report (PSR) to Code 10A2 in order to effect the necessary pay changes.
Failure to do so will cause delays in the processing of personnel actions that directly affect the
employee’s pay and entitlements. When submitting the PSR, the field office should reference
the selection GEN. If the individual was selected for a position entailing a temporary or
permanent promotion, that information should also be noted in the PSR. A PSR is required even
if the selection does not require a PCS move from one geographical location to another.

(8) Unless specified otherwise in the announcement Gen Admin, the above process
for submitting bids and endorsements will also be followed with respect to announcements
soliciting volunteers for TDY assignment. If the cognizant program office is not Code 10A, the
appropriate POC will be specified in the vacancy announcement.

13-17. OVERSEAS SUITABILITY

During the assignment consideration phase, supervisors at or above the SAC level will interview
SAs to determine their suitability for overseas assignments, including Hawaii. The interview
should be documented using the Overseas Suitability Checklist and the results forwarded to
Code 10A for review and retention.

13-18. OUTSIDE EMPLOYMENT

a. Outside employment by GL/GS-1811 SAs will generally be prohibited. SA positions
place high demands on an individual’s time and attention. Availability and response must be
assured 24 hours a day. There is an expectation on behalf of the public that SAs are fully
devoted to their duties. This expectation is demonstrated by the fact that SAs are eligible for
Law Enforcement Availability Pay (LEAP). SAs may, on a case-by-case basis, apply for
approval to engage in outside employment. The SA will forward a memorandum requesting
approval via the SSA and SAC to the DAD Code 10A. The memorandum will identify the
proposed position, the expected number of hours per week the employment will take, and
reason(s) for wanting the outside employment (i.e., monetary, professional). The SSA and SAC
will recommend either approval or disapproval. The NCISHQ legal counsel and Inspector
General will be consulted and will recommend approval or disapproval to the DAD Code 10A.
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b. The term outside employment means any employment other than NCIS employment,
including self-employment, employment by a third party, or participation in any business
venture, whether or not there is any profit to the employee. Self-employment includes any
participating interest in a business, corporation, or franchised operation. Outside employment
does not include the following:

(1) Ownership of stocks or bonds, or, an employee's personal management of
investments of this kind.

(2) Ownership of income-producing real estate, as long as the employee does not in
any manner use official time or facilities to manage such property.

(3) Efforts expended in pursuit of a charity, fund raising for youth activities, PTA,
volunteer coach for youth leagues and other volunteer community activities.

(4) Participation in Military Reserve or National Guard; however, when conflicts
arise between NCIS duties and Reserve/Guard duties, the employee is expected to make every
effort to resolve the conflict in the favor of NCIS.

c. No employee shall engage in any outside employment which will create or appear to
create a conflict of interest, reflect adversely upon the DON/NCIS, or interfere with the
employee's availability for normal duties, timely recall, or the proper and effective performance
of the duties of his/her position.

d. An employee who has secured approval to engage in outside employment is not
authorized to use appropriated funds or items purchased or leased through expenditures of
appropriated funds in furtherance of his/her outside employment. While not all inclusive, use of
the following is prohibited:

(1) Government office space.

(2) Government vehicles or Government-furnished transportation.

(3) Other government employees, including courier or messenger service.

(4) Government envelopes/mailing procedures.

(5) Typewriters, word processors, computers, reproduction equipment, bulletin
boards, telephone and/or paging services.

(6) Any other item or service purchased by appropriated funds.
e. In addition, an employee who has secured approval for outside employment may not:
(1) Solicit business on Department of the Navy premises at any time.

(2) Make personal solicitations to command members who are of junior rank/grade
at any time or place, whether on or off duty. This is not applicable to the one time sale of
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personal property or privately owned dwelling; to the off-duty employment of NCISHQ
members in retail sales; or, to situations not including solicited sales.

13-19. LIMITED DUTY STATUS

a. A Deputy Director, EAD, AD, DAD or SAC must place a subordinate SA in a Limited
Duty Status (LDS) when he/she believes the SA, regardless of the nature of their assigned duties,
is unable to perform the full range of assigned duties. This includes, but is not limited to the
SA's ability to:

(1) Apprehend a suspected or known felon with a minimum of risk to self or others.

(2) Carry and utilize authorized weapons in full compliance with all provisions of
NCIS-1, Chapter 34.

(3) Exercise sound judgment to execute search warrants/authorizations.

(4) Respond correctly to situations involving spontaneous decisions to apply or
withhold deadly force, etc.

(5) Possess a top-secret security clearance and access eligibility.

(6) Be declared fit for full duty by a Federal Medical Officer during required
periodic SA medical examinations, or other medical examinations directed by the designated
supervisor to determine fitness for duty.

b. The NCISHQ Inspector General may place an SA in a LDS if the SA becomes the
subject of an Internal Personnel Inquiry (2B) and the allegations raise questions regarding the
SA's judgment, integrity or competence.

c. Supervisors who place an SA in a LDS must advise the SA, in writing, of the basis for
the action, and provide a copy of the notification to the DAD Code 10A.

(1) When the LDS assignment is due to medical considerations, it must be supported
by a Federal Medical Officer's Fitness for Duty Certification. Supervisors shall require a fitness
for duty examination whenever there is a question about an employee's continued capacity to
meet the physical or medical requirements of the SA’s position. Conditions requiring this
determination may include (but, not be limited to) a broken limb; hypertension (systolic rate
exceeds 150 or the diastolic rate exceeds 90); peptic ulcer; organic heart disease; epilepsy;
pregnancy, to the extent it limits the SA's ability to perform the duties outlined in the position
description; or a requirement for prescription medication leading to a mental, physical or other
impairment, which limits the SA's ability to perform the full range of duties set forth in the
position description. It is the responsibility of the SA to notify the supervisor of any situation
that could impact his/her ability to perform in a full duty status.

(2) The designated supervisor shall advise the SA:

(a) Of the reasons for the examination.
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(b) That failure to submit to the examination shall result in the immediate
placement of the SA in an administrative leave status pending resolution of the situation.

(c) Of the SA's right to submit medical information from his or her own
physician or practitioner and the agency's obligation to consider such information.

(3) In all LDS cases, the designated supervisor will advise the SA in writing of the
effective date of the LDS assignment and will inform the SA that his/her authority to carry a
weapon has been temporarily rescinded. A concise statement of facts necessitating the LDS will
be included in the letter. Information copies of the letter will be provided to each level in the
individual’s chain of command. The letter will evaluate the expected duration of the LDS when
a reasonable prediction can be made, as in the case of minor injury. Code 10A will be advised
when the SA is returned to full duty by the designated supervisor.

d. Duty Limitations. The placement of a SA in a LDS will necessarily result in a
restriction of the SA's duties. Specific limitations will be determined through direct consultation
between the supervisor, the employee and the Federal Medical Officer or attending physician, as
appropriate. An SA in a LDS may not be involved in any operational activity where there is a
reasonable expectation that enforcement duties may be required. Due to the restriction of duty
and the resultant impact on the SA's ability to respond to uncontrollable situations, SAs in a LDS
will not be assigned as a duty agent and will only be utilized after the normal workday when
such activity does not require the SA to be armed.

e. Appeals. SAs who do not concur with their placement into a LDS may submit a
detailed rationale for their non-concurrence via their chain of supervision to the DAD Code 10A,
who will present the documentation to the HR AD, the deciding authority on these issues.

13-20. PHYSICAL EXAMINATIONS

a. Periodic physical examinations of all SAs will be conducted as indicated below and
certification made that the SA is physically capable of performing arduous physical duties
without hazard to the SA or others. Examinations should be administered by a Navy medical
officer or, if unavailable, by another Federal Medical Officer.

(1) The physical will be conducted within 30 days before or after an SA's birthday, in
accordance with the following schedule:

(a) At age 24, 27, 30, 33, 36, 38, 40.
(b) Every year after age forty.

(2) The Certificate of Fitness For Duty will be forwarded to Code 10A within 30
days of completion of the physical. Due to Health Information Privacy Act (HIPA) regulations,
the physical and supporting documentation will be maintained by the facility conducting the
examination. For new hires, the pre-employment physical will take the place of a periodic
physical for the first calendar year of employment.

(3) Field Operations Support Officers (FOSOs) will ensure physical examinations
are conducted on all SA personnel as required, and to ensure all SAs meet the physical
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requirements covered in this subchapter. SF-600 Record of Medical Care contains the Physical
Exam Matrix for Naval Criminal Investigative Service SAs.

(4) Physical requirements for incumbent civilian SAs are the same as those described
for pre-employment physicals in NCIS-1, Chapter 46.

b. Fitness for Duty. A fitness for duty physical under 5 CER 339 may be ordered in any
case where a SA is unable to perform the arduous and physically demanding duties of the
position. A first-level supervisor will obtain concurrence of the next supervisory level prior to
advising the employee of the requirement to report for a fitness for duty physical.

(1) If a medical officer recommends a SA as physically qualified for arduous duty
even though the stated physical and medical requirements are not met, the field office SAC or a
designated representative will interview the examining physician to obtain a complete evaluation
of the deficiency and a clear understanding of the medical reason for certifying the SA’s ability
to perform all the duties of his/her position.

(2) Specific attention will be paid to the requirement for SAs to operate a motor
vehicle extensively and/or to use firearms. The results of the interview with the examining
physician should be forwarded to Code 10A. The DAD for Personnel Operations and Services
will make the decision on retention of the employee in a SA position. Those individuals who are
judged physically unqualified will be processed in accordance with 5 CFR 831 Subpart L
(disability retirement) or 5 CFR 339 (medical disqualification), as appropriate.

c. When SAs are transferred to a new duty station, the FOSO will ensure that the medical
record is forwarded to the gaining field office.

d. Pregnant Special Agent:

(1) For the safety of a pregnant SA, and to ensure capability for full performance of
duties associated with the position, NCISHQ can direct a fitness for duty physical. A Federal
Medical Officer who has an understanding of physical duties required of a SA can conduct this
examination.

(2) NCISHQ may also direct the interview of a pregnant SA's personal physician.
Physicians should be advised of the duties of the position and be asked to make a determination
regarding a pregnant SA's ability to perform those assigned duties.

(3) If either physician determines that a pregnant SA cannot fulfill certain physical
duties, then the SA will not be assigned those duties. If either physician determines a pregnant
SA should not fire a weapon, then the SA may not be permitted to carry a firearm during the
remainder of her pregnancy.

(4) Pregnant SAs will retain SA status, grade, and pay, and will be evaluated on
performance of assigned duties.

e. Physical Fitness Program. To ensure continued health, effectiveness and longevity, SAs
are encouraged to maintain high standards of physical fitness. Particular emphasis is placed on
those activities that improve aerobic conditioning and cardiovascular endurance.
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(1) Physical fitness and employee wellness are key issues in both the public and
private sectors. Employers recognize that physical fitness pays dividends in terms of reduced
sick leave, reduced disability retirements, fewer accidents, increased productivity, and higher
employee morale. A higher level of fitness is particularly important to law enforcement
personnel, as it increases confidence and alertness; increases the capacity to withstand fatigue
and stress; and, most importantly, increases the chances of survival in a deadly force encounter.

(2) SAs are considered to be in good physical condition if they possess efficient
cardiovascular respiration systems (good aerobic conditioning), moderate to low levels of body
fat, and adequate levels of muscular strength, flexibility, and endurance. Individuals who
possess these attributes are capable of performing daily assignments without undue risk of injury
or fatigue, and possess sufficient energy reserve to meet unexpected physical challenges.

(3) The NCIS physical fitness program contains four parts. Events include sit-ups,
push-ups, bend and reach, and a 1.5-mile run. These events were selected because they do not
rely on complex apparatuses for preparation or administration.

(4) The Special Agent Physical Fitness Classification Table, graduated for both sex
and age, enables individual SAs to assess their personal performance against national norms.
These standards are designed to serve as a benchmark against which to judge personal
performance, and are available through Field Office Trainers.
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APPENDIX (1): EXAMPLES OF APPLICATION OF THE TDY CREDIT
EXAMPLE: Using 3 qualifying TDY assignments as one PCS Move

Agent’s PCS history:

Hiring Office: SWND in Jan00

Moved to: EUNA in Jan04 (non-CRO office)

Moved to: DCWA in Jan06 (CRO office)

Conducted three qualifying TDYSs (as described above)

Application of TDY Credit:
SWND to EUNA = 1st PCS
EUNA to DCWA = 2nd PCS & to a CRO

3 qualifying TDY's = would be applied as the 3rd PCS move required to earn the 5-yr mobility
exemption

EXAMPLE: Using 3 qualifying TDY assignments in lieu of one CRO assignment

Agent’s PCS history:

Hiring Office: SWND in Jan94

Moved to: EUNA in Jan97 (non-CRO office)

Moved to: CALE in Jan00 (non-CRO office)

Moved to: FEYK in Jan06 (non-CRO office)
Conducted three qualifying TDY's (as described above)

Application of TDY Credit:
SWND to EUNA = 1st PCS
EUNA to CALE =2nd PCS
CALE to FEYK =3rdPCS

3 qualifying TDY's = would be applied as the CRO assignment required to earn the 5-yr mobility
exemption
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APPENDIX (2): BID MEMORANDUM

BID MEMORANDUM

DATE:
FROM: Your Name, Grade, Office Code
TO: Name (Bid POC listed on announcement GEN), Office Code

CC: SAC/DAD , Office Code
Additional supervisors (encouraged, but not required)

SUBJ: GEN NUMBER/DATE/SUBJECT TITLE

1. Interest:
2. NCIS Background:
3. Training and Experience:

4. Additional Comments:

Sincerely,

Your Name
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APPENDIX (3)

From: fox@noms-a.ncis.navy.mil [mailto:fox@noms-a.ncis.navy.mil]

Sent: Tuesday, May 17, 2011 9:15

To: (b)6) @ncis.navy.mil

Subject: 11374935IR.doc - POLICY DOCUMENT NO. 11-0006 ADMINISTRATIVE (MOBILITY
PROGRAM)

62736 09:15 20110517 IN:SSDEMAIL #10782 OUT:NCISHQWWSSD #102

GENERAL ADMINISTRATION 17MAY11
FROM: ©000 GEN: 11C-0014
TO: DIST

SUBJ: POLICY DOCUMENT NO. 11-0006 ADMINISTRATIVE (MOBILITY PROGRAM)

REFERENCES
(A) NCIS-1, Chapter 13, Special Agent Career Program/Mare@8
(B) NCIS-1, Chapter 29, Special Agent Afloat Programs/Mare8

1. This policy Gen Admin updates reference (a) which sets forth the mobility
program for NCIS special agents (SAs). This policy document also revises
reference (b) so that policy is aligned with changes made to reference (a).

2. Revisions to the NCIS SA mobility program eliminates the five year mobility
exemption, eliminates the temporary duty tour exemption, limits Contingency
Response Field Office (CRFO) mobility exemptions to the initial 36-month tour and
shortens the Special Agent Afloat mobility exemption from three years to 12
months. The revisions also modify policy relating to involuntary transfers.

3. The NCIS mobility program is predicated on the requirement to meet mission
requirements and ensure career development, and thus it serves as a key enabler
for our organization's continued success.

4. Reference (a) is modified as follows:

a. Section 13-12.c is deleted.

b. Section 13-12.i.(1)(a) is changed to read as follows: "A first-time
supervisor in their first 12 months of a CONUS assignment; or,"

c. Section 13-12.i.(1)(b) is changed to read as follows: "A first-time
supervisor in the first 24 months of an OCONUS assignment; or,"

d. Section 13-12.i.(1)(c) is changed to read as follows: "Employees serving
in a headquarters assignment for less than 24 months; or,"

e. Section 13-12.i.(1)(d) is changed to read as follows: "Employees first
36 months assigned to the CRFO, to include Virtual CRFO; or,"
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f. Section 13-12.i.(2)(a) is changed to read as follows: "During the first
36 months of service in their initial NCIS assignment,"”

g. Section 13-12.i.(2)(b) is changed to read as follows: "When within 24
months of mandatory retirement.”

h. Section 13-12.i.(3)(d) is changed to read as follows: "Afloat Exemption.
SAs who serve a qualifying deployed special agent afloat (SAA) tour of at least
150 days (excluding pre-deployment workups) may request a 12-month mobility
exemption as early as 60 days from the end of the deployment. Additionally, SAAs
can submit their request anytime within the 12 months following the end of the
deployment. Regardless of when the request is approved, the effective starting
date of this 12 month mobility exemption is the date the afloat assignment ends
as documented in a Personnel Status Report (Loss). The exemption automatically
expires 12 months from this date. The SAA mobility exemption, and associated
requirements, also applies to SAs who complete a Staff Counterintelligence
Officer (SCIO) assignment with a deploying numbered fleet. Requests for the 12
month mobility exemption are to be submitted to Code 10D via the geographical
field office which had operational control of the SAA while deployed. The NCIS-
1 Chapter 29, SAA Program has further information regarding the SAA program."

i. Section 13-12.i.(3)(e) is deleted.

j. Section 13-12.i.(3)(f) is changed to read as follows: "Eight and five
year exemptions: Current, formal eight year and five year mobility exemption
letters previously issued to special agents who met the requirements under the
old policy will be honored, contingent upon billet strength validations at those
locations. The eight year mobility exemption was closed in 2008 and replaced
with the five year mobility exemption program, which was subsequently closed to
new participation in February 2011."

k. Section 13-16.c.(2) is changed to read as follows: "Transfers will be
competitive and will be made in accordance with organizational needs. When
billet vacancies occur or are projected, billets will be revalidated, advertised
by Code 10D through a vacancy announcement GEN message, and filled through a
competitive bidding process. SACs/DADs are responsible for ensuring that
employees at off-site locations, or, TDY within their AORs, are made aware of the
information contained in the vacancy announcement. Absent unanticipated
vacancies or exigent circumstances, Code 10D will normally advertise vacancies at
least 90 days in advance of the reporting date. If it becomes necessary to
transfer an employee involuntarily, the selection process will start with
evaluation of assignment histories, determination of exemptions, and evaluation
of suitability. A selection will then be made based primarily on performance
record/qualifications and time in place. 1In all cases, decisions regarding
selection for a vacancy will ultimately be based on needs of the service and
overall efficiency of an office.

5. Reference (b) is modified as follows:

a. Section 29-2.5 is changed to read as follows: "Afloat Exemption. SAs
who serve a qualifying deployed special agent afloat (SAA) tour of at least 150
days (excluding pre-deployment workups) may request a 12-month mobility exemption
as early as 60 days from the end of the deployment. Additionally, SAAs can
submit their request anytime within the 12 months following the end of the
deployment. Regardless of when the request is approved, the effective starting
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date of this 12 month mobility exemption is the date the afloat assignment ends
as documented in a Personnel Status Report (Loss). The exemption automatically
expires 12 months from this date. The SAA mobility exemption, and associated
requirements, also applies to SAs who complete a Staff Counterintelligence
Officer (SCIO) assignment with a deploying numbered fleet. Requests for the 12
month mobility exemption are to be submitted to Code 10D via the geographical
field office which had operational control of the SAA while deployed.”

b. Section 29-3.2.a is changed to read as follows: "Special agents will
submit their bids for SAA vacancies via their chain of command to Code 10D. Code
10D will prepare a list of qualified bidders for review and selection by CRFO."

c. Section 29-10.13 is deleted.

6. This policy will be incorporated into the next revision of NCIS-1, Chapter 13
Special Agent Career Program and NCIS-1, Chapter 29 Special Agent Afloat Program.

7. Questions regarding this revision can be directed to
NCIS_SA CAREERS@navy.mil.

DISTRIBUTION

NCISHQ: All Directorates and Departments
INFO: WWSSD

FOR OEEIQIﬂf/LSE ONLY
PAGE 3 LAST  (v)e)
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APPENDIX (4)

From: fox@noms-a.ncis.navy.mil [mailto:fox@noms-a.ncis.navy.mil]
Sent: Tuesday, May 31, 2011 15:41

To: (b)) @ncis.navy.mil

Subject: SSD MSG via NOMS

75276 15:40 20110531 IN:SSDEMAIL #14127 OUT:NCISHQWWSSD #125

GENERAL ADMINISTRATION 31MAY11
FROM: ©000 GEN: 11C-0017
TO: DIST

SUBJ: POLICY DOCUMENT NO. 11-08: (PERSONNEL SUPERVISORY SPECIAL
AGENT SELECTION PROCESS (SSA-SP))

REFERENCES

(A) GenAdmin 10D-0036/16Marle/Subj: Update to NCIS-1, Chapter 13:
Supervisory Special Agent Selection Process

(B) NCIS-1, Chapter 13: Supervisory Special Agent Selection Process
(SSA-SP)/Mares

1. This Policy Gen Admin document cancels reference (a), and revises
reference (b), which sets forth the selection process for supervisory
special agents (SSAs).

2. 1In 2010, the Supervisory Special Agent-Selection Process (SSA-SP)
underwent extensive changes as reflected in reference (a). Upon
further consideration, the Director, NCIS has decided that the SSA-SP
process for FY-11 will include a Phase II oral board interview. The
following describes the SSA-SP, to include the new Phase II
requirements.

3. The SSA-SP Phase I:

a. The SSA-SP is open to all civilian special agents who have at
least five years of qualifying experience as a criminal investigator,
or five years as a credentialed military special agent with a
military criminal investigative organization, or a combination of
service thereof. The five years of experience must include at least
three years as a special agent or credentialed military special agent
with NCIS. The cut-off date for qualification determination is the
date the SSA Headquarters (HQ) review board is scheduled to commence.
In order to qualify for the special law enforcement retirement
provisions, special agents must have occupied a primary law
enforcement officer position (i.e., non-supervisory 1811 position)
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for three years before moving to an SSA position.

b. The SSA-SP is initiated with the release of a Gen Admin.
Eligible civilian special agents may apply for the SSA-SP by doing the following:

(1) notify their respective Special Agent in Charge (SAC) or Deputy Assistant
Director (DAD) of their request for consideration, (2) after notification of the
SAC/DAD, submit a career synopsis form and the last three performance evaluations
via e-mail to NCIS_SA_ Careers@navy.mil requesting consideration, and (3)

provide a copy of the career synopsis to their SAC/DAD. The career

synopsis form is posted on the HR Directorate webpage at:
http://infoweb.ncis.navy.mil/agency/deptwebsites/personnel/documents/
opprojs/careersynopsis.doc. The career synopsis provides information regarding
the candidate in the following categories: assignment history,
deployments/special agent afloat tours/TDYs, academic achievements, awards, and
significant career accomplishments.

The information must be provided in descending date order starting with the
current position, and may not exceed two pages. All content must be in Times New
Roman, 12 font size. The Career Synopsis form located on the NCISnet is the
only acceptable form.

c. In consultation with their local leadership teams, SACs/DADs shall
complete a SAC/DAD SSA-SP Assessment form for each candidate within their AOR.
SACs/DADs will use this evaluation to indicate whether the candidate does or does
not possess the necessary competencies and leadership skills to assume an SSA
position and to clearly, concisely, and accurately describe the candidate's
readiness for management in each of the areas listed in paragraph 3.e. below.
Additionally, the SACs/DADs will use the "Comments" section to clearly describe
the candidate's suitability for independent assignments and/or assignments in a
field office. Also to be addressed in this section is a comment on the
candidate's performance since the last formal performance appraisal. This
section may also be used for general comments and ranking of the candidate versus
other candidates under the leadership of the SAC or DAD.

The SAC/DAD SSA-SP Assessment form is posted on the HR Directorate
webpage at:

http://infoweb.ncis.navy.mil/agency/deptwebsites/personnel/documents/
opprojs/ssa-sp-assessform_sacdad.doc.

d. The HQ SSA-SP review board will convene, chaired by an SES (or
equivalent), with membership consisting of two senior managers at the GS-14/15
level. The board will review each candidate's Selection Consideration File
(SCF). The SCF will contain copies of the candidate's last three performance
evaluations, the SAC/DAD SSA-SP Assessment Form, and the candidate's Career
Synopsis. No other records or files will be reviewed by or made available to the
review board. Board members will use the HQ Board SSA-SP Assessment form to
evaluate each candidate's SCF and not their personal knowledge of the candidate.
Scoring will be in whole numbers only. The HQ Board SSA-SP form is posted on the
HR Directorate webpage at:

http://infoweb.ncis.navy.mil/agency/deptwebsites/personnel/documents/
opprojs/ssa-sp-assessform_hq.doc
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e. Board members will evaluate candidates in Phase I and II on
the following competencies:

(1) NCIS Mission Awareness. The candidate is knowledgeable of the
mission and organization of NCIS, including an understanding of how the
organization fits into the Department of the Navy (DON) and Department of Defense
(DoD) at the field office and tactical level. The candidate is conversant in the
mission, structure, and responsibilities of NCIS elements at the field office
level.

(2) Interpersonal Skills. The candidate considers and responds
appropriately to the needs, feelings, and capabilities of different people in
different situations; is tactful, compassionate, and sensitive; and treats others
with respect. The candidate exercises good judgment by making sound decisions
and perceives the impact and implications of decisions.

(3) Oral/Written Communications Skills. The candidate makes clear,
convincing oral presentations to individuals or groups, listens effectively and
clarifies information as needed; facilitates an open exchange of ideas, and
fosters an atmosphere of open communication. The candidate conveys written facts
and ideas in a clear, convincing and organized manner.

(4) Technical Credibility. The candidate demonstrates investigative and
operational acumen, and possesses knowledge of fundamental aspects of NCIS
mission areas. The candidate has been exposed to and understands a broad range
of duties such as evidence custodian, EEE custodian, victim/witness coordinator,
classified material controls, etc. The candidate appropriately applies
procedures, requirements, regulations, and policies related to NCIS
field operations.

(5) Leadership. The candidate demonstrates potential to lead with
passion, not provocation, and potential to inspire the workforce. The candidate
exhibits moral courage, and does the right thing for the right reason and is
willing to be held accountable. The candidate demonstrates and promotes values
through her or his actions. The candidate strives for balance in all that she or
he does. The candidate had a successful tour as a FLETC Counselor, Field
Training Agent, Acting SSA, or other performance indicating leadership potential.

f. Scores will be based on the following scale and are defined
as:

(1) Outstanding - 5 Points: The candidate's proficiency is expert in
this area. The candidate applies the competency in multiple situations without
guidance and can train others on this competency.

(2) Excellent - 4 Points: The candidate's proficiency is extensive in
this area. The candidate exhibits extensive knowledge of the competency and
applies the competency with little or no guidance.

(3) Satisfactory - 3 Points: The candidate has applied this competency
in multiple situations and assignments. The candidate applies this competency
with some guidance.

(4) Poor - 2 Points: The candidate has difficulty demonstrating this
competency due to limited knowledge and/or experience.
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(5) No Rating - @ Points: The candidate displays no proficiency in the
competency.

g. When each board member has rated all candidates, the scores for each
candidate will be annotated on a composite rating form. The Board Chair will
review the composite rating scores. There can be no more than one point
difference between board members on any one competency per candidate. The board
must resolve a point discrepancy of two points or more. If such differences
cannot be resolved after discussion, the assessment form must be fully documented
by the board members in question.

h. The candidates will be ranked in order of their summed scores. The board
members will then reach consensus on the number of candidates to progress forward
to the board interview by identifying a natural break in the scores. 1In reaching
this recommendation, board members will give consideration to the number of
anticipated vacancies to be filled, the number of candidates, the range of
scores, and the point spread.

i. The Chair and board members will meet with the Deputy Director to discuss
the recommended number of candidates who should progress to the board interview.
Names will not be provided to the Deputy Director until after the cut-off score
has been determined.

j. Upon the Deputy Director's approval, a Gen Admin will be released,
announcing the names of the candidates referred to the board interview Phase II.

4. The SSA-SP Phase II will be conducted as follows:

a. The HQ SSA-SP Review Board will interview each candidate using job
related and objective questions that will assess the candidate's readiness to
assume a position of higher responsibility and authority based on the
competencies stated in subparagraph 3.e
above.

b. Candidates will receive a single score from each of the three
board members based on the scale in paragraph 3.f. The phase II
scores will be totaled and then added to the phase I score to obtain
the overall rating.

c. At the conclusion of the board interviews, the board members will review
the scores without names and determine a natural break in the scores to identify
the "best qualified" candidates to be placed on SSA-SP. In identifying a natural
break, consideration is given to the number of anticipated vacancies to be
filled, the range of scores, and the point spread.

d. The Inspector General (Code 00I) and the Employee Relations Specialist
(Code 10A2) will review the recommended selections to identify any selected
candidate who has relevant disciplinary action or information contained in
internal investigative reports that may bear upon the candidate's ability to
perform effectively in an SSA position. The selecting official will weigh the
employee's qualifications together with the information provided by Codes 00I
and 10A2 in making a final selection decision.

e. The Board Chair serves as the selecting official. The Deputy
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Director will serve as the approving official. The selecting

official and board members, if available, will meet with the approving official
to discuss their recommended number of candidates who should be selected for the
SSA-SP. Names will not be provided to the approving official until after the
appropriate number of candidates has been determined. Upon approval, a Gen Admin
will be released announcing the names of the candidates selected for the SSA-

SP.

5. All NCIS selection processes are based on merit. They are conducted without
regard to race, color, religion, gender, national origin, age, marital status, or
non-disqualifying physical or mental disability, or prior participation in any
EEO protected activity. Selections are based on job-related criteria and not on
favoritism, personal relationships, nepotism, or patronage.

6. This policy will be incorporated into the next revision of NCIS-1, Chapter 13
Special Agent Career Program.

7. Questions can be directed to Code 10D via e-mail
(NCIS_SA CAREERS@navy.mil).

DISTRIBUTION

NCISHQ: All Directorates and Departments
INFO: WWSSD

FOR OFEZCIAL USE ONLY
PAGE 5 LAST (b)(6)
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APPENDIX (5)

281506 13:09 20111229 IN:SSDEMAIL #67501 OUT:NCISWWSSD #307

GENERAL ADMINISTRATION 29DEC11
FROM: ©000 GEN: 11C-0044
TO: DIST

SUBJ: POLICY DOCUMENT NO: 11-26: ADMINISTRATIVE (SPECIAL AGENT
PERIODIC PHYSICAL EXAMINATION REQUIREMENTS)

REFERENCES

(a) NCIS 1, Chapter 13, Special Agent Career Program/Mare8
(b) NCIS 1, Chapter 46, Recruitment, Screening, and Selection
of Special Agents/Dec@6

1. The purpose of this policy Gen Admin is to revise reporting
requirements and roles and responsibilities of the special agent (SA)
and field operations support officer (FOSO) for the management of the
required SA periodic physicals contained in references (a) and (b).

2. SAs have an affirmative duty to comply with the requirements of
references (a) and (b). Failure to comply may result in
disciplinary action. Periodic SA physical examinations are necessary
for certifying that the SA is physically capable of performing
arduous physical duties without hazard to the SA or others, and will
be conducted within 30 days before or after the SA's birthday at ages
24, 27, 30, 33, 36, 38, 40, and annually after the age of 4e.

3. The following changes to references (a) and (b) are effective
immediately:

a. All previous paper forms for recording the results of SA
physical examinations (to include the SF 600 Record of Medical Care)
have been replaced in Navy medical facilities by an online system
called PC Matrix. PC Matrix includes all of the information
necessary to perform the SA physical evaluation. Navy medical
providers record the results of the physical exams directly in PC
Matrix.

b. A single form, "Physician's Written Opinion,"” (PWO) is
produced by PC Matrix upon completion of the physical, and will be
provided to the SA to document the results of the physical
evaluation. The form, signed by the medical provider, indicates
whether the SA is physically or not physically qualified to perform
SA duties and contains no other medical data. A copy of the PWO will
also be mailed to Code 10D by the Navy medical facility.
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c. Code 10D is responsible for updating TWMS confirming the SA's
compliance with the requirements of references (a) and (b).

d. FOSOs and Headquarters office managers are no longer required
to mail a copy of the periodic physical certification to NCIS
headquarters.

FOR QﬁFfEIAL USE ONLY
PAGE 1

29DEC11

SUBJ: POLICY DOCUMENT NO: 11-26: ADMINISTRATIVE (SPECIAL AGENT PERIODIC
PHYSICAL EXAMINATION REQUIREMENTS)

e. FOSOs and Headquarters office managers will continue to
ensure SAs complete their periodic physicals per references (a) and

(b).

f. SAs are responsible for initiating and attending the
examinations at the required times.

4. The changes contained in this policy will be incorporated into
the next scheduled revision of NCIS 1, Chapters 13 and 46.

5. The point of contact for this document is, (b)(6)

Human Resources, Leadership Development Program (b)(6) or
(b)(6) @navy.mil.

DISTRIBUTION:

NCISHQ: All Directorates and Departments

INFO: WWSSD
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APPENDIX (6)

325635 14:43 20120209 IN:SSDEMAIL #78246 OUT:NCISWWSSD #412

GENERAL ADMINISTRATION Q9FEB12
FROM: ©000 GEN: 11C-0004
TO: DIST

SUBJ: NCIS POLICY DOCUMENT 12-03 PERSONNEL (SUPERVISORY SPECIAL
AGENT SELECTION PROCESS (SSA-SP)

REFERENCE
(A) NCIS-1, Chapter 13, Supervisory Special Agent Selection Process
(SSA-SP)/Mares

1. This Policy Gen Admin document revises Appendix (4) in reference
(a), which sets forth the selection process for supervisory special
agents (SSAs).

2. Appendix (4), paragraph 3.d is changed to amend the SSA-SP PNB
membership structure as follows: "The HQ SSA-SP review board will
convene chaired by a GS-15, with membership consisting of two senior
managers at the GS-14/15 level."

3. All other provisions of paragraph 3.d remain the same.

4. Questions can be directed to Code 10D via e-mail
(NCIS SA CAREERS@ncis.navy.mil).

DISTRIBUTION
NCISHQ: All Directorates and Departments
INFO: WWSSD/AFLT
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APPENDIX (7)

435293 10:32 20121024 IN:SSDEMAIL #103179 OUT:NCISWWSSD #688

GENERAL ADMINISTRATION 240CT12
FROM: ©000 GEN: 11C-0021
TO: DIST

SUBJ: NCIS POLICY DOCUMENT 12-12: ADMINISTRATIVE (SPECIAL AGENT
CAREER PROGRAM - MOBILITY)

REFERENCE
(A) NCIS-1, Chapter 13, Special Agent Career Program of Mar 08

1. Reference (a) is revised. The following policy changes are
effective immediately:

a. Section 13-12i(3)(c), the "Pregnancy Deferment" section is
changed to read as follows: "A special agent (SA) selected for transfer
who is pregnant, or a special agent whose spouse is pregnant, shall,
upon request, have their transfer deferred if the report date for the
new assignment falls within the third trimester of their pregnancy. The
deferment will be in effect until the child reaches three months of age.
Likewise, a special agent who has a newborn will be eligible to have a
transfer deferred until the child reaches three months of age. If a
special circumstance exists requiring a deferment beginning sooner than
the third trimester of pregnancy or lasting beyond three months after
birth, a request must be submitted via the humanitarian/hardship (H/H)
procedure. Upon expiration of the deferment, the SA will be expected to
be available for transfer as determined by the needs of the agency."

b. Section 13-14b, the last sentence of this section is changed to
read as follows: "With this in consideration, selected or unrequested
transfers may occur to satisfy the needs of the service."

c. Section 13-15e(1), the "Humanitarian/Hardship Requests" section
is modified to include the following as the last sentence to the
paragraph: "Employees are strongly encouraged to submit their H/H
request as soon as they have reason to believe that they have a severe
personal hardship which impacts their mobility. Barring unique
circumstances, NCIS will not consider H/H requests which are submitted
subsequent to selection for PCS unless the applicant provides clear and
compelling reasons for why the agency did not receive prior notice."

d. Section 13-15e(2), the "Humanitarian/Hardship Factors" section
is changed to include the following as paragraph (g): "The
problem/situation is of a finite duration.”
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e. Section 13-15e(4)(a) is changed to read as follows: "For
financial or business reasons (including the operation of a family
business or loss of home value)."

f. Section 13-15e(5)(a)3d is changed to read as follows: "H/H
requests granted due to unsuitability of applicant or applicant's family
members in one or more OCONUS locations are based on factors specific to
the locations identified and will not necessarily preclude the transfer
of the applicant and family members to other OCONUS locations or CONUS
assignment."

2. This policy document will be appended to NCIS-1, Chapter 13 until
the revision is released.

3. Questions regarding this chapter update can be directed to
NCIS SA CAREERS@ncis.navy.mil.

DISTRIBUTION
NCISHQ: All Directorates and Departments
INFO: WWSSD

FOR OF%USE ONLY
PAGE 2 LAST  (b)6)
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CHAPTER 14

TITLE: EMPLOYEE TRAINING AND DEVELOPMENT
POC: CODE 10B

DATE: DEC 06

14-1. GENERAL

14-2. MISSION

14-3. RESPONSIBILITIES

14-4. TRAINING PROGRAMS

14-5. RECORDING TRAINING ACCOMPLISHMENTS/REQUESTS
14-6. TRAINING PROVIDED TO FOREIGN POLICE AGENCIES
14-7. LOCAL DISCRETIONARY TRAINING

14-8. GLOSSARY OF ACRONYMS

ADDENDUMS

(1) SPECIAL AGENT BASIC TRAINING PROGRAM

(2) EIELD TRAINING AGENT PROGRAM

(3) IN-SERVICE TRAINING PROGRAM

(4) COUNTERINTELLIGENCE/COUNTERTERRORISM TRAINING
STRATEGY

(5) EIREARMS TRAINING

(6) EOREIGN LANGUAGE PROGRAM

(7) DON MANDATORY/REQUIRED TRAINING

(8) RECURRING MANDATORY IN-SERVICE TRAINING

(9) TUITION ASSISTANCE PROGRAM

14-1. GENERAL

14-1.1. This chapter promulgates policy and procedures regarding employee
development at the Naval Criminal Investigative Service (NCIS). This ensures that all
personnel have the opportunity to participate in a comprehensive employee development
program throughout their careers to meet and support current and emerging NCIS
missions. Central administration and control of the NCIS employee development
program by the NCIS Training Academy (Code 10B) is essential for effective use of
available resources and maintain a flexible posture to meet emerging, identified, and
validated training needs.

14-1.2. References

a. Department of Navy (DON) Civilian Human Resources Manual (CHRM)
Subchapter 410.

b. DON Office of Civilian Human Resources Memorandum, Subject: Business
Practice Changes for Managing Employee Development, 12 December 2003.
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c. Federal Law Enforcement Training Accreditation (FLETA) Professional
Training Standards Manual 2005.

d. Title 5, Chapter I, Part 410, Subpart D, Sec. 410.404 - Determining if a
conference is a training activity, revised as of January 1, 2002.

e. SECNAVINST 5212.5 (Series), Navy and Marine Corps Records Disposition
Manual.

14-1.3. A list of acronyms and respective long titles utilized in the text of NCIS-1
Chapter 14 can be found in GLOSSARY OF ACRONYMS.

14-2. MISSION

The mission of the NCIS Training Academy is to serve as the premier provider of
training for NCIS employees. The Training Academy (Code 10B) is responsible for
providing relevant, timely, substantive, and cost effective training programs while
supporting the NCIS Strategic Plan by providing the tools to build a highly skilled
workforce. The Academy has responsibility over all basic, advance, and In-Service
training programs. All instructional programs will be designed based on the five-step
ADDIE (Analyze, Design, Development, Implementation, and Evaluation) method of
Instructional Systems Design (ISD).

a. The Deputy Assistant Director (Code 10B) is also recognized as the Director
of the NCIS Training Academy, located at the Federal Law Enforcement Training Center
(FLETC), Glynco, Georgia. The Academy Director will serve as the NCIS representative
to FLETC and FLETC partner organizations.

b. The Training Academy Director is authorized to create and maintain a
Training Manual (NCIS-7) that will supersede all previous published guidance, i.e.,
directives or instructions. The purpose of NCIS-7 is to establish internal administrative
policy and procedures for the Training Academy and training within the organization.
The manual will ensure training within NCIS is validated and the guiding principles of
the FLETA standards are maintained within NCIS Training.

14-3. RESPONSIBILITIES

Comprehensive and effective employee development requires action at all agency and
operational levels.

a. Director, Naval Criminal Investigative Service will:
(1) Support and provide resources to advance employee development.

b. Assistant Director (AD), Human Resources Directorate, Naval Criminal
Investigative Service will:
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(1) Maintain the authority to issue, modify, and approve written Training
and Employee Development Directives.

(2) Support the “training is an investment” concept.
(3) Provide resources to execute the Annual Training Plan.

(4) Assist in providing data for the NCIS strategic (Five year) training
Plan.

c. Deputy Assistant Director (DAD) for Training will:

(1) Establish and maintain a comprehensive training and employee
development program. This includes development and implementation of a training
program to ensure that all NCIS personnel are capable of performing the functions
necessary to enable NCIS to effectively achieve organizational objectives; and,

(2) Will conduct an annual assessment of organizational training needs
through workforce planning activities, formal skills assessment, and coordination with
management officials to identify performance deficiencies that are skills related and a
periodic evaluation of changes in skill requirements; and,

(3) Develop and implement the curricula for Special Agent Basic Training
(SABT). Additionally, develop and deliver training to address those needs through
available training tools and delivery methods to include training provided directly at
FLETC or at other locations provided by NCIS, DON, or government institutions, use of
outside vendors either in a group setting, or, on an individual basis, and use of e-learning
tools.

(4) Responsible for coordinating with management to develop and provide
ongoing employee development program that will enhance employee performance,
motivation and competitiveness and lead to improved capacity to achieve organizational
objectives.

(5) Will provide for continual assessment and refinement of training
strategies and delivery methods in collaboration with other NCIS entities to ensure
training is effective, timely and is reaching the right audience. Specific training functions
are described below.

(6) The DAD is responsible to ensure an effective SABT program is
provided new special agents with the requisite basic knowledge, skills and abilities. This
involves continued monitoring of the existing course content and development of new
course to ensure the changing needs of the organization are being addressed. Critical to
the success of the SABT program is the process to provide an assessment of new special
agents, in the training environment, as well as monitoring their progress in the field. The
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DAD will ensure all courses and training developed for the SABT will be delivered by
qualified instructors and meet the standards for training certification.

(7) Advance Special Agent Training: The DAD will be responsible to
develop/acquire and deliver advanced investigative and operational courses that meet the
prioritized needs of the operational program. The program must provide experienced
investigators with necessary training to keep their skills and abilities at the level required
to be effective in the performance of their duties. The DAD will coordinate with all
operational programs to insure the organization priorities and needs are being met.

(8) Professional and Support Staff Development: The DAD is responsible
for addressing job related training needs, specialized training and career development
needs for all professional and support staff (non-special agent employees). The NCIS
Professional and Support Staff training programs will be based on the assessment of staff
skill and knowledge requirements to perform specific duties and responsibilities.

(9) Training Needs Assessment: The DAD is responsible for ensuring that
training function activities are based upon formal assessment of all levels of personnel
within the organization. In order to meet the requirements, the program will conduct an
annual Training Needs Assessment, one that encompasses all Field Offices’ and
Headquarters’ activities, to determine training requirements necessary to meet all
operational and support program priorities. The Training Needs Assessment will also
serve as a resource document to support training budgeting and planning activities.

(10) Training Plan: The DAD is responsible for developing the NCIS
Training Plan. The Training Plan will reflect both short and long term training initiatives
(six-year), annual training plan/schedule, and budget requirements necessary to satisfy
NCIS training needs identified in the Training Needs Assessment. The DAD will
coordinate development of the training plan and all operational and support programs.
The Training Plan will be updated annually to reflect changes in priorities and assessed
needs.

(11) Maintain the authority to issue, modify, and approve written Training
and Employee Development Directives. To ensure that all Training Directives are
maintained, indexed, purged, updated, and revised according to current DON and FLETC
Accreditation policies, instructions, standards, and guidelines.

(12) Ensure that all statements of policy, rules, regulations, and procedures
for executing all training covered by this Chapter are reviewed and maintained by the
DAD for Training. Develop and issue manual NCIS-1 Chapter 14 changes that impact
NCIS policy.

(13) Ensure all training directives are posted, distributed, stored, and
backed-up via NCIS Intranet architecture, according to current NCIS Information
Resource Management and NCIS Human Resources Directorate guidance. Computerized
documentation will provide 24-hour just-in-time accessibility, and will be the primary

000284



means of storage, dissemination and maintain a receipt-acknowledged database on all
directive and/or policy updates related to training.

(14) Review and comment on all Navy Training Plans that may impact
training of NCIS personnel.

(15) Develop, staff, and submit budget requirements for centrally managed
employee development of NCIS personnel. Manage and execute funds received in
support of the submitted training requirements.

(16) Provide technical direction, guidance, and support to Field
Instructors, Field Training Agents (FTA), Field Training Coordinators (FTC) and HQ
Training Coordinators (HTC). Ensure that instructors have completed the Field Training
Evaluator Program (FETP).

(17) Identify and disseminate information regarding training opportunities
to all elements of NCIS.

(18) Control, provide oversight, and approve all training, initiatives, and
liaison with training centers and/or departments of counterpart agencies with centrally
managed training funds. Included are counterpart agencies such as the Federal Bureau of
Investigation, U. S. Army Criminal Investigative Division/Military Intelligence, U. S. Air
Force Office of Special Investigations, Joint Counterintelligence Training Academy.
Additional training, or, educational facilities include Seat-Of-Government sponsored
FLETC, Defense Intelligence College, Defense Polygraph Institute, Naval War College,
Naval Post Graduate School, and the Department of Defense Security Institute.

(19) Develop an Annual Training Plan based on consolidated input from
the AD, DAD, SAC personnel, and the Annual Needs Assessment.

(20) Publish a monthly Situation Report (SITREP) providing up-to-date
information on the status of the NCIS Training Department to NCIS senior management
and executive staff.

(21) Ensure any subcontracted NCIS Training Academy programs meet
accreditation directives.

(22) Oversee the input and support of manual and or automated Training
Record Documentation. Automated training files support effective agency wide auditing
and training completion tracking. Training records will be maintained in the most current
NCIS, DON, or OPM provided databases, i.e., Defense Civilian Personnel Data System
(DCPDS).

(23) All mandatory training, regardless of length, will be documented. All
training consisting of eight (8) hours, or, more, will also be documented following
validation by the Training Academy.
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(24) Develop and maintain written directives that establish guidelines for
all Academy developed training on:

(a) Instructor — Student ratio.

(b) Support Staff — Instructor ratio.

(c) Instructor preparation times.

(d) Updating lesson plans.

(e) Monitoring instruction.

(f) Instructor qualifications.

(9) Curriculum development, approval, and review.
(h) Records Maintenance.

d. The DADs and SACs will:

(1) Ensure newly hired personnel receive initial indoctrination
(orientation) and in-processing as discussed in ADDENDUM 1.

(2) Implement and manage the Field Training Agent Program FTAP),
including records management as discussed in ADDENDUM 2.

(3) Implement and manage the In-Service Training Program for all
personnel assigned to the Field Office/HQ Codes, including records management as
discussed in ADDENDUM 3.

(4) Recommend qualified employees for training to the Training
Academy.

(5) Submit quarterly and special training requirements to the Training
Academy.

(6) Administer in-service training, and ensure that all training be
coordinated with Training Academy staff.

(7) Review policies and instructions with the Training Academy that may
impact personnel training.

(8) Ensure compliance with completion and submission of Individual
Development Plans (IDP).

(9) Review IDPs, and submit recommendations for improvements.

(10) Designate an HTC for the following HQ Codes 10, 11, 12, 14, 15, 21,
22,23, 24, and 25.

e. FTC/HTC designees will:
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(1) Administer the Pre-Basic Special Agent Orientation Program (Phase I)
as discussed in ADDENDUM 1.

(2) Manage and implement the FTAP as discussed in ADDENDUM 2.

(3) Maintain hard copies of all Training Directives to support potential
Intranet failures.

(4) Ensure that all mandatory training is documented according to current
NCIS policy.

(5) The results of all mandatory In-Service Training accomplished by the
personnel in the field offices and at NCIS Headquarter’s codes will be submitted to the
Training Academy by the FTCs and/or HTCs on a quarterly basis. Reports will be
submitted within 15 days following the end of the previous quarter. FY quarters are
identified as October-December; January-March; April-June; and July-September.

f. Employees:

(1) Employees share responsibility for their individual career development
with their supervisors and the Training Academy. Employees should familiarize
themselves with the DON Civilian Human Resources Employee Development
guidelines.

(2) Requests for training must be submitted to the Training Academy
(Code 10B) at least 21 days before the start of class. At no time is an employee permitted
to attend training funded, or, administered by, the Training Academy without receiving
prior approval of the Training Academy.

(3) Supervisors who have nominated employees that will be unable to
attend training classes must notify the Training Academy (Code 10B) in advance of the
schedule training. In an effort to conserve limited resources, any cancellation request
should be made at least two-weeks prior to the start date of the training and should
include sufficient justification regarding that individual’s inability to attend the selected
training.

14-4. TRAINING PROGRAMS

14-4.1. All Employee Development initiatives, training, on-the-job training, self-
development, etc., fall within the scope of the Training Academy. Course development
and content is the responsibility of the Training Academy and will be in full compliance
with the FLETA. The academy will seek and utilize Subject Matter Experts (SME) to
develop programs; however, the Training Academy is responsible for the curricula and
training delivery method.
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14-4.2. Training opportunities will be announced to all employees by the publishing of a
quarterly training calendar with additional posting to the Training Academy website. The
quarterly training schedule will provide available training courses for that quarter with a
short description, date and location of the training. This will permit the SACs and DADs
time to nominate employees for training opportunities well in advance of the training and
ensure their workforce has the competency able to meet mission requirements.
Nomination and selection information will be retained according to SECNAVINST
5212.5 (series). The selection of nominees is the responsibility of the Training Academy.

14-4.3. Employees attending Academy sponsored training programs fall under the
Academy supervisory authority during the period they are in a training status. The
Training Academy supervisory staff will approve/ disapprove all requests by students to
be excused from portions of on-going training classes. The Training Academy will
provide feedback to the employee’s Rater of Record regarding performance issues that
may arise during training. Individuals that successfully complete the training will receive
a “CERTIFICATE OF TRAINING” and their training file will be updated. If an
individual fails to successfully complete any advanced training program the Training
Academy Director has the option of giving the individual a “CERTIFICATE OF
ATTENDANCE” and their training file will be annotated as appropriate, or, the
individual will be totally removed from the training program. Successful completion of
testable training programs requires a score of 70% or higher.

14-4.4. The supervisor’s employee is responsible to submit an IDP to the Training
Academy for processing. The employee, working closely with their supervisor, will
identify skills sets that are needed by the employee. Once desired skills sets are
identified by the supervisor and employee, an appropriate method to obtain them will be
selected. Training which compliments on-the-job development is in the best interest of
individuals, supervisors, and the NCIS. If a training program is the appropriate method,
the Training Academy will take for action to find and schedule training for the employee.

14-4.5. The Training Academy will fund employee attendance at conferences when it is
relevant to improving individual and/or organizational performance and developmental
benefits will be derived through the employee's attendance. (SOURCE: 5 CFR 410.404
and CPI 410.8-1, CPM 410.3-5.) Additionally, the conference must meet the following
criterion:

a. The announced purpose of the conference is educational or instructional;
and/or,

b. More than half of the time is scheduled for a planned, organized exchange of
information between the presenters and the audience which meets the definition of
training in Section 4101 of Title 5, United States Code; and/or,

c. The content of the conference is germane to improving individual and/or
organizational performance; and/or,
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d. Development benefits will be derived through the employee's attendance.

e. Conferences not meeting the above criteria should be budgeted and funded by
cognizant field offices or departments.

14-4.6. The Training Academy is responsible for the establishment and maintenance of a
comprehensive training and employee development program. The Training Academy
will develop and implement the curricula for Special Agent Basic Training (SABT).
Additionally, they will develop and deliver training to address those needs through
available training tools and delivery methods to include training provided through a
variety of locations and vendors. This training will enhance employee performance,
motivation, and competitiveness, and lead to improved capacity to achieve organizational
objectives. Specifics can be found in Addendum 1 and at the Training Academy
Website.

a. Special Agent Basic Training (SABT) - The Training Academy is responsible
to ensure an effective training program to provide new special agents with the requisite
basic knowledge, skills and abilities. This involves continued monitoring of the existing
course content and development of new courses to ensure the changing needs of the
organization are being addressed. The ability to provide an assessment of new special
agents, both in the training environment as well as monitoring progress in the field, is
critical to the success of the program. This training consists of four-phases which are:

Phase | — Pre-Basic Special Agent Orientation at the NCISFO/HQ
departments prior to going to formal training at the FLETC.

Phase Il - Formal training at FLETC to include both the Criminal
Investigator Training Program (CITP) and SABT.

Phase 111 - The FTAP begins upon graduation from FLETC. Phase Il is
the on-the-job-training (OJT) portion of the FTAP.

Phase IV — Upon completion of Phase I11, an evaluation will be made
whether the Training Agent should remain in Phase 11 mode or move into
Phase 1V (final evaluation of case work and abilities.) Phase IV begins if
the TA successfully completes all the skill requirements and all
evaluations are at an acceptable level. Phase IV lasts until the successful
completion of the trial period.

Graduation from CITP/SABT and completion of all phases is a requirement for
successful completion of the special agent trial period. Each phase is discussed in more
detail in ADDENDUM 2.

b. Advanced Special Agent Training — Any course taken after graduation from
the SABT. The Training Academy is responsible to develop/acquire and deliver
advanced investigative and operational courses that meet the prioritized needs of the
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operational programs. Advanced Special Agent training courses provide the employee
with the technical skills and knowledge required at a journeyman level keeping the
special agent effective in the performance of their duties. NCISFO SACs have a
responsibility to inform NCISHQ Program Managers of skills sets and competency levels
required of their workforce for them to meet mission requirements. NCISHQ program
manager are responsible for coordinating this information with the Training Academy
staff to ensure appropriate training program are developed to meet mission requirements.

c. Professional and Support Staff Development — The Training Academy (Code
10B) is responsible for addressing job-related training needs, specialized training, and
career development needs for all professional and support staff. This category is
intentionally broad and encompasses a variety of training to meet the Agency’s needs in
areas such as: computer, finance, equal employment opportunity (EEO), effective
briefing, analysis, legal, information management, etc. As resources permit,
developmental training (i.e. cross-training) and self-development opportunities are
encouraged.

d. Correspondence Courses — There is a wide variety of correspondence courses
that employees are encouraged to pursue. These courses should have a relationship to
current or future duties that will assist in broadening the background and knowledge of
the employee. This category includes on-line training offered by the Navy Knowledge
Online (NKO), accessed through NKO Login.

e. In-Service Training is developed and managed by the Training Academy. The
training will be standardized and presented each quarter. NCISFO/HQ codes are
responsible for the implementation of this program within their respective subordinate
offices. Special agents will receive a minimum of eight hours of general investigative
topics, less local discretionary training. Professional and support personnel are
encouraged to attend appropriate In-Service Training. The specifics of the program can
be found at ADDENDUM 3.

f. The FTAP is developed and managed by the Training Academy. The FTAP
formalizes the professional training and guidance a special agent receives during his/her
trial period. U. S. Marine Corps Special Agents are included in the FTAP. Field Offices
are responsible for the implementation of this program within their AOR . Subordinate
offices will administer the FTAP program at the local level under the supervision of the
FTC or SAC designee. The specifics of the program can be found in ADDENDUM 2.

g. The NCIS Tuition Assistance Program (TAP) provides employees the
opportunity to apply for tuition assistance for mission related courses at an accredited
college or university. The basic objective of the TAP is to encourage and assist
employees to increase their knowledge, skills and abilities in order to perform the duties
of their current position and strengthen their potential contribution to the overall mission
of the agency. The specifics of the program can be found in ADDENDUM 9.

14-5. RECORDING TRAINING ACCOMPLISHMENTS/REQUESTS
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14-5.1. SECNAVINST 5212.5 (series) provides details and guidance for required
reporting and retention of training data.

14-5.2. Some training topics are considered to be DON Mandatory/Recurring Training
Requirements (MRTRSs). Those topics are located in ADDENDUM 7. It is required that
this training is recorded in the current NCIS Training Documentation Database.

14-5.3. Training that is mandatory, or, greater than 8-hours in duration and approved by
the Training Academy, is considered formal training and will be documented in
employee’s training files. Training files may be automated, or, hard copy, supporting
effective agency wide audit and tracking the completion of training. Training records
shall be maintained in the most current NCIS, DON, and or OPM provided training
documentation databases. Currently the Training Academy inputs training records into
the DCPDS. Employees may monitor their own shadow training file; however, the
Training Academy database is considered the official training file.

14-5.4. The reporting of all formal training is the responsibility of the FTC to include
training not coordinated or funded by the Training Academy. Reporting of all formal
training coordinated or funded by Code 10B will be the responsibility of the Training
Academy staff. If the current Training Documentation Database is not locally accessible
by the FTC the input will be accomplished by the Training Academy. Itisa FTC
responsibility to ensure the Training Academy has the data necessary for input.

14-5.5. Reporting of educational endeavors pursued by employees on their own time, on
a voluntary basis, such as various adult education continuation programs, and/or college
level courses, may be submitted to the Training Academy. The Training Academy will
review the submitted information and determine applicability for input to the current
Training Documentation Database.

14-6. TRAINING PROVIDED TO FOREIGN POLICE AGENCIES

14-6.1. The Arms Export Control Act, 22 U.S. Code, Section 2751, places limits on the
export of "Defense Services." Police training is a "defense service" that may only be
conducted under the Foreign Military Sales/Security Assistance Program provided the
consumer country pays for the training and the Defense Security Assistance Agency
(DSAA) approves the sale of the “defense service”. Requests for such training assistance
to foreign police agencies will be submitted to the NCIS Training Academy.

14-6.2. NCIS components may, without prior approval conduct familiarization briefings
with foreign police agencies provided such activity is directly related to the NCIS
mission in the foreign country. For example, joint familiarization regarding Protective
Service Operation (PSO) procedures in anticipation of a protected principal visit to that
country; detailed briefings and/or rehearsals regarding narcotics suppression operations;
or briefings/familiarization regarding investigative procedures where joint investigations
are conducted are authorized and no prior coordination is required.
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14-7. LOCAL DISCRETIONARY TRAINING

14-7.1. On occasion, training opportunities not provided by the Training Academy are
identified by NCIS field components. If the field component chooses to fund this
training, all actions required, including entry of course completion in to the current
Training Documentation Database are the responsibility of the field component. Upon
completion of the training, the Training Academy requires a critique of the course(s).

14-7.2. If a field component identifies a need for training that is not provided by the
Training Academy, a request for that training may be submitted to the Training Academy
using the Training Request form found on at NCISnet-TRAINING . If the training is
approved then all actions required for attendance will be the responsibility of the Training
Academy.
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14-8. GLOSSARY OF ACRONYMS

ACRONYM LONG TITLE

AD Assistant Director

ADDIE Analyze, Design, Development, Implementation, Evaluation
CHRM DON Civilian Human Resources Manual
CITP Criminal Investigator Training Program
DAD Deputy Assistant Director

DCPDS Defense Civilian Personnel Data System
DON Department of the Navy

FETP Field Training Evaluator Program

FLETA Federal Law Enforcement Training Accreditation
FLETC Federal Law Enforcement Training Center
FTA Field Training Agent

FTAP Field Training Agent Program

FTC Field Training Coordinator

HTC Headquarters Training Coordinator

IDP Individual Development Plan

NKO Navy Knowledge On-line

oJT On-The-Job-Training

PSO Protective Service Operation

SABTP Special Agent Basic Training Program
SAC Special Agent in Charge

SITREP Situation Report

SME Subject Matter Experts

TAP Tuition Assistance Program
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CHAPTER 15

TITLE: HOURS OF WORK, PAY, AND LEAVE
POC: CODE 10A

DATE: MAR 09

15-1. INTRODUCTION

15-2. HOURS OF WORK

15-3. GENERAL PAY INFORMATION

15-5. OVERTIME

15-6. COMPENSATORY TIME

15-8. RECRUITMENT, RETENTION AND RELOCATION INCENTIVES
15-9. LEAVE

15-10. HOME LEAVE

15-11. EXCUSED ABSENCE

15-12. VOLUNTARY LEAVE TRANSFER PROGRAM
15-13. TELEWORK

APPENDICES
(1) CERTIFICATION OF AVAILABILITY FOR UNSCHEDULED DUTY
(2) CERTIFICATION OF UNAVAILABILITY FOR UNSCHEDULED DUTY

POLICY DOCUMENT

APPENDIX (3) Gen Admin 11-0031 of 2 Sept 2011 released NCIS Policy Document No.
11-17: Administrative (Hours of Work). Policy Document 11-17 contains revised or new
policy that has been incorporated into this chapter and should be reviewed in its entirety.

APPENDIX (4) Policy Document 14-01: Administrative (Law Enforcement Availability
Pay — LEAP)

15-1. INTRODUCTION

15-1.1. This chapter establishes the requirements and procedures for assigning and approving
the hours of work, rates of pay, and use of leave for employees of the Naval Criminal
Investigative Service (NCIS). These procedures comply with the requirements of Title 5 United
States Code (USC) Chapters 53 (Pay Rates and Systems), 55 (Pay Administration), 59
(Allowances), 61 (Hours of Work) and 63 (Leave). This policy also complies with the
commensurate sections of Title 5, Code of Federal Regulations (CFR) and Department of
Defense (DoD) and Department of Navy (DON) instructions and directives.

15-1.2. Answers to frequently asked questions regarding pay and leave may be found at the
Department of the Navy Human Resources website.

15-1.3. This chapter applies to all NCIS employees who meet the definition of employee in Title
5 USC 2105.

15-2. HOURS OF WORK
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15-2.1. General information on hours of work may be found at 5 CFR Part 610. Information
specific to NCIS is provided below.

15-2.2. Full-Time Work Schedule.

a. The normal workday is 0730-1600. Employees may, with the approval of their supervisor,
set work schedules that vary by up to 90 minutes before or after the normal starting time of 0730.
Work schedules should remain constant.

b. Supervisors may authorize a Compressed Work Schedule (CWS) if the mission and
functions of the immediate organization permit this flexibility. The CWS enables employees to
fulfill their basic workweek requirements in less than 10 days during the biweekly pay period.
All full-time non-special agent civilian employees may be eligible to participate in the CWS.

(1) The primary objective in establishing the CWS within NCIS is to enhance employee
recruitment and retention, reduce parking congestion, reduce overtime expenses and
absenteeism, increase productivity, and allow employees the opportunity to improve their job
satisfaction and quality of work life, while fully supporting mission accomplishment.

(2) The CWS is offered as a privilege to those employees identified as being eligible.
Participation in the CWS is on a voluntary basis; no employee is required to participate in CWS.
An employee may participate in the CWS provided that participation does not interfere with
effective mission accomplishment or the employee’s performance of official duties. Every effort
will be made to accommodate an employee’s selection of a work schedule option; however,
supervisors retain the right to establish or revise any work schedule in order to avoid adverse
impact on daily operations.

(3) Temporary Duty (TDY) and Training. When TDY or training is scheduled during the
pay period, the employee will normally revert to the basic 8-hour workday, 40 hours per week
work schedule for the entire pay period(s) while in a training/travel status. However, if the
TDY /training schedule coincides with the employee’s CWS tour of duty, the supervisor may
permit the employee to remain in a CWS status.

(4) Holidays. When a holiday occurs on a CWS scheduled day off, the preceding workday
before the holiday becomes the holiday with the CWS day off remaining the same.

(5) Any day of the workweek, Monday through Friday, may be used as the “off” day in a
CWS schedule. Likewise, any day of the workweek may be used as the short (8-1/2 hour)
workday. However, the established non-workday and the short day will remain constant each
pay period unless operational requirements dictate that the day(s) be changed. Tours of duty
under the CWS must fall within the normal scheduling times and therefore must not begin earlier
than 0600 nor end after 1800. All schedules must be approved by the employee’s supervisor.

(6) Incumbents of certain positions, because of the nature of the work, may be required to
remain on a basic workweek schedule (8 hours per day Monday through Friday).
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(7) Denial of an employee’s request to participate in the CWS is not grievable.

15-2.3. Part -Time Work Schedule.

a. Part-time work schedules enable NCIS to retain highly qualified personnel in both special
agent (SA) and professional/ support staff positions, while allowing flexibility for employees to
manage other compelling personal situations that might otherwise cause them to terminate their
employment. Part-time work schedules usually range from 16 to 32 hours per week. The normal
scheduled tour of duty must include at least 4 hours of work on any day identified as a work day
and may not exceed 10 hours per day.

b. For professional/support staff, a request to establish a part-time work schedule or to convert
from full-time to part-time status should be initiated in writing by an employee and submitted to
his or her supervisor. Employees may request a part-time work schedule for a temporary period
of time or as a permanent measure. The appropriate special agent in charge (SAC) or deputy
assistant director (DAD) may approve part-time work schedules.

c. Part-time employment for SA personnel requires the development of a more formalized
program referred to as the Part Time Agent Program (PTAP). PTAP assignments will be
established for a minimum of 6 months and a maximum of 1 year.

d. Inorder to qualify for a PTAP assignment, the SA must:

(1) Demonstrate a compelling personal need, i.e., child care, elder care, death of/or dying
spouse or other close family member, or illness which might otherwise cause the employee to
resign in order to deal with the situation or severely impact the employee’s ability to fulfill the
obligations of full-time employment,

(2) Have served as a special agent for a minimum of 2 years,
(3) Have received a rating of “pass” for the last two annual appraisal periods.

e. To apply for conversion to the PTAP, a SA must provide a detailed memorandum to the
SAC or DAD requesting permission to participate in the PTAP. The application must state the
reason(s) for entry into the program and certify that the SA meets all the qualifications. The
request must indicate the proposed number of hours per week and include a tentative bi-weekly
schedule.

f. Authority to approve participation in the PTAP and the continuation or extension of an
assignment is delegated to the DAD for Personnel Operations and Services, Code 10A.
Recommendations to approve, disapprove, extend, or terminate PTAP assignments will be
initiated by the appropriate SAC or DAD and include an assessment of the impact on the office
of the loss of the full time services of the SA.

g. Requests for less than 6 months should normally be handled through the use of the
voluntary leave transfer program, if applicable, or the use of leave without pay (LWOP).
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h. Code 10A will advise the SAC or DAD and the affected employee of the decision
regarding the request to participate in the PTAP. If approved, Code 10A will update the Defense
Civilian Personnel Data System (DCPDS) and the NCIS Human Resources information system
to record the change in work schedule. The supervisor is responsible for submitting a revised
work schedule to Code 10A2 to ensure the accuracy of the Standard Labor Data Collection and
Distribution (SLDCADA) records.

I. If a SA is denied acceptance into the program, denied a requested extension, or removed
from the part-time program other than at their own request, they may appeal the action to the
Assistant Director (AD) for Human Resources (Code 10). The appeal must be in writing and
should address why the decision of the DAD for Personnel Operations and Services may be
inappropriate.

J. Work schedules and assignments will be set by the part-time special agent’s immediate
supervisor with the concurrence of the SAC or DAD, dependent upon the needs of the office and
the part-time SA’s personal circumstances. Managers will exercise sound judgment, creativity,
and resourcefulness in deploying the part-time SA.

(1) For example, a part-time SA may be assigned a full case load and be given additional
time to complete the investigations; assigned limited cases; assigned to assist other agents; or,
assigned as a task force member.

(2) The success of this program necessitates flexibility and progressive leadership from
managers. Likewise, participants in the program must continue to provide high quality
performance in support of the mission of their respective office and NCIS.

k. PTAP participants must be advised that certain limited circumstances may require their
return to work on a full-time basis. Any request for a change in status must be the result of a
change of office resources or circumstances affecting the ability to meet mission requirements.

(1) Failure on the part of the employee to maintain at least a level 3 rating during the part
time assignment will be considered sufficient reason to require a return to full-time status in
order to more completely evaluate performance.

(2) The SAC or DAD must notify the SA in writing of the reason(s) for the change in
employment status. This notification must be provided at least 30 days in advance of the date the
employee will be required to return to full-time status.

15-2.4. Unigue Work Schedule Situations. When an employee is on a TDY assignment, or
otherwise absent from the permanent duty station, he or she may be required to work tours of
duty that do not coincide with the tour normally worked. In such situations, it is imperative that
the employee communicates the new tour of duty and the actual hours worked to the supervisor.
The supervisor, or the designated timekeeper, will submit a tour of duty change, if necessary, to
Code 10A2.
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15-2.5. Travel. Information on the hours of work for time spent in a travel status may be found
at 5 CFR 551.442.

15-3. GENERAL PAY INFORMATION

General information on pay under the General Schedule, including holiday pay, shift
differentials, Sunday and other premium pays, can be found at 5 CFR Part 550.

15-4. LAW ENFORCEMENT AVAILABILITY PAY (LEAP)

15-4.1. Purpose of LEAP. The purpose of LEAP is to provide a special premium pay to SAs to
ensure their availability for unscheduled duty in excess of a 40-hour work week, based on the
needs of the employing agency. SAs will continue to receive LEAP following NCIS’ conversion
to the National Security Personnel System (NSPS). DoD 1400.25-M, Section SC1930.29
provides that LEAP will continue to be paid under the provisions of Title 5 USC 5545a and 5
CFR 550.181 through 550.187.

a. LEAP is paid to SAs at the rate of 25 percent of basic pay based on their performance of
unscheduled duty, and each SA’s eligibility to receive LEAP is directly linked to his or her
supervisor’s certification that the SA has met, or is expected to meet the substantial hours
requirement. SAs who are not meeting, or who are not expected to meet the substantial hours
requirement, are not eligible to receive LEAP.

b. LEAP continues when an SA is attending NCIS-sanctioned training, on NCIS-ordered
travel, on approved leave, or during excused absences.

c. LEAP is considered part of basic pay for the following purposes: advances in pay, workers'
compensation, retirement benefits, thrift savings plan, life insurance, and lump sum annual leave
payments. LEAP is also considered basic pay for severance pay purposes, and is included in
Voluntary Separation Incentive Pay (VSIP) computations.

d. SAs participating in the PTAP are ineligible for LEAP for the duration of their
participation in PTAP.

15-4.2. Unscheduled Duty Hours. For the purpose of LEAP, unscheduled duty hours are those
hours during which an SA performs work that is not:

a. Part of the 40-hour basic workweek of the SA; or,

b. Regularly scheduled overtime hours compensated under 5 U.S.C. 5542 and 5 CFR
550.111.

15-4.3. Substantial Hours Requirement. SAs are paid LEAP if their annual average of
unscheduled duty hours worked in excess of each Regular Workday is equal to or greater than 2
hours. This is called the “substantial hours requirement”. Unscheduled duty hours which are
worked by an SA on days that are not Regular Workdays are also considered in the substantial
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hours requirement calculation. Additionally, the first 2 overtime hours on any day containing
part of an SA’s basic 40-hour workweek are covered by LEAP, without regard to whether the
hours are scheduled or unscheduled, and those hours are also included in the calculation.

a. Calculation of the Substantial Hours Requirement. The substantial hours requirement is
calculated by dividing the “Total Unscheduled Duty Hours Worked” (the numerator), by the
“Total Regular Workdays” (the denominator). To meet the substantial hours requirement, the
resulting quotient must be equal to, or greater than 2.

b. Definition of a “Regular Workday”: For the purpose of calculating the substantial hours
requirement, a "Regular Workday" means each day in the SA’s basic work week during which
he/she works at least 4 hours, excluding:

(1) Overtime hours paid under 5 USC 5542; or,

(2) Unscheduled Duty Hours compensated by LEAP; or,

(3) Hours during which an SA is:

(a) Engaged in NCIS-approved training (use appropriate operations code) or non-
operational travel associated with training/conferences as defined in Section 15-7; or,

(b) On approved leave; or,

(c) On excused absence with pay (including paid holidays).
15-4.4. Certification Requirements. SAs and their supervisors are required to “certify” an SA’s
availability for unscheduled duty hours. This certification is documented on the “Certificate of

Availability for Unscheduled Duty”.

a. Certification of New SAs. Upon hiring, new SAs and their supervisors must certify that the
SAs are expected to meet the substantial hours requirement during the upcoming 1-year period.

(1) New SAs are responsible for completing and signing a Certificate of Availability for
Unscheduled Duty during the entry on duty (EOD) process.

(2) Supervisors of new SA personnel are responsible for:

(a) Ensuring that the new SA completed and signed a Certificate of Availability for
Unscheduled Duty; and,

(b) Validating the new SA’s Certificate of Availability for Unscheduled Duty by signing

the document and forwarding a copy to the Pay and Entitlements Branch (Code 10A12) within 2
weeks of the new SA’s entry on duty.
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b. Annual Certification. Each year, SAs receiving LEAP, and their supervisors, must certify
that the SAs currently meet, and are expected to continue to meet, the substantial hours
requirement during the upcoming 1-year period. The “Certificate of Availability for
Unscheduled Duty”.

(1) SAs are responsible for preparing a new "Certificate of Availability for Unscheduled
Duty" and submitting it to their supervisor not later than 15 January of each year.

(2) Supervisors of SAs are responsible for certifying the availability of each SA under their
supervision by ensuring that each SA prepares a new “Certificate of Availability for
Unscheduled Duty” and by signing the certificate, indicating that the SA currently meets, and is
expected to continue to meet, the substantial hours requirement during the upcoming 1-year
period. Once completed, the supervisor is responsible for forwarding a copy of the certifications
to Code 10A by 30 January of each year.

(3) Code 10A is responsible for receiving and maintaining a repository of all current SA
certifications of availability, including the reporting of and follow-up on certifications not
received.

c. Certification of Unavailability for Unscheduled Duty. An SA may request that he or she
not be assigned unscheduled duty hours for a designated period of time, because of a personal or
family hardship. The “Certification of Unavailability for Unscheduled Duty” will be used to
document this request.

(1) SAs are responsible for forwarding their completed “Certification of Unavailability for
Unscheduled Duty” to their supervisor immediately upon realizing that a personal or family
hardship will make them unavailable for unscheduled duty.

(2) The supervisor is responsible for reviewing and validating the request and forwarding it
to the appropriate SAC/DAD for final approval.

(3) The SAC/DAD is responsible for reviewing and approving or disapproving the request;
however, any request for periods in excess of 120 days must be approved by the appropriate
Executive Assistant Director (EAD). If approval is recommended, the completed Certification of
Unavailability for Unscheduled Duty must be forwarded to Code 10A at least 30 days prior to
the proposed effective date of the SA’s unavailability so payment of LEAP can be suspended in a
timely manner. A copy must also be provided to Code 10D (Human Capital Development). The
SAC/DAD will also review and validate continuing cases of unavailability at least every 90 days.

(4) Code 10A is responsible for initiating the appropriate personnel action to suspend
LEAP, and for the timely reinstatement of LEAP once a hardship has been resolved.

15-4.5. Monitoring and Managing the Substantial Hours Requirement.

a. SAs are responsible for:
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(1) Monitoring their unscheduled duty hours to ensure they are complying with the
substantial hours requirement.

(2) Notifying their supervisors when they perceive they may be unable to meet the
substantial hours requirement.

(3) Responding when called upon to perform work during unscheduled duty hours.
b. Supervisors of SAs are responsible for:

(1) Monitoring unscheduled duty hours, and taking corrective action where necessary, to
ensure the annual substantial hours requirement is consistently met.

(2) Taking corrective action as soon as it becomes evident that an SA will not be able to
perform a sufficient number of unscheduled work hours to meet the substantial hours
requirement.

(3) Conducting a preliminary review of the case to determine whether or not the shortfall
has been caused by the SA’s misconduct (e.g., refusal to work the unscheduled duty hours), or by
scheduling and planning issues or deficiencies.

(4) Monitoring workload and assignments to ensure SAs under their supervision have
sufficient opportunity to meet the substantial hours requirement.

(5) Carefully reviewing and validating the facts, and when appropriate, contacting Code
10A for assistance in considering an action to suspend LEAP. The suspension of LEAP is an
“Adverse Action”; therefore, Code 10A’'s Employee Relations Specialist and the NCIS Legal
office (Code 00L) must be involved in reviewing, preparing, and initiating actions that could
result in the suspension of LEAP.

c. Code 10A is responsible for:
(1) Maintaining current copies of SA certifications of availability/ unavailability; and,

(2) Generating quarterly and ad hoc management reports reflecting the status of
certifications of availability and the substantial hours requirement. By the 15th of February,
May, August, and November of each year, Code10A, in cooperation with Code 15, will provide
a report to the SACs/DADs of the unscheduled duty hours reported by each of their SAs, as well
as whether or not they are meeting the substantial hours requirement. A copy of this report will
also be provided to Code 10.

(3) Ensuring that all considerations for decertifying an SA's availability for unscheduled

duty are coordinated with Code 00L, and that resulting actions are consistently applied across
NCIS.
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d. SACs/DADs are responsible for ensuring that immediate attention is given to resolving
deficiencies.

15-4.6. Duration of Certifications of Availability for Unscheduled Duty. Once an SA has been
certified as available for unscheduled duty, the certification remains in effect until:

a. Superseded by a subsequent annual certification; or,

b. Superseded by an SA’s submission, and the appropriate supervisory approval, of a
Certification of Unavailability for Unscheduled Duty. Temporary medical conditions will not
affect an SA’s availability for unscheduled duty unless the SA voluntarily requests to be
unavailable for such duty; or,

c. Superseded by a finding that the SA has not, or is not expected to meet the substantial
hours requirement. Any such findings will be carefully reviewed by the supervisor, and closely
coordinated with Codes 10A and 00L before effecting decertification.

15-4.7. SA Accessibility. To ensure their accessibility, SAs are required to:

a. Maintain a mobile and/or hard line telephone at their residence, and provide the respective
phone numbers to their supervisor and enter it into COMPASS, the internal NCIS employee
database system; and,

b. Provide their supervisor a contact telephone number (if other than the above) when away
from their residence for 24 hours, except when they are at work or on authorized leave; and,

c. Provide their supervisor advance notification and an emergency contact when they expect
to travel outside the geographic area serviced by their office.

15-4.8. SAs Reporting and Recording of Unscheduled Duty Hours Worked. SAs and their
supervisors must ensure that all unscheduled duty hours worked (commonly referred to as LEAP
hours) are consistently and accurately recorded in SLDCADA. This information is a critical
element in validating the substantial hours requirement, and provides valuable information in
support of manpower and financial resources.

a. The “Type Hour Code” (THC) in SLDCADA will be coded as “O1” for all unscheduled
duty hours worked, and for all SA operational travel time outside the regular working hours.

b. Unscheduled duty hours and travel time entries must also reflect the appropriate 4-digit
“Operations Code”. SAs in a “Duty Agent” status will report only the unscheduled duty hours
worked during the assignment.

15-4.9. Decertification. NCIS may deny or cancel LEAP if an SA fails to perform unscheduled
duty as assigned or reported, or is unable to perform unscheduled duty for an extended period
due to physical or health reasons. Denials, cancellations, and reinstatements of LEAP must be
carefully coordinated with Codes 10A and OOL.
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a. The duration of any decertification for LEAP may be from one pay period to one year,
depending on the circumstances and degree of the unscheduled duty hours deficit. When LEAP
is denied or cancelled, the length of an SA’s suspension from receipt of LEAP is an
administrative determination at the discretion of NCIS management. Codes 10 and OOL will
ensure decisions are consistently applied.

b. An involuntary suspension of LEAP is a reduction in pay, and therefore, requires the
application of adverse action procedures, including affording the SA the appropriate notice
period and appeal rights. Codes 10 and 00L will ensure the required adverse action policies and
procedures are consistently applied.

15-5. OVERTIME
15-5.1. General information on overtime pay may be found at 5 CFR Chapter 551. Information

specific to NCIS is provided below. The Director, NCIS, has authorized the following officials
of NCIS to approve and order overtime when mission performance so requires:

a. NCIS ADs and DAD:s in coordination with the NCIS Comptroller (Code 14); or,
b. Field ffice SAC’s; or,
c. Principal assistants to the above officials when acting on their behalf.

15-5.2. Overtime is requested, authorized, and recorded using the automated timekeeping
system.

15-5.3. Information on compensatory time, or overtime for time spent in training, may be found
at 5 CFR 551.423.

15-5.4. Information on compensatory time for time spent in a travel status on a non-work day
may be found at CPM 2005-03.

15-5.5. Regularly Scheduled Overtime (RSO). RSO is overtime work that is scheduled, in
writing, in advance of the workweek, i.e., no later than midnight Saturday night, and is scheduled
to occur on successive days or after specified intervals.

a. SA personnel receiving LEAP will not be placed in a RSO status without specific approval
from Deputy Director for Management and Administration (DDM&A). When unusual work
requirements dictate, maximum use will be made of work schedule changes to ensure
compliance with this policy. Overtime hours compensated as RSO may not also be used as
qualifying hours for LEAP.

b. When approved, RSO must be recorded in SLDCACA and certified by the immediate
supervisor or his or her designee.
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15-5.6. Irregular Overtime (10T). 10T differs from RSO in that the overtime is unscheduled.
Except under extremely unusual circumstances, IOT must be approved before it is worked. For
Fair Labor Standards Act (FLSA) exempt employees, supervisors have the authority to require
the use of compensatory time in lieu of IOT when considered appropriate.

15-5.7. Adjustment of Work Schedules and Compensatory Time for Religious Observances.
Information on the use of compensatory time for religious observance is found in 5 CER 550
Subpart J. Field offices and headquarters codes are advised to keep a record of religious
compensatory time earned and used. Coordination with Code 10A2 is necessary to ensure that
compensatory time worked for religious holidays is credited appropriately.

15-5.8. Administratively Uncontrollable Overtime (AUO). AUO is payable to non-SA
employees in positions not covered by NSPS and which require substantial amounts of irregular
or unscheduled overtime work wherein the employee is responsible for independently
recognizing those circumstances which require the employee to begin or remain on duty. There
is no provision under NSPS for the payment of AUO.

a. A substantial amount of overtime work is defined as a minimum average of 3 hours per
week. The irregular work must be a continuing requirement, generally performed more than
once a week. There must be a clear anticipation that the circumstances requiring AUO will
continue.

b. The responsibility for independently recognizing the requirement to remain on duty must
be a definite, official, and special requirement of the position. A supervisor may restrict the
duties of a position and the resultant requirement for additional hours of work in those situations
deemed necessary.

c. A limited number of employees at overseas locations, whose duties and additional hours of
work have been reviewed and determined to be qualifying for AUO, will receive such premium
pay if authorized by NCIS Headquarters (NCISHQ).

d. Individuals newly hired to qualifying positions will receive an initial AUO rate of 15
percent effective upon their date of hire. This rate will continue until they have worked a
qualifying period of time (usually one quarter). A “look-back” review will be conducted at that
time and any required changes to the AUO rate effected at that time.

(1) AUO Table. AUO will be paid in accordance with the following table:

Bi-Weekly Average Hours Premium Pay Percentage
<6 Hours Zero (0)

6.0-10.1 Ten (10)

10.2-14.2 Fifteen (15)

14.3-18.4 Twenty (20)

18.5 and higher Twenty-five (25)
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(2) Quarterly Calculations. The continued authorization for the use of AUO and the rate at
which it is paid will be reviewed on a quarterly basis to coincide with the end of the second,
eight, fifteenth and twenty-first pay periods. The biweekly average of qualifying AUO hours
shall determine the rate to be set for the succeeding quarter. Calculations to determine the
biweekly average will exclude the following: holidays; full days of paid leave (annual, sick,
military, court, and administrative); approved LWOP (excluding suspensions and absent without
leave (AWOL); training (not to exceed an aggregate of 60 workdays in a calendar year); travel
for administrative and Permanent Change of Station (PCS) purposes; and, periods of limited duty
status. Personnel attending NCIS-directed or sponsored training may not, by federal regulations,
count independent study as AUO. Compensation (pay or compensatory time-off) for irregular
hours of overtime in excess of the bi-weekly averages noted above is not authorized.

(3) Employee Transfer. If an employee transfers to a new duty station in a position for
which AUO is authorized, the losing office (or, NCISHQ) will forward to the gaining office (or,
NCISHQ) the amount of AUO worked by the employee for that calendar year. The gaining
office (or, NCISHQ) will include AUO for the new employee in its quarterly/annual reports.

(4) Pay Provisions. AUO is not considered base pay for retirement or for computing
foreign or non-foreign allowances and differentials.

15-6. COMPENSATORY TIME

15-6.1 Employees covered by the FLSA may request compensatory time instead of payment for
irregular or occasional overtime work. For FLSA-exempt employees, supervisors have the
authority to require compensatory time in lieu of overtime when considered appropriate.

15-6.2. Compensatory time is credited hour for hour for the overtime work and is maintained in
a special leave-type account for the employee’s future use. There is no maximum amount of
compensatory time an employee may accumulate in the payroll system.

15-6.3. The payroll system will date-age all compensatory time as it is earned. Regardless of
balance totals, if any earned compensatory time remains on the books for more than one year, it
will be paid out as overtime at the rate in effect when the compensatory time was actually
earned.

15-6.4. Compensatory time off should be taken within a reasonable period of time after the work
is performed, ordinarily within 30 days. Normally, compensatory time will be granted before
annual leave is approved except when annual leave will otherwise be forfeited.

15-7. COMPENSATORY TIME OFF FOR TRAVEL (CTOFT)
15-7.1. Authority. Section 203 of Public Law 108-411 of 30 Oct 04 amended Title 5, USC, by
adding section 5550b, which authorizes a new form of compensatory time off for time spent by

eligible employees in a travel status away from the employee’s official duty station when the
travel time is not otherwise compensable. On 27 Jan 05, the Office of Personnel Management
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(OPM) added interim implementing regulations through 5 CFR 550, subpart N and CPM-2005-
03. Both law and regulation were effective 28 Jan 05.

15-7.2. Exclusions. Members of the Senior Executive Service are not eligible for CTOFT.

15-7.3. Special CTOFT Provisions for SAs receiving LEAP. SAs receiving LEAP may only
accrue CTOFT for non-operational travel (e.g., training and conferences), and the travel must be
approved in advance by their supervisor. Operational travel is covered by LEAP and will not be
a basis for accruing CTOFT. Additionally, the first two hours of overtime on any day containing
a part of an SA’s basic 40-hour workweek are covered by LEAP, without regard to whether the
hours are scheduled or unscheduled, and therefore can not be considered for the purpose of
accruing CTOFT.

a. SAs may opt to claim non-operational travel time as LEAP hours in order to meet the
substantial hours requirement in NCIS-1, Chapter 15, section 15-4.

b. SACs/DADs will monitor non-operational travel requirements to ensure, to the extent
possible, that such travel occurs during the normal workweek, and that related decisions are
being consistently applied.

15-7.4. Definitions. For the purpose of this policy:

a. Accrued compensatory time off means the CTOFT earned by an employee that has not
been used or forfeited.

b. Compensable refers to periods of time that are creditable as hours of work for the purpose
of determining a specific pay entitlement, even when that work time may not actually generate
additional compensation because of applicable pay limitations.

c. Compensatory time off means CTOFT that is credited under this policy.

d. Official duty station means the geographic area surrounding an employee’s regular work
site that is the same as the area designated by NCIS for the purpose of determining whether
travel time is compensable for the purpose of determining overtime pay.

e. Rate of basic pay means the rate of pay fixed by law or administrative action for the
position held by an employee, including any applicable locality payment under 5 CFR part 531,
subpart F; special rate supplement under 5 CFR part 530, subpart C; or, similar payment or
supplement under other legal authority, before any deductions and exclusive of additional pay of
any other kind.

f. Regular working hours means the days and hours of an employee’s regular hours of an
employee’s regularly scheduled administrative workweek established under 5CFR part 610.

g. Scheduled tour of duty for leave purposes means an employee’s regular hours for which
they may be charged leave under CFR part 630 when absent. Section 15-2, defines the normal
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workday for NCIS employees as 0730-1600. Supervisors may authorize a Compressed Work
Schedule (CWS) if the mission and functions of the immediate organization permit this
flexibility. SAs are not eligible for a CWS. For full-time employees, it is the 40-hour basic
workweek as defined in 5 CFR 610.102. For employees with an uncommon tour of duty as
defined in 5 CFR 630.210, it is the uncommon tour of duty. When an employee is on a
temporary duty assignment, or otherwise absent from the permanent duty station, he or she may
be required to work tours of duty that do not coincide with the tour normally worked. In such
situations, it is imperative that the new tour of duty and the actual working hours are clearly
communicated between the employee and the supervisor.

h. Travel means officially authorized travel (i.e., travel for work purposes that is approved by
an authorized NCIS official or otherwise authorized under established NCIS policies).

i. Travel status means travel time as described in 5 CFR 550.1404 that is creditable in
accruing compensatory time off for travel, excluding travel time that is otherwise compensable
under other legal authority.

15-7.5. Creditable Travel Time.

a. Subject to the conditions described below, NCIS will credit an employee with
compensatory time off for time in a travel status if:

(1) The employee is required to travel away from the official duty station; and,

(2) The travel time is not otherwise compensable hours of work.
15-7.6. Travel Status. Time in travel status includes the time an employee actually spends
traveling between the official duty station and a TDY station, or between two TDY stations, and
the usual waiting time that precedes or interrupts such travel, subject to the following guidelines,
exclusions, and requirements.

a. Guidelines:

(1) Time spent at a TDY station between arrival and departure is not time in a travel status.

The employee’s time in a travel status ends when he or she arrives at his or her TDY worksite or

lodging site at the TDY station, wherever the employee arrives first.

(2) Time in a travel status resumes when the employee departs from the TDY worksite or
lodging site at the TDY station, whichever the employee departs last.

(3) Travel time in connection with an employee's permanent change of station is not time in
a travel status.

(4) Airline travelers are generally required to arrive at a designated pre-departure time (e.g.,

1 or 2 hours before the scheduled departure). Such waiting time at the airport is considered usual
waiting time and is creditable time in a travel status. In addition, time spent at an intervening
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airport waiting for a connecting flight also is creditable time in a travel status. In all cases,
determinations regarding what are creditable as “usual waiting time” are within the sole and
exclusive discretion of NCIS. NCIS has defined the creditable “usual waiting period” as 2 hours.

b. Exclusions: If an employee experiences an extended (i.e., not usual) waiting time between
actual periods of travel during which the employee is free to rest, sleep, or otherwise use the time
for own purposes, the extended waiting time is not creditable as time in a travel status. An
extended period that occurs during an employee’s regular working hours is compensable as part
of the employee's regularly scheduled administrative workweek.

c. Requirements.
(1) Travel between Home and a TDY Station.

(a) If an employee is required to travel directly between his or her home and a TDY
station outside the limits of the employee’s official duty station, the travel time is creditable as
time in a travel status if otherwise qualifying. However, NCIS will deduct from such travel
hours the time the employee would have spent in normal home-to-work or work-to-home
commuting.

(b) In the case of an employee who is offered one mode of transportation and who is
permitted to use an alternative mode of transportation, or who travels at a time or by a route
other than that selected by NCIS, then NCIS will determine the estimated amount of time in a
travel status the employee would have had if the employee had used the mode of transportation
offered by NCIS, or traveled at the time or by the route selected by NCIS. In determining time
in a travel status, NCIS will credit the employee with the lesser of the estimated time in a travel
status or the actual time in a travel status.

(c) In the case of an employee who is on a multiple-day travel assignment and who
chooses, for personal reasons, not to use temporary lodgings at the TDY station, but to return
home at night or on a weekend, only travel from home to the TDY station on the first day and
travel from the TDY station to home on the last day that is otherwise qualifying as time in a
travel status under this subparagraph is mandatorily creditable (subject to the deduction of
normal commuting time). Travel to and from home on other days is not creditable travel time
unless NCIS, at its discretion, determines that credit should be given based on the net savings to
the government from reduced lodging costs, considering the value of lost labor time attributable
to CTOFT. The dollar value of an hour of CTOFT for this purpose is equal to the employee's
hourly rate of basic pay as defined in 5 CFR 550.103.

(2) Time Spent Traveling To or From a Transportation Terminal as Part of Travel Away
From the Official Duty Station. If an employee is required to travel between home and a
transportation terminal (e.g., airport or train station) within the limits of official duty station as
part of travel away from that duty station, the travel time outside regular working hours, to or
from the terminal, is considered to be equivalent to commuting time and is not creditable time in
a travel status. If the transportation terminal is outside the limits of the employee’s official duty
station, the travel time to or from the terminal, outside regular working hours, is creditable as
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time in a travel status, but is subject to an offset for the time the employee would have spent in
normal home-to-work or work-to-home commuting. If the employee travels between a worksite
and a transportation terminal, the travel time outside regular working hours is creditable as time
in a travel status, and no commuting time offset applies.

(3) Travel Involving Two or More Time Zones. When an employee’s travel involves two
or more time zones, the time zone from the point of first departure must be used to determine
how many hours the employee actually spent in a travel status for the purpose of accruing
CTOFT.

15-7.7. Crediting CTOFT.
a. Management Responsibility.

(1) SACs and DADs who have delegated authority to direct travel, and approve leave, also
have the authority to credit and approve the CTOFT.

(2) The Under Secretary of Defense Memo for Secretaries of the Military Departments, of
12 Aug 05, requires that official travel be scheduled to occur during an employee's tour of duty,
consistent with mission requirements. Director, NCIS has further emphasized this requirement
by directing that, to the extent possible, official TDY travel should be scheduled to occur during
regular working hours. Only in cases where this is not practicable will employees earn
entitlement to CTOFT.

(3) NCIS will credit CTOFT in increments of one-tenth of an hour (6 minutes).

(4) CTOFT will be tracked and managed separately from other forms of compensatory time
off.

(5) The supervisor is responsible for ensuring that any CTOFT earned is appropriately
approved and reported in the timekeeping system.

(6) The Type Hour code for CTOFT earned is always “CB”. For SAs, the SLDCADA
operation code AD14 should be used. For non-SA personnel, either AD14 or the SLDCADA
operation code which best describes the activity performed should be used.

b. Employee Responsibility.

(1) Requesting CTOFT. An eligible employee who performs official travel may request
compensatory time off for time spent in a travel status away from the official duty station if the
travel is not otherwise compensable as defined above. An employee must request credit for
CTOFT by providing documentation of the time that he or she spent in an official travel status.
An employee's request for credit of CTOFT may be denied if the request is not filed within the
time period required by the following subparagraph.
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(2) Timeliness Standard for Requesting Compensatory Time Off for Travel. An employee
must submit his or her request for CTOFT within 10 workdays after returning to the official duty
station or within 10 workdays of returning from TDY, or approved leave which immediately
follows the TDY, during which the CTOFT was earned. The employee’s request must include a
detailed copy of his or her travel itinerary, and any other documentation required by the
employee’s supervisor. As a minimum, the request must include:

(a) Date, time, and place of departures and arrivals.
(b) Actual time spent traveling to and from transportation terminals.

(c) Time spent waiting at the transportation terminals, including arrival and departure
dates and times.

(d) Time spent in actual travel, including beginning and ending dates and times.
(e) Time of arrivals and departures from temporary duty stations.
(f) Duration of normal home-to-work commuting time.
(9) Regular tour of duty days and hours.
15-7.8. Use of Accrued Compensatory Time Off.

a. Employees must request permission from their supervisor to schedule the use of accrued
CTOFT.

b. CTOFT may be used when the employee is granted time off from scheduled tour of duty.
An employee may use earned CTOFT in increments of one-tenth of an hour (6 minutes).

c. NCIS will charge CTOFT in the chronological order in which it was earned, with the
CTOFT earned first being charged first.

d. The Type Hour code for CTOFT used is “CF”. The operational code is “TTLV”.
15-7.9. Forfeiture of Unused CTOFT.

a. An employee shall forfeit claim to CTOFT if the claim is not submitted within the time
limits described above.

b. An employee must use accrued CTOFT by the end of the 26" pay period after the pay
period during which it was credited. If an employee fails to use the CTOFT within 26 pay
periods after it was credited, he or she will forfeit the CTOFT. The only exception to this
requirement is where the employee’s failure to use his or her CTOFT earned was due to an
exigency of the service beyond the employee’s control. In those cases, the DAD for Human
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Resources Operations and Services, Code 10A, at his or her sole and exclusive discretion, may
extend the time limit for using such CTOFT up to an additional 26 pay periods.

c. When an employee with unused CTOFT separates from federal service, or is placed in a
leave without pay status in the following circumstances, and later returns to service with the
same (or, successor) agency, he or she must use all accrued CTOFT by the end of the 26th pay
period following the pay period in which he/she return to duty, or the CTOFT will be forfeited.

(1) Performing Service in the Uniformed Services. The employee separates or is placed in a
LWOP to “perform service in the uniformed services” and later returns to service through the
exercise of a reemployment right provided by law, Executive Order, or regulation.

(2) Separation or LWOP. The employee separates or is placed in a LWOP status because of
an on-the-job injury with entitlement to injury compensation under 5 USC Chapter 81 and later
recovers sufficiently to return to work.

d. When an employee voluntarily transfers to another agency (including a promotion or
change to lower grade action), he or she must forfeit unused CTOFT.

e. Upon Separation. When an employee separates from federal service, any unused CTOFT
is forfeited.

f. Upon Movement to a Non-Covered Position. When an employee moves to a federal
position not covered by this policy, he or she forfeits any unused CTOFT. This requirement does
not prevent the successor agency from using another legal authority to give the employee credit
for CTOFT equal to the forfeited amount.

15-7.10. Prohibition Against Payment for Unused CTOFT. There is no limit to the amount of
CTOFT an individual may earn; however, an individual may not receive payment under any
circumstances for any unused CTOFT earned under this policy. This prohibition against
payment also applies to surviving beneficiaries in the event of the individual’s death.

15-7.11. Inapplicability of Premium Pay and Aggregate Pay Caps. Accrued CTOFT under this
policy is not considered in applying the premium pay limitations established under 5 USC 5547
and 5 CFR 550.105 through 5 CFR 107 or the aggregate limitation on pay established under 5
USC 5307 and 5 CFR part 530, subpart B.

15-8. RECRUITMENT, RETENTION AND RELOCATION INCENTIVES

15-8.1. NCIS fully complies with the regulations governing recruitment, retention and relocation
incentives found at 5 CFR 575.

15-8.2. Decisions to authorize one or more of these incentives to particular categories of
employees will be announced via an NCIS Gen Admin.
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15-9. LEAVE

15-9.1. General information on leave may be found at 5 CER 630. This reference includes
information on all authorized types of leave including annual leave, sick leave, holiday leave,
LWOP, and family medical leave. Information specific to NCIS is provided in the following
sections.

a. Leave will be requested, approved, and recorded using the automated timekeeping system.

b. Leave may be taken in six-minute increments. The amount of leave charged for a full-
day’s absence depends on the normal work schedule for that day, e.g., 8 hours, 9 hours or 10
hours.

15-10. HOME LEAVE

15-10.1. Information on eligibility for and applicable rates for home leave may be found at
5 CFR 630 Subpart F.

15-10.2. As authorized by this subpart and Title 5 USC section 6305(a), NCIS employees
assigned to duty stations abroad may be eligible for home leave if the following conditions

apply:

a. An employee serving at a post for which payment of a foreign or non-foreign differential of
20 percent, or more, is authorized, may receive 15 days of home leave for each 12 months of
service abroad.

b. An employee serving at a post for which payment of a differential of at least 10 percent but
less than 20 percent is authorized 10 days of home leave for each 12 months of covered service.

15-10.3. More specific information on computation of home leave entitlements may be found in
the above references.

15-11. EXCUSED ABSENCE
15-11.1. Excused absence refers to an authorized absence from duty without loss of pay and

without charge to other types of leave. Information on the use of excused absence may be found
at the DoD Civilian Personnel Manual Chapter 630.

a. The Director, NCIS, has delegated authority to approve excused absences under this
authority to DAD and SAC personnel. In very limited circumstances, these officials may
authorize excused absences of up to 59 minutes at the beginning or end of a workday. Excused
absences in excess of 59 minutes may not be used to create or extend a holiday.

b. Adverse Weather Conditions. For offices in the Washington, DC metro area, NCIS will

follow the direction of the OPM with regards to dismissals or cancellation of work due to
inclement weather conditions. Information on the status of government options may be found at
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the OPM website. Outside the Washington, DC metro area, NCIS offices will follow the
guidance of the local Navy or Marine Corps commander or an alternative government entity.

c. Late Arrival. For employees in the Washington, DC metro area, OPM may announce that a
delayed arrival policy is in effect. Normally, this will allow covered employees to arrive at work
up to 2 hours later than their normal arrival time. Non-emergency employees who arrive late but
within the authorized timeframe will be excused without loss of pay or charge to leave. For
areas outside the Washington, DC metro area, local authorities may announce that a late arrival
policy is in effect for federal workers. This means that a reasonable period of time, up to 2
hours, will be allowed for employees to report for duty without charge to leave.

15-12. VOLUNTARY LEAVE TRANSFER PROGRAM

15-12.1. General information on the Voluntary Leave Transfer Program may be found at 5 CFR
630 Subpart I. Information specific to NCIS is provided below.

a. Procedures for Leave Recipients

(1) A leave recipient application (OPM Optional Form 630) should be submitted to the
DAD for Personnel Operations and Services, Code 10A, who will approve/disapprove all leave
recipient applications.

(2) Prior to submission, the potential leave recipient’s supervisor will determine if the
absence from duty without available paid leave because of the medical emergency is (or, is
expected to be) at least 24 hours. The hours of absence from duty without available paid leave
need not be consecutive, but must have resulted from the same medical emergency for which the
employee made an application for a leave transfer.

(3) Leave recipients will be notified in writing within 10 days of the approval/disapproval
of their request. If the leave recipient’s request is disapproved, the employee shall be notified of
the reason for disapproval and grievance rights under the DON administrative grievance
procedure. If the potential leave recipient’s application is approved, Code 10A will notify the
recipient, in writing within 10 days, of the following: the leave recipient's responsibility to
provide documentation to support the continuation of the medical emergency; the conditions
under which the medical emergency terminates; and, the specific procedures the leave recipient
will be required to follow to notify Code 10A of the termination of the medical emergency.

b. Procedures for Leave Donors.

(1) To become a leave donor, a Request to Donate Leave to a Leave Recipient (within
DON) (Optional Form 630A) or Request to Donate Leave to Leave Recipient (outside DON)
(Optional Form 630B) will be completed. Potential donors must add their servicing payroll
office number and the name of the recipient's employing activity in the appropriate blocks.

(2) If the leave donor’s application is approved, the donor shall be notified in writing of: the
limitations on donation of annual leave; the number of hours of his or her annual leave which
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will be transferred; and the employee’s entitlement to have a portion of the unused transferred
annual leave restored to his or her annual leave account (in increments of one hour) at the
termination of the leave recipient’s medical emergency. In any one year, a leave donor may
donate no more than a total of one-half of the amount of annual leave he or she would be entitled
to accrue during the leave year in which the donation is made. Leave donors who are projected
to have annual leave that would be subject to forfeiture at the end of the leave year may donate,
at a maximum, the lesser of: ,one-half of the amount of annual leave he or she would be entitled
to accrue during the leave year in which the donation is made, or the number of hours remaining
in the leave year (as of the date of the transfer) for which the donor is scheduled to work and
receive pay.

(3) The DAD for Personnel Operations and Services, Code 10A, may approve waivers of
the limitations on annual leave donations. Requests for waivers shall be submitted in a separate
written statement signed by the donor certifying that the donor is aware that the request exceeds
the limitations and describing the unusual circumstances inherent in the request. The approved
waiver request should be forwarded with the donor’s application to Code 10A2. Code 10A will
accept donations of annual leave from donors employed by other agencies when either a family
member of a leave recipient is employed by another agency and requests the transfer of annual
leave, or the amount of annual leave transferred from leave donors employed by the leave
recipient’s employing agency may not be sufficient to meet the needs of the leave recipient.
Annual leave shall be transferred in increments of one hour.

c. Retroactive Adjustments. Transferred annual leave may be substituted retroactively for
periods of LWOP used to liquidate the indebtedness for advanced annual or sick leave, granted
on or after the date designated by Code 10A, as the beginning of the medical emergency.

d. Records. Code 10A2 must maintain the following records for OPM inspection: the
number of applications approved for medical emergencies affecting the employee and the
number of applications approved for medical emergencies affecting an employee’s family
member; the grade or pay level of each leave recipient and leave donor; the total amount of leave
transferred to each leave recipient’s annual leave account; the estimated cost related to
administering the voluntary leave transfer program; the gender of each leave recipient; the
number of leave recipients who returned to work after the termination of the medical emergency;
and, the number of leave recipients who retire on disability retirement under Civilian Service
Retirement System (CSRS) or Federal Employee Retirement System (FERS) regulations within
6 months after the termination of the medical emergency.

e. Tax Information. Employees are to be aware that Internal Revenue Service (IRS) has
determined that the income received from the use of donated annual leave is taxable to the leave
recipient. The IRS has also ruled that a leave donor does not incur a deductible expense or loss
upon the use by a leave recipient.

15-13. TELEWORK

15-13.1. The NCIS telework program allows selected employees to perform work at sites other
than the traditional office. Telework may be used to resolve a number of work/life issues,
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including accommodation of special needs or disabilities, energy or environmental conservation,
cost or space savings, or better geographic coverage for the NCIS mission. While telework is not
intended to be a substitute for family care, it may enhance the quality of family life through
savings in commuting time. The telework program is not an entitlement, but rather, an optional
work arrangement which may be mutually beneficial to the employee and NCIS.

15-13.2. Employees eligible for telework occupy positions involving tasks and work activities
that are portable, do not depend on regular face-to-face interaction with other agency employees
or customers, and which are conducive to electronic communication or oversight by the
supervisor. Tasks and functions generally suited for telework include thinking and writing;
policy development; research; analysis (e.g., investigating, program analysis, policy analysis,
financial analysis); report writing; telephone-intensive tasks; computer-oriented tasks (e.qg.,
programming, data entry, word processing, web page design); or, data processing.

15-13.3. Employees not generally eligible for telework occupy positions involving tasks that
require the employee to have daily face-to-face contact with the supervisor, colleagues, clients,
or the general public, which cannot otherwise be achieved via email, telephone, fax or similar
electronic means; require access to classified information; and/or, are at the trainee or entry level.
Positions shall not be automatically excluded on the basis of occupation, series, grade or
supervisory status. No classified documents (hard copy or electronic) may be taken to an
employee’s home. Any work that requires the use of such documents is ineligible for telework.

15-13.4. Certain demonstrated personal characteristics are considered best suited to telework
arrangements. These include dependability, ability to handle responsibility independently, a
proven record of high personal motivation, ability to prioritize work effectively and utilize good
time management skills, and a consistent record of “Level 3 — Valued Performer”, or equivalent,
performance ratings. Employees who have not completed the trial or probationary period are
generally not eligible for telework arrangements as this period is established to allow supervisors
an opportunity to personally observe and evaluate their performance.

15-13.5. There are two types of telework: “regular and recurring” and “ad hoc”.

a. Regular and recurring telework means an approved work schedule that includes at least one
day per pay period working from an alternative worksite. This arrangement is ideal for
employee’s whose work regularly involves independent activities described in subparagraph 15-
13c above and who have demonstrated the characteristics outlined in subparagraph 15-13.e.

b. Ad hoc telework is occasional or irregular work by an employee at an alternative worksite.
This arrangement is ideal for employees who infrequently are required to complete a specific
project or report, conduct research, or prepare an instruction or directive.

15-13.6. The following general rules apply to telework participation by NCIS employees:

a. The employee’s official duty station, as noted on the Notification of Personnel Action (SF-
50), is used to determine locality pay adjustments, special salary rates, travel entitlements, etc.
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b. Existing rules regarding hours of work apply. The supervisor, with employee participation,
will determine the employee's work schedule consistent with operational requirements. At the
supervisor's discretion, an employee who participates in telework may work a Compressed Work
Schedule.

c. Existing rules regarding pay, leave, overtime and timekeeping apply.

d. Position descriptions and performance appraisals do not require revision due to the
employee's participation in telework.

e. Employees who telework, are covered by the Federal Employees’ Compensation Act
(FECA) in the event of an on-the-job injury or occupational illness. The employee must notify
the supervisor immediately of any accident or injury that occurs while working at home.

f. Telework shall not be used as a substitute for dependent (child, elder, spouse, etc.) care.
Employees should not be caring for dependents when they are working at home.

15-13.7. Teleworkers are responsible for the security of all official information and the
protection of any government furnished equipment and property. Employees may bear legal,
pecuniary or criminal responsibility, depending on the circumstances, if government equipment
IS misused, lost, damaged or stolen. Misuse includes use of government equipment for personal
business. Additionally, there are stringent penalties for the willful and unlawful destruction,
damage, unauthorized removal, or alienation of federal records.

15-13.8. NCIS assumes no responsibility for any operating costs associated with an employee
using his/her personal equipment and residence while teleworking. This includes home
maintenance, insurance and utilities. NCIS will, however, provide the employee all necessary
office supplies required for telework.

15-13.9. Participation in the telework program may be initiated by the employee or the
supervisor. Final determination of which positions and employees are suitable for telework will
be at the discretion of the SAC, DAD, or equivalent supervisor, and based on the:

a. Suitability of the work to be performed.

b. Career status and work performance history of the employee.

c. Availability of necessary computer equipment.

d. Compliance of the proposed work site with security and Privacy Act requirements.
15-13.10. SACs, DADs, or equivalent supervisors, may approve ad hoc telework arrangements
where the employee’s work regularly involves independent activities described in subparagraph
15-13.c above and where the employee has demonstrated the characteristics outlined in

subparagraph 15-13.e. Regular and recurring telework arrangements must be forwarded to Code
10A for approval prior to execution. Telework arrangements involving a change to the
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employee’s regular duty station must be approved by the DDM&A. In all cases, a telework
agreement, available from Code 10A, must be executed between the employee and the first-line
supervisor prior to initiation of telework. The supervisor will maintain a record of those
employees authorized to telework on a regular and recurring basis, and the frequency of the
telework. Also to be retained is the identification of any employee who is not authorized to
participate in telework and the specific reason given to the employee for disapproving his or her
request to participate in the program. Telework participation will be terminated if an employee’s
performance does not meet the prescribed standard or if the telework arrangement fails to meet
mission requirements.

15-13.11. Employees who are not approved for telework participation, or whose telework

participation is terminated, may appeal this decision through the chain of command to their
respective AD or EAD.
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APPENDIX (1): CERTIFICATION OF "AVAILABILITY" FOR UNSCHEDULED
DUTY

Law Enforcement Availability Pay (LEAP): Special Agents (SAs) are paid LEAP if their
annual average of unscheduled duty hours worked, divided by the total number of regular
workdays for the same period, is equal to or greater than 2 hours — referred to as the “Substantial
Hours Requirement”.

Certification Requirement: SAs and their supervisors must “certify” an SA’s availability for
unscheduled duty hours by completing and submitting this document as follows:

1. New SAs: New SAs and their supervisors must certify that the SAs are expected to meet the
Substantial Hours Requirement during the upcoming 1-year period.

2. Annual Certification: All SAs receiving LEAP, and their supervisors, must annually certify
(by 15 January) that the SAs currently meet, and are expected to continue to meet the Substantial
Hours Requirement during the upcoming 1-year period.

3. Filing Requirements: Completed and signed certification documents must be forwarded to
Code 10A12 (Pay and Entitlements Branch) as follows:

a. New SAs: Within 2-weeks of their entry on duty date.

b. Annual Certifications: By 30 January.

Certification: I, , certify that | expect to be able to perform
official duties during unscheduled duty hours and agree to be available for unscheduled duty
based on the needs of the Naval Criminal Investigative Service (NCIS). To ensure my
availability, | certify that | understand and agree to the following conditions:

1. 1'will maintain a mobile and/or hard line telephone at my residence, and will provide the
phone number(s) -- whether listed, unlisted, or unpublished -- to my supervisor.

2. 1 will provide my supervisor a contact telephone number (if other than the above) when | will
be away from my residence for 24 hours, except when | am at work or on authorized leave (sick,
annual, administrative, relocation, or leave without pay).

3. 1 will provide my supervisor advance notification, and an emergency contact telephone
number, when | expect to travel outside the geographic area serviced by my office.

4. 1 will not engage in any employment other than my work as a NCIS Special Agent unless |
have specific and current authorization from NCIS Headquarters allowing me to do so.

I understand this “Certification of Availability for Unscheduled Duty” remains in effect until
superseded by the next annual certification, by a written notice from me to my supervisor
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advising that 1 am no longer available for unscheduled duty, or as the result of a finding by my
supervisor that | have not, or am not expected to meet the Substantial Hours Requirement.

| also understand | am responsible for consistently and accurately recording all unscheduled duty
hours worked (commonly referred to as LEAP hours) in SLDCADA.

SA’s Signature Date Signed

Supervisor’s Signature Date Signed

SAs and their supervisors will closely monitor unscheduled duty hours, and take corrective
action when necessary to ensure the annual Substantial Hours Requirement is consistently met.
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APPENDIX (2): CERTIFICATION OF “UNAVAILABILITY” FOR UNSCHEDULED
DUTY

Law Enforcement Availability Pay (LEAP): Special Agents (SAs) are paid LEAP if their
annual average of unscheduled duty hours worked, divided by the total number of regular
workdays for the same period, is equal to or greater than 2 hours — referred to as the “Substantial
Hours Requirement”. NCIS may deny or cancel LEAP if an SA fails to perform unscheduled
duty for an extended period due to physical or health reasons.

Request for Unavailability: I, , request that I be assigned
no overtime work, or unscheduled duty hours, beginning on . lintend
to be available again for overtime work and unscheduled duty hours on

Reason for Unavailability: | make this request because of the following described personal or
family hardship:

Statement of Understanding: | understand that if my request is approved, LEAP will not be
payable during the period I have designated above, or for any extensions of this period that |
request and that are subsequently approved by proper authority. | also understand and
acknowledge that the non-payment of LEAP that results from my request is not an adverse action
taken by management.

Certification: | hereby certify that the above request is based upon my own personal or family
hardship and is made voluntarily:

Signature of Requesting Special Agent

Date of Request

D Approved D Disapproved

Signature of DAD or SAC Date
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Filing Requirement: If unavailability is approved, a copy of this completed and signed
document must be forwarded to Code 10A12 (Pay and Entitlements Branch) at least 30 days
prior to the approval date of the suspension of availability so the payment of LEAP can be

suspended in a timely manner.
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APPENDIX (3):

157795 13:31 20110902 IN:SSDEMAIL #38299 OUT:NCISWWSSD #50

GENERAL ADMINISTRATION 02SEP11
FROM: 0000 GEN: 11-0031
TO: DIST

SUBJ: NCIS POLICY DOCUMENT 11-17: ADMINISTRATIVE (HOURS OF WORK)

REFERENCE
(A) NCIS-1, Chapter 15

1. Section 15-2.2.a of reference (a) is superseded by the following:

2.2.a. The normal workday is 0730-1600, which includes a 30-minute unpaid lunch break. A
longer break of up to 60 minutes can be accommodated, at the supervisor's discretion, as long as
the work schedule is extended by the same amount so as to retain the 8 hour workday. Lunch
breaks may not be scheduled at the beginning or end of the workday for the purpose of providing
for late arrival or early departure except in highly unusual circumstances when, for example, an
employee is required to work through the lunch period because of a critical requirement
occurring on that work day. Employees may, with the approval of their supervisor, set work
schedules that vary by up to 90 minutes before or after the normal starting time of 0730. Work
schedules should remain constant.

2. Section 15-2.2.b.(5) of reference (a) is superseded by the following:

2.2.b.(5). Any day of the workweek, Monday through Friday, may be used as the "off" day in
a CWS schedule. Likewise, any day of the workweek may be used as the short (8-1/2 hour)
workday. However, the established non-workday and the short day will remain constant each
pay period unless operational requirements dictate that the day(s) be changed. Tours of duty
under the CWS must fall within the normal scheduling times and therefore must not begin earlier
than 0600 or end after 1800, and must include a minimum 30-minute lunch break, with the
requisite extension of the workday to accommodate breaks of longer than 30 minutes.
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3. This policy will be incorporated in the next revision of NCIS-1, Chapter 15.

4. The point of contact for this document is (b)(6) Management Assistant for Code 10,
Human Resources Operations and Services. She can be reached at (b)(6) or
(b)(6) @navy.mil.

FOR é)/FaelﬂL USE ONLY
PAGE  1LAST ®®
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APPENDIX 4

815495 10:25 20140127 IN:SSDEMAIL #109446 OUT:NCISWWSSD #1564

GENERAL ADMINISTRATION 27JAN14
FROM: ©000 GEN: 11C-0006
TO: DIST

SUBJ: POLICY DOCUMENT 14-01: ADMINISTRATIVE (LAW ENFORCEMENT
AVAILABILITY PAY - LEAP)

REFERENCES

(A) GEN: 11C-0011 ©4JUN@9/SUBJ: NCIS POLICY DOCUMENT ©9-04: PERSONNEL (LAW
ENFORCEMENT AVAILABILITY PAY (LEAP))

(B) NCIS-1, Chapter 15, Hours of Work, Pay and Leave/Mare9

(C) 5 CFR 550.181-187

1. This policy Gen Admin cancels reference (A) and updates paragraph 15-4 of
reference (B), which sets forth the NCIS policy for calculating Law Enforcement
Availability Pay (LEAP) hours for the Substantial Hours Requirement of reference
(C) for NCIS special agents (SAs).

2. In response to a finding by the Naval Audit Service, NCIS is revising its Law
Enforcement Availability Pay (LEAP) policy regarding the calculation used to
determine whether or not personnel meet the Substantial Hours Requirement of
reference (C). Specifically, the Naval Audit Service determined that NCIS'
policy needs to include a distinction between "unscheduled hours worked on a
Regular Workday" and "unscheduled hours worked on a non-Regular Workday" for the
purpose of calculating LEAP hours to ensure compliance with section 550.183 of
reference (C). The Naval Audit Service noted that while section 550.183 of
reference (c) authorizes credit for non-duty hours in which the individual is
"available to work" on a Regular Workday, it does not authorize such credit for
non-regular workdays. Therefore, beginning ©1Janl4 (CY-14), NCIS will apply 1
hour of LEAP for every 3 hours of LEAP worked on regular workdays as a credit for
periods of availability. LEAP hours worked on!

non-regular workdays will no longer be included in calculating the 1 for 3 hour
availability credit.

3. Section 15-4.1 of reference (B) is revised to read as follows:

"Purpose of LEAP. The purpose of LEAP is to provide a special premium pay to SAs
to ensure their availability for unscheduled duty in excess of a 40-hour work
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week, based on the needs of the employing agency. SAs receive LEAP under the
provisions of Title 5 USC 5545a and 5 CFR 550.181 through 550.187."

4. Section 15-4.1.d. of reference (B) is revised to read as follows:

"SAs participating in the part time agent program (PTAP) are ineligible for LEAP
for the duration of their participation in the PTAP. When submitting PTAP
request, SAs must also submit a formal LEAP Opt-Out request as part of their
request for PTAP."

5. Section 15-4.3 of reference (B) is changed to read as follows:

FOR OFFIECIAL USE ONLY
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"Substantial Hours Requirement. SAs are paid LEAP if their annual average of
unscheduled duty hours worked in excess of the Regular Workday plus the hours
credited as being available for work, is equal to or greater than 2 hours per
Regular Workday. This is called the "Substantial Hours Requirement".

a. Regular Workdays. Unscheduled duty hours worked on regular workdays are
counted towards the Substantial Hours Requirement at the rate of 1 hour of LEAP
for every hour actually worked. SAs will also receive an additional availability
credit of 1 hour for every 3 hours of LEAP actually worked. The adjusted total
is calculated by dividing the actual unscheduled duty hours worked on a regular
work day by 3 and multiplying the result by 4 to obtain the total unscheduled
duty hours worked on regular workdays.

b. Non-regular workdays. Unscheduled duty hours worked on non-regular workdays
are counted towards the Substantial Hours Requirement calculation at the rate of
1 hour of LEAP for every 1 hour actually worked on a non-Regular Workday;
however, these hours are not subject to the 1 for 3 availability credit described
in paragraph a.

c. For purposes of availability pay, unscheduled duty hours are those hours
during which a criminal investigator performs work, or is determined by the
employing agency to be available for work, that are not (1) Part of the 4@-hour
basic work week of the investigator; or (2) Regularly scheduled overtime (RSO)
hours compensated under 5 USC 5542 and 5 CFR 550.111.

d. RSO and LEAP. For criminal investigators receiving availability pay, RSO
hours compensated under 5 USC 5542 and 5 CFR 550.111 are those overtime hours
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scheduled in advance of the investigator's administrative workweek, excluding the
first 2 hours of overtime work on any day containing a part of the investigator's
basic 40-hour workweek, as required by 5 CFR 550.111(f)(1). See section 15-5.3
for additional information on requesting RSO.

e. Calculation of the Substantial Hours Requirement. The total number of
unscheduled hours is the sum of unscheduled duty hours worked on regular workdays
(based on the 1 for 3 credit formula) and the actual unscheduled duty hours
worked on non-regular workdays. For unscheduled hours worked on regular
workdays, the Substantial Hours Requirement is calculated by dividing the
unscheduled duty hours worked on a regular work day by 3 and multiplying the
result by 4 to obtain the "Total Unscheduled Regular Workday Duty Hours Worked or
Available for Work". This number is added to the number of actual unscheduled
duty hours worked on a non-Regular Workday and the total becomes the numerator in
the final calculation. This number is then divided by the "Total regular
workdays" (the denominator). To meet the Substantial Hours Requirement, the
resulting quotient must be equal to or greater than 2," to ensure compliance with
Title 5 Code
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of Federal Regulations 550.183.

(1) Example 1: During the calendar year, SA #1 worked 250 Production Days (i.e.
regular workdays). Over the course of these 250 Production Days, SA #1 worked
300 unscheduled duty (i.e. LEAP) hours on regular work days. In addition to
these hours, SA #1 worked an additional 100 hours of unscheduled duty hours on
non-regular workdays (e.g. weekends, or any day in which the SA works more than 4
hours of training, travel or leave). Based on the above scenario, the SA #1's
Substantial Hours Requirement is calculated in the following manner: For LEAP
Hours on regular workdays: 300/3 = 100; 100 x 4 = 400. The 400 hours are added
to the hours worked on non-regular workdays, 400 + 100 = 500; which represents
the total LEAP hours worked. 500 is divided by 250 (the number of Production
Days), 500 divided by 250 workdays = 2 hours.

(2) Example 2: During the calendar year, SA #2 worked 225 Production Days (i.e.
regular workdays). Over the course of these 225 Production Days, SA #1 worked
350 unscheduled duty (i.e. LEAP) hours on regular work days. 1In addition to
these hours, SA #3 worked an additional 50 hours of unscheduled duty hours on
non-regular workdays (e.g. weekends, or any day in which the SA works more than 4
hours of training, travel or leave). Based on the above scenario, the SA #2's
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Substantial Hours Requirement is calculated in the following manner: For LEAP
Hours on regular workdays: 350/3 = 116.66; 116.66 x 4 = 466.64. The 466.64 hours
are added to the hours worked on non-regular workdays, 466.64 + 50 = 516.64;
which represents the total LEAP hours worked. 516.64 is divided by 225 (the
number of Production Days), 500/225 = 2.30 hours.

(3) Example 3: During the calendar year, SA #3 worked 225 Production Days (i.e.
regular workdays). Over the course of these 225 Production Days, SA #1 worked
250 unscheduled duty (i.e. LEAP) hours on regular work days. In addition to
these hours, SA #3 worked an additional 150 hours of unscheduled duty hours on
non-regular workdays (e.g. weekends, or any day in which the SA works more than 4
hours of training, travel or leave). Based on the above scenario, the SA #3's
Substantial Hours Requirement is calculated in the following manner: For LEAP
Hours on regular workdays: 250/3 = 83.33; 83.33 x 4 = 333.33. The 333.33 hours
are added to the hours worked on non-regular workdays, 333.33 + 150 = 483.33;
which represents the total LEAP hours worked. 483.33/225 = 2.15 hours.

6. Section 15-4.5.c of reference (B) is changed to read as follows:

"c. Code 10A is responsible for:

(1) Maintaining records (either electronic or hard copy) of SA certifications of
availability/unavailability; and, (2) Provide a final annual report no later than
February 1st to the Assistant Director for Human Resources (Code 10) which lists
all SAs who failed to meet the Substantial Hours Requirement. (3) Provide
management reports on an as-needed basis to AD Code 10 regarding the status of
certifications of availability to ensure compliance with 5 CFR 550.184.

FOR OFE AL USE ONLY
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7. This change to the LEAP policy will be incorporated into the next revision to
NCIS-1, Chapter 15. The POC for this policy document is the Human Resources
Directorate, Personnel Operations and Services Department (Code 10A).

DISTRIBUTION

NCISHQ: All Directorates and Departments
INFO: WWSSD
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CHAPTER 16

TITLE: NCIS EEO PROGRAM MANAGEMENT AND RESPONSIBILITIES
POC: CODE 10A

DATE: DEC 06

16-1. GENERAL

16-2. POLICY

16-3. DELINATION OF EEO PROGRAM RESPONSIBILITY AND STRUCTURE
16-4. DISCRIMINATION COMPLAINTS

16-5. AFFIRMATIVE EMPLOYMENT PROGRAM

16-6. EEO INSPECTION

APPENDICES

(1) NCIS EQUAL EMPLOYMENT OPPORTUNITY POLICY
(2) NCIS SEXUAL HARASSMENT POLICY

(3) EEOC COMPLAINT RESOLUTION PROCESS

16-1. GENERAL

a. Purpose. This chapter affirms the commitment of the Director of the Naval Criminal
Investigative Service (NCIS) to the principles of Equal Employment Opportunity (EEO), establishes
policy, and assigns responsibility for the EEO Program in NCIS. In keeping with the commitment
of the Secretary of the Navy, NCIS promotes equal employment opportunity for all persons in the
workplace and provide maximum opportunities at all levels of the organization.

b. Scope. This chapter applies to civilian and military personnel NCIS wide.

c. Background. The following legislation and instructions provide broad guidance for
implementing EEO programs within the Federal Government with regard to race, color, religion,
sex, national origin, age, disability, or reprisal:

(1) Public Law 92-261, EEO Act of 1972.

(2) Rehabilitation Act of 1973, Section 501.

(3) Age Discrimination in Employment Act of 1967.

(4) DON Civilian Human Resource Manual Subchapter 1601, EEO Program Policy.
(5) Civil Rights Act of 1991 as amended.

(6) Notification of Federal Employees Anti-discrimination and Retaliation Act of
2003.

The Code of Federal Regulation (Code 29 C.F.R. 1614) and the Equal Employment Opportunity
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Commission (EEOC) Management (Directive 110) establish regulations for processing complaints
of discrimination within the Federal Government, and Office of Personnel Management (OPM)
Instruction amplifies this guidance as Department of Navy (DON) policy.

16-2. POLICY

a. The Director of NCIS is firmly committed to support the Navy's EEO Program to ensure
fair treatment and equal opportunity for both employees and applicants. Discrimination and
harassment within the work environment are against policy and in direct opposition to legal
mandates. This includes policy to ensure equal opportunity for advancement, to ensure every
individual's maximum potential, and ensure fair and impartial review of complaints of
discrimination. It also includes a workforce free from harassment sexual or otherwise by
supervisors, colleagues, subordinates (civilian or military) or others who have business at NCIS. For
the NCIS Equal Employment Opportunity Policy see Appendix 1, and for the NCIS Sexual
Harassment Policy see Appendix 2.

b. Managers and supervisors (civilian and military) at all levels are responsible for
exercising personal leadership in executing the NCIS EEO policy and achieving its objectives. No
less than their full cooperation and active support in this Command endeavor is expected. Their
performance in this area will be a factor included in the applicable performance evaluation system.

c. Complainants, their representatives or witnesses, EEO counselors, and EEO program
officials shall be free from restraint, interference, coercion, discrimination, or reprisal at any stage
during the presentation and processing of a discrimination complaint, or any time thereafter.
Furthermore, this adverse behavior promotes inefficiency, wastes and inhibits productivity, and will
not be condoned.

d. Affirmative employment efforts and progress towards elimination of under-representation
will be directed to the plan developed that identifies deficiencies and result-oriented actions for
correction. Agency-wide participation, positive support, and direct involvement of civilian and
military personnel must continue to the fullest, until discrimination in any facet of employment has
been eliminated.

e. Action. The NCIS EEO Program Policy Statement, Prevention of Sexual Harassment
Policy, and the revised EEO Complaint Process procedures will be posted on all bulletin boards at
the NCIS Headquarters, in each Field Office (FO), Resident Agency, and Resident Unit. Executive
Assistant Directors (EADs), Assistant Directors (ADs), Deputy Assistant Directors (DADs), Special
Agents in Charge (SACs), Assistant Special Agents in Charge (ASACs), division chiefs, branch
heads, managers and supervisors will be guided by this chapter in the performance of their
respective EEO duties.

16-3. DELINEATION OF EEO PROGRAM RESPONSIBILITY AND STRUCTURE

a. The EEO Officer (EEOO) is the Director of NCIS, who is responsible for a program that
is effective, result- oriented, and in compliance with applicable EEO laws, regulations, DON
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instructions, this chapter, and other NCIS instructions.

b. NCIS Deputy EEO Officer (DEEOO) is the principal staff advisor to the EEOO and
managers at all levels, on EEO program matters. The DEEOQO is responsible for establishing
priorities in EEO program areas within the Command's mission and boundaries of resources. The
DEEOO will provide direction and policy guidance for EEO program development, implementation
and evaluation. Specific program responsibilities are:

(1) Review agency policies, procedures, actions, achievements, and barriers
concerning affirmative employment efforts for women and other minority groups. This includes
review of Requests for Personnel Action (SF-52), review of merit promotion panel composition and
promotion certificates, and review of files before referral to the selecting official. The DEEOO will
develop the Affirmative Employment Program (AEP) and recommend changes based on
consultation or input from staff officials and regional managers.

(2) Manage the discrimination complaint process by taking action to expedite the
complaint process and/or resolution. Conduct a continuing program to eradicate every form of
discrimination from work policies and conditions that include recommending disciplinary action
against personnel engaged in discriminatory practices. Provide counseling services for employees or
applicants who believe they have been discriminated against because of race, color, religion, sex,
national origin, age (defined as persons aged 40 years or more), disability, or reprisal.

(3) Participate with managers in the development and review of present and
proposed agency policy, or decisions that affect the civilian workforce. This includes, serving on
temporary or permanent committees, such as position management, job restructuring, training,
publicity, or recruitment.

(4) Review, evaluate and coordinate the EEO objective of managers and supervisors
in the Performance Appraisal Review System (PARS) ensuring continuing compliance of EEO
policy annually. Provide orientation, training, and advice to managers and supervisors assuring
understanding and implementation of the EEO policy and program.

(5) Select collateral duty EEO Counselors. Provide training and guidance to these
individuals in accomplishing their assigned responsibilities.

(6) Special Emphasis Programs.

(a) Act as principal staff advisor to the EEOO, managers and supervisors on
all EEO issues relating to, or impacting the status and treatment of women and other minorities. Key
duties are to integrate recommendations and strategies into the agency’s EEO goals and objectives
by conducting studies and analyses on inclusion in recruitment, training, promotions, boards,
committees, and other areas that have an influence on career progression.

(b) Serve as the principal staff advisor to the EEOO, managers and
supervisors on all issues relating to, or impacting on the status and treatment of disabled individuals
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or applicants. Key duties focus on identifying and presenting workable solutions to the broad
spectrum of employment-related needs of disabled individuals and veterans. This encompasses the
development of policies and procedures to review the attitudinal, architectural, and agency barriers
to adequate and successful recruitment, hiring, placement, promotion, and ensuring a reasonable
accommodation in the workplace, including accessibility.

(c) Advises the EEOO on improvement of career opportunities for lower
level, underutilized employees towards upward mobility. Assists in developing an upward mobility
plan for the agency. Conducts skill surveys and analyzes data to determine the most effective
application of training, job restructuring, and identification of target series. Provides counseling to
prospective program applicants, and orientation to program entrants. Provides information and
advice to supervisors on the advantages of the upward mobility program.

(7) Create a system to annually evaluating the effectiveness of the activity's overall
EEQ effort. Ensure EEO reporting requirements are met.

(a) EADs, ADs, DADs, SACs, ASACs, division chiefs, branch heads,
managers and supervisors are personally responsible for promoting and executing DON and NCIS
EEQ policies. This includes responsibility for the training of appointed EEO counselors.

(b) All managers and supervisors (civilian or military) will support the
principles of EEO as an inherent part of their assigned responsibilities. They are responsible for the
execution of the NCIS EEO policy and achieving its objectives. Further, they will conduct a
continuing program to eradicate every form of discrimination from work policies and conditions
including disciplinary action against personnel who engage in such discriminating practices.

Finally, they are expected to exercise personal leadership in the establishment of local AEP activities
for underrepresented or underutilized employees.

(c) EEO counselors are responsible for establishing and maintaining an open
and sympathetic channel through which employees and applicants for employment may raise
questions (confidentially, if so requested), discuss potential complaints of discrimination, and on an
informal basis, obtain resolution of problems connected with EEO. The EEO counselor serves as a
bridge between the complainant and management, and performs a vital function during the initial
phase of the complaint process. Additionally, the EEO counselor will:

1. When requested by the DEEOO, conduct an impartial inquiry to
gather facts to obtain full understanding of an EEO problem; and/or

2. Seek information from appropriate officials who have direct
knowledge relative to the problem presented; and/or

3. Review pertinent records relative to the problem; and/or,

4. Explore with the complainant, management, and the DEEOO ways
to resolve the problem; and/or,

000396



5. Keep notes on the counseling sessions, information gathered, and
of advice and recommendations. Provide a counselor's report upon the request of the DEEOO after
a formal complaint is filed.

b. Training.

(1) EEO Officials. To ensure a result-oriented EEO Program, all EEO officials need
to possess basic personnel and EEO program administration skills, knowledge, and capabilities.
Knowledge of basic personnel policies and procedures, position management, planning, budgeting,
career counseling, human relations, and negotiations necessary for effective management of the
program. Participation in conferences and seminars on EEO or civilian personnel related subjects
sponsored by the OPM, EEOC, DON, other government agencies, or organizations for women, other
minorities, and the disabled, is encouraged and regarded as training experiences. EEO counselors
will be provided training in basic EEO and personnel policies and administration the EEOC required
course in EEO counseling prior to participating in any counseling session. EEO counselors will
attend the EEOC required annual refresher course.

(2) Managers and Supervisors. Managers and supervisors are required to take a
minimum of eight hours of EEO training annually. EEO training can be accomplished through
attendance at seminars and programs sponsored during Special Emphasis awareness programs or
specific EEO classes.

(3) Employees. All employees are required to take annual prevention of sexual
harassment training.

16-4. DISCRIMINATION COMPLAINTS

a. General. To help eliminate barriers in order to reach equality of opportunity in all aspects
of Federal employment, a complaint system has been established for those who feel they have been
discriminated against because of: race, color, religion, sex (including sexual harassment), national
origin, age, disability or reprisal. The purpose is to provide a systematic way to promptly,
impartially, and equitably resolve discrimination complaints within NCIS. The regulatory
requirements and guidelines for processing complaints of discrimination are contained in the DON
instruction, Civilian Equal Employment Opportunity Program Management, OPNAVINST 12720.8,
03/22/1990.

b. Applicability.

(1) Any NCIS employee, or, applicant for employment, within NCIS who believes
he or she, or a class has been discriminated against must consult with the DEEOO within 45
calendar days of the date of the alleged discriminatory act or personnel action. The DEEOO will
assign a counselor who will inquire into the matter and shall attempt to resolve the issue at the
lowest management level no later than 30 calendar days after the date on which the matter was
called to the counselor's attention by the complainant. Counseling may be extended, only with the
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complainant's consent, up to an additional 60 days. If the complainant chooses an alternative dispute
resolution process, the period of attempt is 90 calendar days after the date on which the matter was
called to the counselor’s attention. If the complaint is not resolved within the 30-day time frame,
then the complainant has 15 days to file a formal complaint. However, before a formal complaint
may be filed, an EEO counselor must counsel the employee. For a diagram of the EEO Complaint
Resolution Process, see Appendix 3.

(2) A person alleging discrimination is entitled to a representative of their choice in
every stage of the complaint process, including counseling.

c. Responsibility

(1) EADs, ADs, DADs , SACs, ASACs, division chiefs, branch heads, managers
and supervisors shall ensure that the EEO Program Policy Statement, Prevention of Sexual
Harassment Policy, and the revised EEO Complaint Procedures are posted on official business
bulletin boards at all offices within their jurisdiction. The policy statement contains the point of
contact person for EEO matters and should be made known to all employees.

(2) The EEO counselor will listen and assist the complainant in specifically
identifying the allegation, advising all parties of their rights, and make necessary inquiries. Further,
the EEO counselor will make a positive attempt to informally resolve the complaint through
discussions with appropriate management officials and through examination of pertinent records.

(3) The DEEOO shall ensure every attempt is made to resolve complaints of
discrimination at the lowest possible level, and/or that resolution efforts continue throughout the
entire complaint process. For additional information, employees can call the DEEOO at NCISHQ
direct.

(4) In the performance of their duties, employees shall extend equal respect,
treatment and service to all persons, regardless of race, color, religion, sex, national origin, age, or
disability or reprisal. Employees also have an obligation to assist in providing information that can
lead to the timely resolution of complaints. Those employees who assist should do so without fear
of reprisal, harassment or coercion.

16-5. AFFIRMATIVE EMPLOYMENT PROGRAM

NCIS follows the DON AFFIRMATIVE EMPLOYMENT PROGRAM.

16-6. EEO INSPECTION
a. General.
(1) To meet the requirements of OPNAVINST 12720.80 and DON instruction,

Equal Employment Opportunity Program Management, OPNAVINST 12720.4B, 07/11/1989,
periodic in-depth EEO Program reviews are scheduled during command inspections/visits.
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(2) The NCIS DEEOQO, or an EEO representative will conduct the review. The
purpose of the review is to determine the level of management and supervisory commitment and
support for the EEO Program, employee attitudes, patterns and trends in employment practices, and
problems facing managers in their efforts to promote and implement the EEO Program.

b. Purpose. Meaningful and measurable criteria has been established to monitor and
evaluate the total EEO Program with positive action being initiated based on the findings of the
NCIS Field Office review. Program compliance and effectiveness covers areas relating to EEO for
civilian personnel. This includes all aspects of personnel management, recruiting, hiring, training,
promotion, disciplinary actions, sexual harassment, and working conditions. Personnel shall be
managed without regard to race, color, religion, sex, age, national origin, disability or reprisal. Upon
completion of the NCIS Field Office EEO Program review, the DEEOO will inform the NCIS
Inspector General (Code 00I) of specific items of interest which should be examined. The DEEOO
will also provide the SAC and the Director, NCIS with an assessment of the NCIS Field Office EEO
Program effectiveness. In addition, a written report will be submitted to the Inspector General with a
recommended grade and a summary of conditions.
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APPENDIX 1: NCIS EQUAL EMPLOYMENT OPPORTUNITY POLICY
EQUAL EMPLOYMENT OPPORTUNITY POLICY
January 20, 2006

I am personally committed to promoting equal employment opportunity for all persons in the
workplace. All individuals at NCIS as well as applicants, regardless of race, color, age, sex,
religion, national origin, or disability will be assessed only on the basis of their individual merit
and ability to get the job done.

Secretary Donald Winter has said that people are our most valuable asset. | most heartily agree
with and support that principle. In order to take full advantage of this valuable asset, we must be
inclusive and respectful of all groups of individuals to attain and retain the best of the best for
NCIS. Each employee of NCIS is an integral part of fulfilling our mission as an innovative,
initiative oriented professional law enforcement and security agency. Each of us must be
sensitive to our cultural differences and value the contributions each member makes to the
accomplishment of our mission. For our managers and supervisors, both military and civilian,
establishing and maintaining a sound equal opportunity environment are integral to their job.
NCIS will provide a work environment free of harassment and discrimination of any kind. We
must all do our part. I am confident that continued support of this policy throughout NCIS will
demonstrate an inclusive and fair work environment that compliments our noble mission.
Anyone having questions regarding our EEO posture and/or policy is encouraged to discuss
them
directly with me or with my Deputy EEO Officer, (b)(6) who may be reached on ;)
(b)(6)

IS]

(b)(6)
DIRECTOR
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APPENDIX 2: NCIS SEXUAL HARASSMENT POLICY
SEXUAL HARASSMENT POLICY
June 7, 2006

Sexual harassment is unacceptable conduct and will not be tolerated. Sexual harassment is a
form of sex discrimination and is an “unlawful employment practice” under Title VII of the Civil
Rights Act of 1964, as amended. SECNAYV Instruction 5300.26D of 3 January 2006 is the
Department of the Navy policy on sexual harassment.

Sexual harassment is defined in law and regulation as unwelcome sexual advances, requests for
sexual favors, and other verbal or physical conduct of a sexual nature. Sexual harassment can
occur when (1) submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment (i.e.: must be tolerated to maintain employment); (2)
submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting the individual (i.e.: promotions, assignments, etc.); or (3) such conduct has
the purpose or effect of unreasonably interfering with an individual’s work performance or
creating an intimidating, hostile, or offensive working environment.

There are two main types of sexual harassment: (1) Quid Pro Quo or “this for that.” Quid Pro
Quo occurs when employment decisions such as hiring, promotions, salary increases, work
assignments, or performance evaluations are based on an employee’s willingness to grant or
deny sexual favors; and (2) Hostile Work Environment, which is the most subtle form of sexual
harassment. Hostile Work Environment can occur when behavior in the work place focuses on
the sexuality of another person or occurs because of the person’s gender. Such workplace
behavior can include statements, actions, non-verbal actions (i.e. leering, making gestures),
physical contact, or audio/ visual media displays (i.e. posters, photographs and screen-savers).
All forms of sexual harassment refer to behavior that is not welcome, personally offensive,
and/or debilitates morale.

Preventing sexual harassment is the responsibility of every member of this agency. Individuals
who believe that they have been sexually harassed are encouraged to address their concerns or
objections regarding the incident directly with the person demonstrating the harassing behavior.
Persons who are subjected to, or, observe objectionable behavior should promptly notify the
chain of command if:

(1) The objectionable behavior does not stop; and/or,

(2) The situation is not resolved; and/or,

(3) Addressing the objectionable behavior directly with the person concerned is not
reasonable under the circumstances; and/or,

(4) The behavior is clearly criminal in nature.
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If the person demonstrating the objectionable behavior is a direct superior in the chain of
command or the chain of command condones the conduct or ignores a report, individuals who
have been subjected to or who observe objectionable behavior are encouraged to promptly
communicate the incident through other available means. Employees can contact the Equal
Employment Opportunity Officer, who will provide assistance and guidance. Employees can
also report the conduct to the NCIS Inspector General’s Office.

It is the responsibility of management to investigate allegations of sexual harassment and take
necessary action to ensure such allegations are addressed swiftly, fairly, and effectively. NCIS
handles reports of sexual harassment promptly and fairly. Managers and supervisors must be
aware of what constitutes sexual harassment in order to explain the sanctions for violations, and
address matters brought to their attention.

Supervisors must set the example in treating all employees with dignity and respect, fostering a
climate free from all forms of unlawful discrimination including sexual harassment in the work
environment. Supervisors are responsible for and must be committed to preventing sexual
harassment in the work environment. Supervisors must not ignore or condone sexual harassment
in any form. Reprisal against individuals who report sexual harassment is prohibited. Supervisors
must take whatever action is required to ensure that an individual subjected to sexual harassment
is not subsequently subjected to reprisal or retaliation by the alleged perpetrator or peers of the
complainant.

All agency employees must annually complete the online training module for the Prevention of
Sexual Harassment at: http://training.newmedialearning.com/psh/usnshhro/index.htm. Please
complete this course if you have not done so within the last 12 months. The Equal Employment
Opportunity Office monitors course compliance.

I expect each of you to do your part. If you have any questions or concerns regarding this policy,
please contact the Deputy EEO Officer, Ms. (b)(6) or by email at

o)) @ncis.navy.mil.
IS/

(b)(6)
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APPENDIX 3: EEO COMPLAINT RESOLUTION PROCESS

Occurrence of incident
report to EEO or mgmt. official w/i 45 days

Intake
Initial Interview
Rights & Responsibilities explained

Offer of counseling and/or ADR

Election of Process

Counseling
30-60 Days

If No Resolution
Right to File Issued
Formal Complaint must
be filed w/i 15 calendar days

ADR
30-90 Days
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Complaint Accepted Complaint Dismissed
Investigation Ordered Right to Appeal or
File a Civil Action

Investigation Completed

FAD w/ no

hearing FAD w/ EEOC Hearing

Right to Appeal or Right to Appeal
File a Civil Action




CHAPTER 17

TITLE: ADMINISTRATIVE GRIEVANCE SYSTEM
POC: CODE 10A

DATE: DEC 06

17-1. GENERAL
17-2. PURPOSE
17-3. POLICY

17-1. GENERAL

This chapter establishes the Naval Criminal Investigative Service (NCIS) Administrative
Grievance System (AGS). The NCIS AGS complies with Department of the Navy
Human Resources (DONHR) Implementation Guidance 771-01 and DOD Civilian
Personnel Manual 1400.25-M, Subchapter 771.

17-2. PURPOSE

To provide a fair, equitable and timely forum for the review and resolution of disputes
regarding employment-related matters, and to establish a systematic method for the
employee to seek personal relief in matters of concern or dissatisfaction. All persons
involved in the dispute resolution process shall be free from restraint, interference,
coercion, discrimination, or reprisal.

17-3. POLICY

The NCIS AGS incorporates the procedures set forth in DONHR Implementation
Guidance 771-01 NCIS specific procedures and a brief outline of the AGS process are
provided as follows:

a. Filing an Administrative Grievance. Employees should attempt to resolve
workplace grievances on an informal basis with their immediate supervisor. If this fails,
administrative grievances may be filed at the appropriate level of the chain of command
consistent with the decision authorities outlined below.

b. Decision Authority. In view of the widespread geographical dispersion of NCIS
components, as well as the centrally directed nature of the organization, the administrative
grievance procedure will incorporate three specific levels of decision authority as follows:

(1) NCIS Resident Agency (NCISRA) Level. Limited to those grievances
which would be strictly local in nature and over which the Supervisory Special Agent
(SSA) would have cognizance and control. They would include, for example, working
conditions and hours of work.

(2) NCIS Field Office (NCISFO) Level. Limited to those matters in which the
Special Agent in Charge (SAC) would have cognizance and ability to resolve or adjudicate.
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They may include such issues as NCISFO directed work rules, NCISFO policy, Temporary
Duty (TDY) assignments and, in general, those problems and circumstances resolvable by the
NCISFO.

(3) NCIS Headquarters (NCISHQ) Level. In addition to working conditions
and grievable situations within NCISHQ, this level would include all matters subject to
NCIS-wide policy and matters not suitable to be resolved at the NCISRA or NCISFO
levels.

c. Grievance File. The completed grievance file will be maintained by the NCIS

Personnel Operations and Services Department, Code 10A, for four (4) years. The file will
contain documents or copies of documents relating to the grievance.
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CHAPTER 18

TITLE: DISCIPLINE AND ADVERSE ACTION PROCEDURES
POC: CODE 10A

DATE: MAY 08

18-1. INTRODUCTION

18-2. PURPOSE

18-3. DEFINITIONS

18-4. POLICY

18-5. DISCIPLINARY PROCEDURES AT NCIS

APPENDICES

(1) SAMPLE LETTER OF CAUTION

(2) SAMPLE QUARTERLY REPORT

(3) SAMPLE LETTER OF REQUIREMENT

18-1. INTRODUCTION

This Chapter establishes the policies and procedures for proposing and effecting disciplinary and
adverse actions against civilian employees of the Naval Criminal Investigative Service (NCIS).
The procedures outlined in this chapter comply with the requirements the Department of the
Navy (DON) Civilian Human Resources Manual (CHRM) Subchapter 752, Disciplinary Actions,
with the exception of specific items outlined in paragraph 5 below.

18-2. PURPOSE

To provide managers and supervisors guidance in using discipline as a managerial tool to correct
deficiencies in employee behavior and attitude, and correct situations which interfere with
efficient operations of the NCIS.

18-3. DEFINITIONS

The definitions applicable to this policy can be found in DON CHRM Subchapter752. For
purposes of this chapter, ‘Activity’ as used in Subchapter 752 is defined as a field office or
headquarters code.

18-4. POLICY

It is the policy of the NCIS to impose the minimum penalty that can reasonably be expected to
correct the employee's conduct and to maintain efficiency, discipline, morale and integrity within
NCIS. However, as the DON primary investigative service, with a wide range of jurisdictional
responsibilities for which NCIS is accountable to the public, it is imperative that a policy of strict
discipline be applied within NCIS.
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18-5. DISCIPLINARY PROCEDURES AT NCIS

a. Special Agents in Charge (SAC) and Deputy Assistant Directors (DAD) are authorized to
approve first-level disciplinary actions including Oral Admonishments and Letters of Caution.
These actions are neither grievable nor appealable and will not be made a matter of record in an
employee’s official personnel folder.

(1) An Oral Admonishment is a counseling session in which the supervisor advises an
employee of a shortcoming, infraction of rules, or unacceptable performance or conduct, and
includes required corrective action. Situations which call for oral admonishment may include
improper absenteeism, sick leave usage, extended breaks or lunch periods, conduct which
infringes on other employees’ rights, or failure to perform certain assigned tasks. The employee
is counseled that further disciplinary action may be imposed for continued deficiencies.

(2) A Letter of Caution is a written notification of unacceptable conduct which warns the
employee that a disciplinary action may be imposed unless the conduct improves. Situations
which may call for a Letter of Caution are similar to those listed above for an Oral
Admonishment. The Letter of Caution serves to establish that the matter has been brought to the
employee's attention and that the appropriate standard of conduct or performance has been
communicated to the employee. Although a letter of caution is not placed in the employee's
official personnel folder, the issuing supervisor retains a copy as evidence that the employee has
been counseled. This form of corrective action is usually employed for minor infractions or
deficiencies when past discussions or counseling have not achieved their purpose. A sample
Letter of Caution is attached at Appendix (1).

(3) Reporting Requirements. To ensure uniformity of disciplinary actions within NCIS,
Oral Admonishments and Letters of Caution will be reported quarterly to Code 10A2. Reports
should not include employees’ names. Quarterly reports should be submitted no later than the
tenth working day of the month following the end of the quarter. Quarterly reports will not be
retained in official personnel files or any system of records from which data is retrievable by
name or any other personal identifier. Code 10A will not retain the original reports once review
and statistical compilation are complete. A sample quarterly report is included at Appendix (2).

b. The DAD for Personnel Operations and Services (Code 10A) will serve as the Proposing
Official for all covered actions for which an employee may file an appeal with the Merit Systems
Protection Board (MSPB) or a grievance under the Administrative Grievance Procedures of
NCIS-1, Chapter 17.

(1) Disciplinary actions, which may be grieved using the procedures described in NCIS-1
Chapter 17, include a Letter of Requirement, a Letter of Reprimand, and a suspension for 14
days or less.

(a) A Letter of Requirement is a written notification, or order, issued to an employee
concerning conduct deficiencies, which clearly establishes requirements and procedures to be
followed by the employee to avoid a future disciplinary action. Although it is not made a matter
of record in the employee's official personnel file, a letter of requirement may be retained by the
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supervisor for a period not to exceed one (1) year. A sample Letter of Requirement is attached at

Appendix_(3).

(b) A Letter of Reprimand records and communicates to the employee specific
information on unacceptable conduct. It usually follows previous attempts to correct conduct
deficiencies such as counseling, oral admonishment, or a letter of caution. A copy of the letter of
reprimand will be retained in the employee’s official personnel folder for a period of two (2)
years. During this period, the Letter of Reprimand may be considered when determining
disciplinary action to be taken for other offenses.

(c) A suspension of 14 calendar days or less means placing an employee, for disciplinary
reasons, in a status without duties and without pay. Suspensions must be for consecutive
calendar days. A suspension occurring before or after a holiday does not have any affect on
holiday pay. However, a holiday occurring during a period of suspension must be counted as
part of the suspension.

1. A suspension of 14 days or less entitles the affected employee to advance written
notice of the action. The notification letter will state the specific reason(s) for the proposed
action; the name and title of the designated deciding official; the amount of time (normally 15
calendar days but not less than 24 consecutive hours) that the employee is allowed to provide an
answer orally and/or in writing; and the right to review, or have a representative review, the
material relied upon to support the proposed action.

2. The employee is entitled to a reasonable amount of official time to review the
notice and supporting material; secure affidavits; answer orally and/or in writing; and be
represented by an attorney or other representative. An employee may request an extension of the
time necessary to reply. The designated deciding official will grant or deny such an extension in
writing to the employee.

3. Decisions on suspensions of 14 days or less will be made at or above the Assistant
Director level. The employee will be provided a written decision as soon as possible after the
employee’s reply deadline has elapsed. The decision letter will consider any answer or
information provided by the employee and/or his/her representative; specify the reason for the
decision; identify any grievance procedures available to the employee. If the decision letter
upholds the proposed suspension, the letter will be delivered to the employee on or before the
effective date of the suspension.

4. The starting date of a suspension is at the discretion of the deciding official.
Although the action is grievable under the administrative grievance procedures, suspensions of
14 calendar days or less are not appealable to the MSPB.

(2) Disciplinary actions which may be appealed to the MSPB include suspensions of more

than 14 days, indefinite suspensions, demotions (reduction in grade or pay), furloughs for 30
calendar days or less; and, removals.
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(a) The procedures for effecting appealable adverse actions are very similar to those used
for suspensions of 14 calendar days or less. Normally, the employee is provided 15 calendar
days, but not less than seven (7) days, to reply personally and/or in writing to the deciding
official in the matter. The Deciding Official will review the recommended action independently
and evaluate the employee's reply. The Notice of Decision will be issued to the employee any
time after the reply period expires, but normally not later than 30 calendar days after the
employee receives the advance notice. The action will be effected no earlier than 30 calendar
days after the employee’s receipt of the notice of proposed adverse action. The Deciding Official
will provide a written report of their final determination to Code 10A, who will ensure proper
filing of documents in the employee's official personnel file and/or departmental files.

(b) In emergency situations, an employee may be excused from duty without charge to
leave or loss of pay during the 30-day notice period of a removal or indefinite suspension when
the circumstances are such that retention of the employee in an active duty status during the
notice period may be injurious to the employee, fellow workers, or the general public; may result
in damage to government property; may impede the efficiency of operations; or, because the
nature of the employee's offense reflects unfavorably on the public perception of the DON or
NCIS.

(c) NCIS may take action with a shortened notice period of not less than seven (7) days
when there is reasonable cause to believe the employee committed a crime for which a sentence
of imprisonment may be imposed.

(3) Appeal Rights. Excepted Service employees who have 1 year or more of continuous
service may appeal a covered action to the MSPB. An appeal may be submitted at any time after
receipt of the decision letter, but no later than 30 calendar days after the effective date of the
action. The employee will be advised of this right in the decision letter and also that the
employee's appeal to the MSPB must be in writing and should furnish reasons for contesting the
adverse action together with any offer of proof and pertinent documents the employee is able to
submit.

(4) Variance from Procedures. The administrative procedures described herein or in

CHRM Subchapter 752, shall be routinely followed. However, at the Director’s discretion, these
procedures may be altered in any case containing circumstances determined to justify a variance.
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APPENDIX (1): SAMPLE LETTER OF CAUTION

From: (Title, Activity)
To:  (Name, Title)

Subj: LETTER OF CAUTION

Ref: (A) NCIS-1, Chapter 18

1. This letter serves to admonish you for (NATURE OF OFFENSE), as detailed below:
a. (GIVE SPECIFICS)

b. On (DATE), I personally discussed the above situation with you and emphasized the need
for correction.

2. A copy of this letter will be retained by me for a period not to exceed 1 year. This letter is
temporary in duration and will not be filed in your official personnel folder. Further, the action
which prompted this letter will not serve as a prior offense in determining a remedy in
accordance with reference (a) should future disciplinary action be deemed necessary.

3. This letter is being issued to improve the situation at hand. It is neither grievable nor
appealable under established procedures.

(Signature)

I acknowledge receipt of this notice on (Date)

Employee Signature
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APPENDIX (2): SAMPLE QUARTERLY REPORT

From: SAC, (Field Office) or Deputy Assistant Director (Department)
To:  Code 10A2 (Employee Relations)

Subj: QUARTERLY REPORT OF ORAL ADMONISHMENTS/LETTER OF CAUTION
Ref: (A) NCIS-1 Chapter 18

1. Per reference (a), the following information is provided for statistical purposes, to ensure
consistency of discipline, and to review potential training issues within NCIS:

Reporting Period: (indicate Jan-Mar, Apr-Jun, Jul-Sep, Oct-Dec)
Number of Oral Admonishments Issued:
Number of Letters of Caution Issued:

A brief synopsis of the behavior/action generating each oral admonishment or letter of caution
should be attached. Example: Oral Admonishment - Clerical employee left for lunch without
ensuring adequate phone coverage.

Example: Letter of Caution - Special Agent failed to promptly turn in evidence.

Employee's name should not be included in the report.

SIGNATURE:

Typed or printed name: Date:
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APPENDIX (3): SAMPLE LETTER OF REQUIREMENT

From: (Title, Activity)
To:  (Name, Title)

Subj: LETTER OF REQUIREMENT

Ref: (a) NCIS-1, Chapter 18
(b) NCIS-1, Chapter 17

1. The purpose of this letter is to place a requirement upon you with regard to (briefly state the
requirement; e.g., requesting leave, etc.). The reason(s) for the imposition of this requirement
and the accompanying details are specified below:

a. (Specify in detail why the requirement is being put into effect, giving specific dates where
appropriate, and cite the details of the requirement.)

b. On (date) I personally discussed the above with you, and at that time informed you of the
requirement that would be placed upon you. (Discussion should be held with the employee prior
to the issuance of a letter of requirement. At that time the employee should be informed that
he/she is to receive a letter of requirement and the reason(s) therefore.)

2. A copy of this letter will be retained by me for a period not to exceed one (1) year. This letter
does not effect a formal disciplinary action, is temporary in duration, and will not be filed in your
official personnel folder. Further, the action which prompted this letter will not serve as a prior
offense in accordance with reference (a) should future disciplinary action be deemed necessary.

3. This informal action is being taken for the purpose of bringing to your attention a situation for
which you must take positive steps to correct. It is anticipated that you will respond properly.
You may grieve this letter under the established administrative grievance procedures set forth in
reference (b). If you decide to pursue a grievance, you must initiate the action within 15
calendar days of your receipt of this letter. You may contact (Name, Title, Servicing Personnel
Activity, Telephone Number) for assistance with the grievance procedure.

(Signature)

I acknowledge receipt of this notice on (Date)

Employee Signature
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CHAPTER 19

TITLE: FILE RETENTION AND DISPOSAL OF CLOSED INVESTIGATIONS,
OPERATIONS, SOURCES AND SECURITY CLEARANCE
ADJUDICATION CASES

POC: CODE11C1

DATE: SEP 08

19-1. GENERAL

19-2. NON-DEPARTMENT OF DEFENSE AFFILIATED PERSONS AND
ORGANIZATIONS

19-3. COUNTERINTELLIGENCE (Cl) MATTERS

19-4. ACCESS, RETENTION AND DISSEMINATION OF CI/CT CYBER INFORMATION

19-5. FIELD OFFICE (FO)/ RETENTION AND DISPOSAL

19-6. FIELD OFFICE MASTER NAME INDEX

19-7. EIELD OFFICE AND NCIS RESIDENT AGENCY (NCISRA) FILES

19-8. FIELD OFFICE AND NCISRA FILE RETENTION, SUBMISSION TO NCISHQ
AND DESTRUCTION

APPENDICES

(1) COUNTERINTELLIGENCE/COUNTERTERRORISM RECORDS
(2) INSPECTION RECORDS

(3) PERSONNEL INVESTIGATIVE RECORDS

(4) LAW ENFORCEMENT RECORDS

(5) CLEARANCE ADJUDICATION RECORDS

19-1. GENERAL

19-1.1. The Naval Criminal Investigative Service (NCIS) Headquarters (NCISHQ) Investigative
and Operational Records Management System (RMS), described in this chapter, was developed
to provide for systematic retention and retrieval of all NCIS investigative, counterintelligence,
counterterrorism, and Security Clearance Adjudication closed case files. RMS was designed to
ensure that only pertinent and substantive material is held in the NCIS Records Management
Branch (RMB) Records Center and that files are held in accordance with retention and
disposition criteria approved by the Archivist of the United States and published in SECNAV
Manual 5210.1, Records Management Manual, or on an approved Standard Form 115 (SF 115),
Request for Records Disposition Authority. Only records designated below, and having
retention periods of five years or longer, will be stored in the RMB Records Center. This
chapter also addresses records indexed in the Defense Central Index of Investigations (DCII).
DCII serves as the master index to the records maintained in the NCIS RMB, Records Center
and conforms to provisions of Department of Defense (DoD) Regulation 5200.2-R, Personnel
Security Program, Chapter XII and DoD Instruction 5505.7, Titling and Indexing Subjects of
Criminal Investigations in the DoD.

19-1.2. Governing federal statutes and instructions mentioned in this chapter include: SECNAV

Manual 5210.1, Records Management Manual (Part 111), DoD Regulation 5200.2-R, Personnel
Security Program, Chapter XII, DoD Directive 5200.27, Acquisition of Information Concerning
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Persons and Organizations not Affiliated with the DoD, and DoD Directive 5240.1, DoD
Intelligence Activities.

a. The RMB is responsible to maintain, control, and manage NCIS closed case files and
accomplish the disposal of these records in accordance with guidance for each specific record
series as contained in SECNAV M-5210.1. Closed cases managed by RMB include all NCIS
investigative and select counterintelligence and counterterrorism operational records. RMB also
serves as Department of the Navy's (DON) central records center for criminal investigations,
United States Marine Corps (USMC) and Criminal Investigation Division (CID) investigations,
incident reports (IR) created by Navy law enforcement (i.e., GENCRIM) and USMC Provost
Marshal offices, and the DON Central Adjudication Facility (DON CAF) personnel security
adjudication case files. Closed cases held by RMB are the official copy of record. Copies held
in the field, as defined by SECNAV M-5210.1, have expired or extended retention requirements
are considered additional copies and should be destroyed upon authorization.

b. Contents of this chapter do not pertain to files retained for administrative purposes. Policy
for administratively retained files is contained in SECNAV M-5210.2, Standard Subject
Identification Codes (SSIC), and SECNAV M-5210.1.

19-1.3. The following tables provide a breakdown of retention periods applied to the various
types of investigative, operational, and collection reporting received at the NCISHQ RMB and
stored in the Records Center. The schedule is broken out by applicable SSIC and case category
codes. SECNAV M-5210.1 contains official retention and disposition guidance for DON
records. There are several disposition guidelines pertinent to NCIS law enforcement
(GENCRIM), counterintelligence, counterterrorism, and computer investigations and operations
(CI/ICTICYBER) records that are not in, or not correctly cited, in the current edition of the
SECNAYV manual. The U.S. National Archivist, however, has granted approval, and the records
of these additions and/or changes are on file in the NCIS RMB. The following matrices are
offered to provide summarized lists of NCIS records that have been approved. Note that some
case categories cited in the matrices are not in current use; however, numerous records created
under these obsolete category codes still exist and are stored in the Records Center. These
matrices are included to serve as retention and disposition guidance for RMB personnel as well
as for informational guidance to potential NCIS customers. Questions regarding records
management can be directed to the Head or Assistant Head of the RMB. A summary of the
retention periods for CI/CT/CYBER law enforcement investigations and operations, STAAT
operations, and NCIS personnel investigations and security clearance adjudications cases is
contained below:

a. Counterintelligence/Counterterrorism Records (SSIC 3850): See Appendix (1).
b. Inspection Records (SSIC 5522): See Appendix (2).
c. Personnel Investigative Records (SSIC 5527): See Appendix (3).

d. Law Enforcement Records (SSIC 5580): See Appendix (4).
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19-1.4. The DON CAF is responsible for adjudicating the clearance eligibility of Navy and
Marine Corps military and civilian personnel for access to classified information and adjudicates
the sensitive compartmented information access eligibility for DON military and civilian
personnel (there are some files pertaining to Coast Guard personnel remaining from the period
when DON CAF was responsible for their adjudicative actions). Derogatory adjudicative
material, to include denial, revocation or other unfavorable administrative actions, which are not
part of other files (BUPERS/HQMC), are made a part of the NCISHQ file system and retained.
Personnel Security Clearance Adjudication case files (SSIC 5529) are retained as shown in

Appendix (5).

19-1.5. Additional security clearance adjudication material created after the creation of the case
file in RMB will be added to the existing case file. The disposal date is 25 years from the date of
the latest adjudication material.

19-2. NON-DEPARTMENT OF DEFENSE AFFILIATED PERSONS AND
ORGANIZATIONS

19-2.1. DoD Directive 5200.27, ‘Acquisition of Information Concerning Persons and
Organizations not Affiliated with the DoD’, provides general policy on DoD command
collection, retention, and dissemination of information on persons and organizations not
affiliated with the DoD in the U.S. and on non-DoD affiliated U.S. citizens anywhere in the
world.

19-2.2. However, DoD Directive 5200.27 is not applicable to DoD intelligence components as
they are defined in DoD Directive 5240.1. DoD 5240.1, ‘DoD Intelligence Activities’, and DoD
5240.1-R, “Activities of DoD Intelligence Components that Affect U.S. Persons’, are the only
authorities used as guidance by DoD intelligence components to collect, retain, or disseminate
information concerning U.S. persons. The counterintelligence elements of NCIS are DoD
intelligence components and the Director, NCIS directs, manages, and controls execution of all
DON CI functions, except those within the responsibility of the Marine Corps Director of
Intelligence under SECNAVINST 3850.2C.

19-2.3. DoD 5200.27 also does not apply to criminal investigations. Criminal investigations in
DoD are governed by the DoD Directives and Instructions in the 5505 series. Under
SECNAVINST 5430.107, the Director, NCIS is the senior official for criminal investigations in
DON.

19-2.4. The provisions of DoD Directive 5200.27 encompass the authorized activities that
justify acquisition of information on non-DoD affiliated persons and organizations, or non-DoD
affiliated U.S. citizens anywhere in the world, and are among the primary responsibilities of
NCIS under SECNAVINST 5430.107 and SECNAVINST 3850.2C. Commands should not be
collecting such information, unless it is for a criminal investigation, and NCIS has declined
investigative jurisdiction.

19-2.5. Under no circumstances will information be acquired about a person based solely on the
exercise of his or her First Amendment rights, such as lawful advocacy of measures in
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opposition to government policy.
19-3. COUNTERINTELLIGENCE (Cl) MATTERS

Executive Order 12333, entitled U.S. Intelligence Activities, defines counterintelligence (Cl) as
information gathered, and activities conducted to protect against espionage, other intelligence
activities, sabotage, or assassinations conducted for or on behalf of foreign powers, organizations
or persons, or international terrorist activities, but not security programs pertaining to personnel,
physical, document, or communication security programs. The essence of this definition is that
Cl is directed against a foreign threat, which includes those U.S. persons, where reason to
believe exists, that they are acting as agents for foreign powers, persons or organizations in the
activities specified above. DoD Directive 5240.1, “DoD Intelligence Activities”, which
implements Executive Order 12333 for DoD, states that the counterintelligence elements of the
NCIS are included within the listing of DoD Intelligence Components (DoDIC). DoD Directive
5240.1, its guiding regulation, DoD 5240.1-R and SECNAVINST 3820.3E, Oversight of
Intelligence Activities within the DON, each expressly state that they do not apply to law
enforcement activities. Procedure 3 of DoD Regulation 5240.1-R provides that Cl information
regarding U.S. persons that was properly collected (in accordance with Procedure 2.) and
relevant to the authorized missions of the DoDIC concerned may be retained.

19-4. ACCESS, RETENTION AND DISSEMINATION OF CI/CT/CYBER
INFORMATION

19-4.1. Access within NCISHQ to CI/CT/CYBER information about U.S. persons shall be
limited to those with a need to know.

19-4.2. CI/CT/CYBER information is retained in accordance with paragraph 19-1.2.a. of this
chapter. The following additional guidelines are provided:

a. Information regarding U.S. persons that pertains solely to the functions of other DoD
components or agencies outside DoD shall be retained only as necessary to transmit or deliver
such information to the appropriate recipients.

b. Information about U.S. persons may be retained temporarily by the collecting activity, for a
period not to exceed 90 days, solely to determine whether that information may be appropriate
for further retention. This material is never sent to RMB for storage.

c. Information about U.S. persons that was improperly collected shall be retained only for the
reporting of such collection for intelligence oversight purposes and for any later proceeding that
may be necessary.

19-4.3. Cl information on non-military U.S. persons disseminated to USN and USMC
commands shall be designated for return to NCIS within 30 days. Dissemination of such
information to elements of the U.S. intelligence, law enforcement, and security community shall
not contain retention guidelines, as each agency is required to make its own determination.
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19-5. FIELD OFFICE (FO)/ RETENTION AND DISPOSAL

19-5.1. Control Case Documentation. In every control case, the field office (FO) shall receive
one copy of the Report of Investigation (ROI) (OPEN) submitted by the NCIS Resident Agency
(NCISRA) or Resident Unit (NCISRU). Retention of the Director’s Special Interest (DSI) and
Special Interest (SI) investigations by the FO will not exceed the pendency of the investigation.
At the discretion of the Special Agent in Charge (SAC), documentation may be held in extended
retention after the case is closed to facilitate matters responsive to specific taskings by senior
persons, and other materials judged to be of substantive value to the FO. Authorization of
extended retention must be documented on the Case Tracking and File Management Form (NCIS
5580/54) and maintained within the case file. Materials held beyond the pendency of the
investigation must be periodically reviewed to ensure that unnecessary documentation is not
being maintained. For information regarding the retention and disposal of source records, see
the guidelines set forth in NCIS-3, Chapter 8, Central Source Registry.

19-5.2. Lead Case Documentation. The control FO will be included on distribution for all leads
generated by the NCISRA/NCISRU. Lead offices responding to taskings will include the FO on
distribution for all case documentation, including exhibits, when the FO is identified by the
control office in the distribution section of the ACTION/LEAD. It is considered unnecessary
and duplicative for the FO to maintain lead case materials. Leads should be maintained for 90
days by the FO for all investigations and operations. Leads may be automatically destroyed after
the 90 days. Leads are maintained by the control office in the master case file and do not meet
the automatic destruction criteria.

19-5.3. ROI (INFO) (formerly NCIS Operations Reports (NORs)) and Intelligence Information
Reports (IIRS).

a. The ROI (INFO) that documents criminal or counterintelligence activity collected on an
opportunity basis is destroyed in accordance with the retention of the particular case category the
subject thereof is incorporated into the CCS 2000, (see Section 19-6. below). An ROI (INFO)
not constituting a substantive addition to the FO file holdings should be destroyed after
confirmation that records are located at RMB Finished Files.

b. ROI (CLOSED) “ONLY REPORTS” and ROI (INFO) reports will be mailed/sent to RMB
with the appropriate current Records Information Management System (RIMS) cover sheet.
This is applicable to both ROI (INFO) and ROI (CLOSED) “ONLY REPORTS” that either have
or do not have exhibits, with exception for cases designated DSI/SI, 3C, 5T, XXCE, XXCT and
7H (see paragraph 19-8.1.e.(2)).

c. Copies of NCIS produced IIRs may be retained by the preparing office, or other NCIS field
element with an interest in the information provided, for one year. Extended retention is
provided via the DIA InfoSphere Management System (ISM) and PORTICO databases.

19-5.4. Other Agency Reports. A report that the FO receives from other federal and non-federal

law enforcement and security agencies will generally relate to cases in which the NCISHQ has
an interest. With the exception of a report received from a police (federal, state and local)
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department, and in a case worked jointly with another agency (federal, state, and local), the
report should not be filed with the basic case. The police report should be summarized within
the NCIS investigative report. A report published by another agency may be appended to NCIS
reports where that agency grants written permission. When other agency reports do not pertain
to NCISHQ investigations but are furnished for information, or advisement of appropriate
commands, and are germane to NCISHQ mission and functions, the reports may be retained for
one year and incorporated into the Case Control System 2000 (CCS 2000).

19-5.5. Additional Field Office Files.

a. FO operational files represent the FO’s investigative and counterintelligence database and
shall be the only files used for case documentation and related material.

b. The FO may accumulate material that does not lend itself to inclusion into these files. This
material includes, but is not limited to, intelligence publications, local collection requirements,
port security matters and various counterintelligence or security studies. The latter would
include monographs, analyses and briefs whether produced by NCISHQ or another agency. This
material may be disposed of (i.e., destroyed) when it is no longer needed. In order to ensure that
such material is not maintained beyond its necessary period of retention, it shall be retained
together in a separate file (either electronic or hardcopy) titled “Miscellaneous Operational
Files”. It is incumbent upon supervisory personnel to review these holdings regularly to make
certain that appropriate purging is accomplished.

19-6. FIELD OFFICE CCS 2000 (also known as MASTER NAME INDEX)

19-6.1. Master name information from the title block is entered into the automated CCS 2000
database for all control cases, certain ROI (INFO), lead cases, and other operational
documentation which warrants, and is authorized, retention for one year, and, as previously
stated, will normally be destroyed when the investigation is determined to be in RMB Finished
Files. The FO CCS 2000 exists to provide the FO with a working index for investigative and
operational files.

19-6.2. When a file is destroyed that had been maintained in the FO file retention program, the
CCS 2000 entry supporting that case file will also be deleted. In situations wherein the FO
determines that a particular file warrants extended retention, and is authorized for retention, a
new destruction date must be entered into the CCS 2000 database. (See the CCS 2000 User
Guide located on the NCISnet under Guides and Manuals.)

19-7. FIELD OFFICE AND NCIS RESIDENT AGENCY FILES
The responsibility for management of FO case files rests within the investigative support side of

the FO. In order to support the disposal process, FO files shall be arranged alphabetically and
CCS 2000 entries should contain an annotation specifying the closing date of each file.

19-8. FIELD OFFICE AND NCISRA FILE RETENTION, SUBMISSION TO NCISHQ
AND DESTRUCTION
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19-8.1. The FO and NCISRA are the primary field repositories for closed investigations and
operations. The FO and NCISRA are authorized to maintain only those files, records, and
publications necessary for the accomplishment of their mission. Procedures for control,
submission of finished file cases to NCISHQ, and purging of closed or other extraneous
operational material are outlined below:

a. Retention. The FO and NCISRA shall retain files on closed investigations, operational and
collection matters to include specific phase Polygraph Examination cases for a period not to
exceed one year as prescribed in SECNAV M-5210.1. At the field level, this includes Agent
Notes and other material (e.g., original correspondence). Exceptions include the following:
cases awaiting judicial, administrative, or appellate action; referrals to other agencies; approved
characterizations; IR or ROI (INFO) reporting information of long term counterintelligence,
domestic security or criminal investigative interest to the component involved, which warrant,
and are authorized extended retention. These must be maintained in “Extended Retention” files.
For CI/CT/CYBER cases, a case with a “/F” disposition code shall not be destroyed until a ROI
(DISP) has been prepared for each Subject, Co-Subject, or Company indexed as a master or
secondary title (NCIS-1 Chapter 25, paragraph 25-5.9 applies) and, for GENCRIM cases,
CLEOC entries are made. Additionally, case files should not be destroyed prior to the disposal
of active evidence.

b. File Arrangement (One-Year Files) and Disposition. FO and NCISRA one-year files on
closed material shall be arranged alphabetically. This material must be purged immediately
upon expiration of the authorized retention period, preferably on a monthly basis. CCS 2000
periodic reports provide a listing, in alphabetical order, of all material requiring destruction. The
alphabetic listing of cases to be destroyed should be properly annotated to determine which
records will be purged from the database and which records will be put into extended retention.
Computerized case control entries should be purged from the database at the time case material
IS destroyed.

c. File Arrangement (Extended Retention Files). Material that meets the criteria for extended
retention beyond one year must be physically separated from the one-year files, in a section
marked “Extended Retention”, and filed alphabetically. In each instance, the computerized case
control entry shall include the “Extended Review Date”, defined as the date that the specific case
material will be reviewed for destruction or continued in extended retention. CCS 2000 includes
a function that automatically lists all material in extended retention alphabetically along with the
date that the material is to be reviewed. The SAC is responsible for reviewing the extended
retention list periodically (at a minimum, semi-annually) to ensure that material is destroyed
when it has served its purpose or when the authorized retention period expires.

d. Retention of Counterintelligence/Counterterrorism Material Beyond One Year.
(1) The FO may have legitimate requirements for retaining certain miscellaneous
counterintelligence type documentation for more than one year. This material includes local

collection requirements, port security matters, intelligence publications, and various
counterintelligence, counterterrorism, security, or investigative production efforts. This material
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should be retained separately.

(2) Upon conclusion of a ClI, CT, or CYBER investigation or operation, documentation
pertaining to it shall be destroyed within one year after confirmation of receipt from Code
11C12, unless a request is received from the NCISHQ cognizant code that it is to be forwarded
elsewhere.

(3) The NCISRA is authorized to retain certain investigative, operational, and collection
material for more than one year. The FO must be notified when material stored in extended
retention will be kept for additional time. A formal letter of request is not necessary. An e-mail
is sufficient and should be placed in the case file to reflect the date of FO notification. The
NCISRA shall provide the FO with copies of case control printouts to facilitate tracking and
monitoring for delinquency unless the case control process is fully automated and FO personnel
can print NCISRA case control reports. The NCISRA must establish a review system to ensure
timely submission of disposition (DISP) sheet(s) for all cases closed with a disposition code
“IF”.

e. Submission to NCISHQ.

(1) Closed cases, with certain exceptions, will be forwarded directly to NCISHQ, RMB,
Code 11C12. To ensure case integrity, an administrative quality control (QC) check must be
completed before sending the case file to Code 11C12. Agent Notes are not forwarded to RMB
unless specifically authorized/requested. Care must be taken to ensure the case file is complete.
Verify that all documentation, including exhibits, attachments, and enclosures are properly
labeled and marked (especially, security classification markings); and, all documents are in the
proper order; and, the case file contains the current, properly completed, and signed RIMS
coversheet and any other administrative documents as necessary. The ‘Finished File’ checklist,
located on the NCISnet, Administrative website, Case Management Guidance, can be used to
assist in this check. This checklist is a tool to assist reviewers with ensuring quality of case files,
but is not required to be used or forwarded with the file.

(2) Cases with the following case categories will be sent directly to the cognizant
operational code, NOT to RMB Code 11C12:

(a) DSl and Sl cases are sent to the cognizant operational code.

(b) 5T and XXCT Cases are sent directly to NCISHQ Code 21B.

(c) 3C investigative/operational cases are sent directly to NCISHQ Code 22 (OSP).
(d) XXCE operations are sent directly to NCISHQ Code 22.

(e) Death (7H) cases are sent directly to NCISHQ Code 23B.

The operational codes are responsible for processing the completed case file and submitting it to
RMB Code 11C12 upon its closure. They are responsible for adhering to all the administrative
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procedures required of the FO except sending the e-mail described in subparagraph (4), below.

(3) Criminal/Law Enforcement case files (categories 4, 6, 7 and 8), not in the case
categories cited in subparagraph (2), above, will be sent directly to RMB Code 11C12. Itis the
responsibility of the supervisory special agent of the sending office to ensure all existing
documents are included in a closed case file and hard copies of child pornography are removed
prior to the investigation being submitted to NCISHQ. In the event RMB is in receipt of closed
case investigations prior to, or after June 2008, with questionable material attached, i.e., child
pornography, the case file will be forwarded to NCIS Code 23 to conduct a technical review. If
the material is found to contain contraband material, it will be returned to the field for corrective
action per guidance in NCIS-3 Chapter 34, Sex Offenses. Upon receipt of case files, the RMB
personnel will enter a “finished file” date in the Case Information System (CIS), which can be
validated by FO/NCISRA review of CIS entries. Upon receipt of the cases identified in
subparagraph (2), above, from the NCISHQ cognizant code, the Files Section will update CIS
with a “finished file” date. This will officially establish that RMB received the case file. When
a case in CIS has a finished file date of 02 August 2006, or forward, this may be accepted as
proof that RMB Code 11C12 is in receipt of the case. No request for destruction
approval/authority is required from RMB Code 11C12 for cases at the expiration of the one-year
or extended retention period (see subparagraph 19-8.f. below). For cases in CIS with a finished
file date prior to 02 August 2006, but not found in RIMS, forward a request for destruction
authority directly to (b)(6) @NAVY.MIL.

(4) When preparing classified or unclassified CI/CT/CYBER case files for shipment to
RMB, i.e., Categories 1, 3, 5, and 9, and not in the categories cited in subparagraph (2) above,
send an e-mail with a list of the applicable case title and CCN to the “11C12 Files Section” at

(b)(6) @NAVY.MIL; then, print a copy of the sent e-mail and include it in the
package for shipment via U.S. Postal Service registered mail. This will facilitate to reference the
original e-mail. Segregate classified from unclassified case files, and limit the number of files to
less than 25 per shipment. This will make it easier for the Files Section to process the files and
acknowledge receipt. Once the package is received and inventoried, Files Section personnel will
enter “file receipt” information into the Case Management System (CMS) and reply to the
original e-mail verifying receipt or non-receipt of individual case files. In the event of non-
receipt, a copy of the case must be sent again to the Files Section with the current RIMS cover
sheet per case. File Section’s reply acknowledging receipt of the file serves as the official
notification that the case file was received and, further, serves as the destruction authority for the
case file once the one-year or extended retention period has expired. A copy of the e-mail
should be placed in each case file at the field to document receipt. This precludes the need of
sending RMB Code 11C12 a destruction request at the expiration of the one-year or extended
retention period. As the cases identified in subparagraph (2), above, are sent to the NCISHQ
cognizant code and not directly to Files Section, the FO must send a destruction request to

(0)(6) @NAVY.MIL and receive approval to destroy the case file from Files
Section. For files that were not received, Files Section will request another copy. Following the
procedures previously cited, the acknowledgement of receipt sent by the Files Section will be the
authority to destroy the copy in the field.

(5) Retained in FO: The following cases will be retained in the field and destroyed locally
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at the end of their retention period. Destruction authority is not required from Code 11C12, but
is granted by the provisions in SECNAV M-5210.1, Part I11, under the applicable cited records
series. Port Visit Support (5C) reports will be deleted from the database by the respective
NCISHQ activity responsible for managing the database using this same disposition authority.

Records Series/

Record Series

Disposition Instructions

Case Category Code

CIl/CT/Cyber

Port Visit Support* 3850.2a(1) Destroy 25 years after case closure.

5C

CI/CT Briefings 3850.29 Destroy after 1 year or when no longer

9E, 9M, 9S, 9T, 9Z needed.

Threat Assessment (General) 3850.2h Destroy when superseded, obsolete, or no
5G longer needed.

OPESEC Support Surveys 3850.2i Destroy after next comparable survey (e.g.,

(e.g., vulnerability assessments)
9E, 9M, 9S, 9T, 9Z

assessment), discontinuance of facility, or
after 8 years, whichever is sooner.

* Per Gen Admin 21A-0065 dated 22 Oct 07, 5C Port Visit Support will be entered into the Port
Visit Support database only. Force Protection Support (5C) cases will be sent to Code 11C12.

Records Series/

Record Series

Disposition Instructions

Case Category Code

Criminal

Law Enforcement Briefings 5580.4d(3) Destroy after 1 year or when no longer
91, 9K, 9N, 9R, 9Z current, whichever is later.

STAAT

Inspection Records 5520.1 Destroy after 3 years, upon conduct of the
oY next comparable survey or inspection, or

upon discontinuance of facility, whichever
is later.

f. Destruction. The FO may destroy their file copies, to include ‘agent notes’ and other
material (e.g., correspondence with original signatures, etc.), when:

(1) All investigative and disposition data has been entered into CLEOC for CRIM case
categories 4, 6, 7, and 8, and all compliance reports indicate CLEOC completion.

(2) One-year retention or extended retention period for that file has expired. When any one
of the following criteria is met, no additional approval is required from NCISHQ:

(@) Access RIMS to determine if the file is in RIMS. (RIMS contains all unclassified CI,
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CT, CYBER, as well as law enforcement cases.) If so, open and view at least the cover sheet to
ensure this is the same version that was submitted to RMB Code 11C12. Further review of the
case file is encouraged to ensure that the imaged file is complete, but is not required.

(b) The FO is in receipt of a response e-mail from RMB Files Section that acknowledged
the classified closed case file was received. These e-mail exchanges were as a result of when the
FO mailed the classified original case file to RMB Code 11C12.

(c) Access CIS for CRIM case categories, as appropriate, to verify a “finished file” date
on or after 2 August 2006. If the “finished file” date field is blank, or prior to 2 August 2006,
NCISHQ destruction approval is required.

(3) For cases that do not meet at least one of the criteria cited above for destruction, the FO
must forward a request for destruction authority to (b)®) @NAVY.MIL. A
response confirming that RMB is in possession of the file, is the authority to destroy the field
copy of the case file. If RMB does not have the case file, a complete copy must be sent
immediately with a current RIMS cover sheet attached.

19-8.2. USC Title 28, CFR, Criminal Justice Information System (CJIS) Security Policy and
National Crime Information Center (NCIC) regulations require the logging of all criminal history
(Interstate ldentification Index (111)) requests. This function is performed at the NCISHQ
switching computer and CyberLINXX server; however, NCIC regulations further require that
any secondary dissemination of criminal history information be logged and that those logs be
maintained for audit purposes. This log identifies the subject, date and recipient of all secondary
disseminations of NCIS criminal history information outside of NCISHQ. The date within the
CyberLINXX Criminal History Inquiry (QH) and or Menu Reason-For-Request (RFR) and
clearly-identified Requestor’s Name (RNM) fields maintained within the NCIS Information
Technology Directorate (Code 15) system satisfies this requirement. The RFR will normally
include the NCIS CCN or CLEOC IR number. A NCIC 111 criminal history record cannot be
secondarily disseminated to the subject of the NCIC 111 record by a NCIS CyberLINXX server
user. Neither NCIS Cyber LINXX server user(s) nor NCIS FO(s) are required to maintain a
manual log book or NCIC Ill Secondary Dissemination hardcopy log provided the CyberLINXX
user clearly records the RNM and RFR as part of the NCIC 111 QH and Criminal Record Request
(QR) queries. The Department of Justice requires that the information contained in the log be
maintained for one year. All categories of Cl and criminal investigation files concerning persons
entered into NCIC will be maintained in an open status by the control component for a minimum
of six months or until the individual is located or cleared from NCIC, after which normal file
retention and disposal criteria will apply.
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APPENDIX (1): COUNTERINTELLIGENCE/COUNTERTERRORISM/

CYBER RECORDS

Case Category | SSIC (file number Series Title) | SSIC Retention | Stored Indexed
Number Period in RMB | in DCII
All category 3, | Counterintelligence 3850, 25 years Yes Yes
5, 9B*, 9G', 9V | Investigations/Counter- paragraph
9X, and PCCls. | intelligence Reports of a Routine 2a(1)
Nature
Usually 3B, Major CI/CT Investigations 3850, 50 years® Yes Yes
3C, 3F, 3X, paragraph
5A, 5E, 5T, 2b(1)12
9B, and 9G',
and 9X.
Case Category | SSIC (file number Series Title) SSIC Retention | Stored | Indexed
Number Period in RMB | in DCII
Counterintelligence/Counter- 3850, 75 years No® No
terrorism Sources (FCI CW paragraph
cases) (True Name) 2C
Counterintelligence/Counter- 3850, 50 years’ No Yes
terrorism Special Operations paragraph
(XXCE, XXCT) 2d(1)12
o9F CI/CT Defensive Briefings 3850, 15 years® Yes Yes
paragraph
2f
9E, 9M, 9S, CI/CT Briefings 3850, 1 year No’ No
9T, 9V, 9Z paragraph
29
5G Threat Assessment (General) 3580, Destroyed No® No
paragraph when
2h superseded,
obsolete or
no longer
needed.
5D, 9D, 5M OPSEC Support Surveys 3850, 3 years No® No
paragraph
2i
5S CI/CT Studies 3850, Delete No’ No
paragraph when
2j(1) superseded
or obsolete.
1M Foreign National Marriages 3850, 5 years Yes Yes
paragraph
2k(1)
1K Visa Applicants 3850, 5 years Yes Yes
paragraph
21(1)
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9C, 9D Technical Inspections and 3850, 5 years No® No
Surveys paragraph
2m
1L and 1X Local Security and Special 3850, 5 years Yes No
Inquiries paragraph
20
Espionage Hotline Records 3850, 2 years No® No
(Information not referred) paragraph
2n(1)
9A and 5V Protective Operations® 5580, 5 years Yes Yes
paragraph
4d(2)

Notes:
1 9B and 9G cases, conducted in support of an investigation, are treated as a part of the case file
and indexed and filed under the Case Control Number (CCN).

? Files that meet the criteria as historical cases and have a permanent retention. At the
conclusion of the retention period, RMB Records Center will coordinate with the NARA to
arrange for their permanent transfer to NARA custody. Records that are classified under EO
12958, as amended, declassification review must be completed when the record is 25 years old
from the date the case closed. RMB will coordinate declassification review with the DON
Declassification Review contractor.

¥ These records are not currently stored in RMB Records Center, but will be at a future date.

* These records contain a consolidation of all like records pertaining to the subject. Retention
dates begin from the date (i.e., year) of the most current material in the case file.

> These records are not retired to RMB Records Center, but are retained in and destroyed at the
end of their retention period by the code with oversight of the specific case category.

® Protective Operation records were scheduled under law enforcement records in SSIC 5580,
paragraph 4d(2). Persons named as subjects are indexed in the DCII.
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APPENDIX (2): INSPECTION RECORDS

Case Category SSIC (file number Series SSIC Retention | Stored | Indexed
Title) Number Period in RMB | in DCII
QY Military Security Survey and 5522, 3 years? No No
Inspection Program Records® paragraph 1

Notes:
! These are STAAT inspection records.

% These records are retained by the originating office and are destroyed after three years, upon

the conduct of next comparable survey or inspection, or upon discontinuance of facility,
whichever is later.
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APPENDIX (3): PERSONNEL INVESTIGATIVE RECORDS

Case Category | SSIC (file number Series | SSIC Retention | Stored | Indexed
Title) Number Period in RMB | in DCII
2A Agent Applicants for 5527, 5 years Yes' Yes
Positions with NCIS (not paragraph
hired, but DoD-affiliated) 3a(1)(a)
2A Agent Applicants for 5527, 1 year No? No
Positions with NCIS (not paragraph
hired and not DoD-affiliated) 3a(1)(b)
2A Agent Applicants for 5527, 10 years'® |  Yes Yes
Positions with NCIS (hired) paragraph 3
3a(2)
2B Internal Inquires 5527, 15 years' Yes Yes
paragraph 3b
2M Limited Inquiries 5527, 5 years® Yes Yes
paragraph 3c
2S Support Applicants 5527, 15 years' Yes Yes
paragraph 3d
Notes:

! These are Controlled Files. This means that the files are under special security within RMB
Records Center and access to them is limited to those individuals specifically authorized access.

% These records are not retired to the RMB Records Center, but are retained and subsequently
destroyed in NCIS Human Resource Directorate (Code 10) at the end of their retention period.

® Retention starts after release, separation, transfer, retirement, or resignation for the period
specified in the above table before the file is destroyed or deleted.
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APPENDIX (4): LAW ENFORCEMENT RECORDS

Case Category

SSIC (file number Series
Title)

SSIC
Number

Retention
Period

Stored
in RMB

Indexed
in DCII

All 4,6,and 7
(except 7H, and
7T), 9B' and
9G" closed
prior to 1
January 1988 or
offenses not on
the DoD
5505.11 list.
This includes
USMC CID
reports and
reciprocal
investigative
files.

Criminal Investigative
Reports Case files

5580,
paragraph
4a(1)(a)

25 years

Yes

Yes

All 7H, 7T and
8 regardless of
date. All 4,6,
7, 9B and 9G*
closed on or
after 1 January
1988 and are
offenses on the
DoD 5505.11
list. This
includes USMC
and Navy CID
reports and
reciprocal
investigative
files.

Controlled death and criminal
sex investigations and
investigations on or after 1
January 1988 where DoD
5505.11 requires offender
criminal history

5580,
paragraph
4a(1)(b)

50 years

Yes

Yes
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All 4,6, 7 and Files determined to be of 5580, 50 years Yes Yes
8. This historical value based on paragraph
includes USMC | widespread public interest, 4a(2)12
and Navy CID | notoriety of the individual(s)
reports. and or the seriousness of the
All crimes alleged offense(s)
where no
suspect is Topical files (Titled Under 5580, 5 years Yes No
identified. Name of Ship, Installation or paragraph
(Exception: Subject Code) 4b(1)(b)
death and
criminal sex Case files 5580, 25 years Yes No
cases will be paragraph
filed under 4b(1)(b)
SSIC 5580,
paragraph Weapons cases (This involves
4a(1)(b), only cases that are
above.) Impersonal-Titles where a
weapon with a known serial
number is reported lost or
stolen and is entered into the
FBI automated National 5580, 5 years? Yes No
Crime Information Center paragraph
(NCIC) index.) 4b(2)12
Files from above determined
to be of historical value based
on widespread public interest,
notoriety or the incident or
the seriousness of the
allegation
This includes Incident Reports (IR)
IRs and ICRs
from Navy Law | Significant case files 5580, 50 years Yes Yes
Enforcement paragraph
and USMC 4c(1)(a)
Provost
Marshal offices | Cases created prior to 1 5580, 25 years Yes Yes
only. (USMC | January 1988 paragraph
and Navy CID 4c(1)(b)
reports are filed
under 5580,
paragraph
4a(1)(b).
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Case Category SSIC (file number Series SSIC Retention | Stored | Indexed
Title) Number Period in RMB | in DCII

Non-Investigative Reports

Initiative operations — Group 5580, 15 years Yes Yes
1 paragraph
4d(1)(a)
Initiative operations — Group 5580, 5 years Yes Yes
2 paragraph
4d(1)(b)
9A and 5V Protective Operations 5580, 5 years Yes Yes®
paragraph
4d(2)
This was Sources (for CRIM) 5580, 15 years Yes No
covered under paragraph
the 1% matrix 4d(4)
for CI/ICT***
Criminal Intelligence 5580, 25 years Yes Yes4
Reports) * paragraph
4d(5)
Fingerprint Card Files
Fingerprint card set 1 — 5580, Send to No No
Imaged version paragraph FBI
11c(1)(a) electronical
ly
Hardcopy fingerprint card 5580, Pending No No
paragraph NARA
11c(1)(b) approval
Fingerprint card set 2 5580, 5 years® No No
paragraph (Pending
11c(2) NARA
approval)

Notes:
1 9B and 9G cases, conducted in support of an investigation, are treated as part of the case file
and are indexed and filed under the Case Number (CN).

? Files that meet the criteria as historical cases and have a permanent retention. At the

conclusion of the retention period, RMB Records Center will coordinate with the NARA to
arrange for their permanent transfer to NARA custody. For records that are classified, the EO
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12958, as amended, declassification review must be completed prior to 31 December of the 25"
year from the year the case is closed. RMB Records Center will coordinate declassification
review with the DON Declassification Review contractor.

® Protective Operation records were scheduled under law enforcement records in SSIC 5580,
paragraph 4d(2). If there is a name of the person listed as the subject, that name is indexed in the
DCII.

% CIR replaced the report titled “Report of Investigation (INFO)” which had replaced the title
“NCIS Operational Reports (NORS)”. They will remain ROI (INFO) for CI/CT/CYBER
investigative reporting and will be filed under Counterintelligence Investigations/Counter-
intelligence Reports of a Routine Nature, SSIC 3850.2a.

> Retained by Code 24 and destroyed at the end of their retention period.
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APPENDIX (5): PERSONNEL SECURITY ADJUDICATION RECORDS

SSIC (file number Series Title) SSIC Number Retention | Stored | Indexed
Period in in DCII
RMB
Routine Actions 5529, paragraph 1a | 15 years' Yes Yes
When affiliation with DoD is not completed 5529, paragraph 1b 1 year’ No No
Adjudication decisions entered into electronic
systems
Reviews with no or minor issues that do not 5529, paragraph 1 year?&? No No
require documentation as addressed in SSIC 1d(1)
5529, paragraph la
Reviews with issues Use SSIC 5529, Use Yes Yes
paragraphs 1a, 1b, | appropriate
2a, or 2b, as SSIC.
appropriate
Contractor Case Review Records 5529, paragraph 1 year?&* No No
1d(3)
Significant Incidents or Adverse Actions 5529, paragraph 2a | 25 years' Yes Yes
Precedent setting or wide spread public or 5529, paragraph 2b | 25 years® Yes Yes

Congressional interest

Notes:

! These records contain a consolidation of all like records pertaining to the subject. The

retention date begins from the date (i.e., year) of the most current material in the case file.

% These files are retained and destroyed by the DON CAF.

® Destroy/delete after specified period of affiliation reflected in the above table.

* Destroy at the conclusion of their retention period and after verification that the case review
record information is correctly entered into the Joint Personnel Adjudication System (JPAS)

electronic system.

> These files are permanent and at the conclusion of the retention period, RMB will coordinate
with NARA to arrange for their permanent transfer to NARA custody. EO 12958, as amended,
requires completed declassification review of classified records in this category when the records
are 25 years old from the date the case closed.
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CHAPTER 20

TITLE: FREEDOM OF INFORMATION ACT POLICY
POC: 00LJF/FOIA

DATE: MAR 08

20-1. GENERAL

20-2. POLICY

20-3. APPLICABILITY

20-4. AUTHORITY

20-5. FOIA REQUIREMENTS

20-6. SCHEDULE OF FEES

20-7. TIME LIMITS

20-8. EXEMPTIONS

20-9. PROCEDURES

20-10. DENIALS

20-11. OTHER AGENCY RECORDS
20-12. CONSULTATION

20-13. APPEALS

20-14. ANNUAL REPORTS

20-15. PENALTIES

20-16. INQUIRIES CONCERNING REQUESTERS PROHIBITED
20-17. EXEMPTION 7 ANALYSIS

20-1. GENERAL

This chapter implements 5 USC 552, DOD Directive 5400.7 (series) and SECNAVINST 5720.42
(series) and sets forth-basic policy and procedures for making NCIS records available to the public.

20-2. POLICY

It is the policy of the NCIS to comply with the spirit and intent of the law in making records
available to the public. A record exempt from public disclosure under the exemptions set forth in
the Freedom of Information Act (FOIA) should nevertheless be made available to the public if no
governmental interest would be jeopardized by the release of the record. If a record contains
portions that are exempt as well as portions that are non-exempt, then any non-exempt portions that
are "reasonably segregable” from exempt portions shall be released. Under no circumstances shall
the withholding of a record be influenced by the possibility that its release might cause
embarrassment or suggest error or inefficiency.

20-3. APPLICABILITY

20-3.1. The NCIS FOIA program is centrally administered and controlled at the NCISHQ. Field
components of NCIS do not have either granting or denial authority for the release of records under
the FOIA. Field components receiving written requests for release of NCIS records shall promptly
refer such requests to NCIS Code 00LJF and so inform the requester. The outside envelope
forwarding the request shall be prominently marked with the letters “FOIA.”
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20-3.2. Members of the public making oral requests for NCIS records under the FOIA should be
informed that all such requests must be submitted to Director, NCIS in writing. The request should
reasonably describe the record(s) desired and indicate a willingness and ability to pay the costs
associated with searching for and duplicating the record.

20-3.3. Naval commands may receive requests for copies of NCIS records in their custody.
Commands are not authorized to release NCIS records and must refer the requests to the Director,
NCIS along with a description or copy of the record held.

20-4. AUTHORITY

20-4.1. The Secretary of the Navy has delegated denial authority under the FOIA to the Director,
NCIS. The Director has further delegated denial authority to the attorneys at NCIS Headquarters. .
The Director has authorized the Information and Privacy Coordinator to release records requested
under the FOIA, provided no part of the record is denied to the requester, and to sign routine FOIA
matters, including referrals.

20-4.2. Personnel acting on FOIA matters in any way must have a detailed knowledge of this law
and pertinent implementing directives. Copies of backup or explanatory material will be held by the
Information and Privacy Coordinator and will be available for review.

20-4.3. The NCIS attorneys located at headquarters advise and act for the Director in matters
relating to release of NCIS file information pursuant to the appropriate provisions of the FOIA, and
supervise the operations of the staff assigned. It is the responsibility of the Information and Privacy
Coordinator, NCIS Code O0LJF to ensure that time limits are met, that required records are
maintained, and that changing interpretations of the law or changes to the pertinent directives are
incorporated into NCIS policy.

20-5. FOIA REQUIREMENTS

20-5.1. To qualify as a request under the FOIA, a request for NCIS records must:
a. Be in writing, either in paper or electronic format
b. Reasonably describe the records desired, and

c. Contain payment of the anticipated fee or a statement that the requester is willing and able to
pay such fees, or evidence that the requester is entitled to a waiver of fees.

20-5.2. Requests that are not “perfected” under the FOIA because they do not conform to the
minimum requirements should nevertheless be answered promptly (within twenty (20) working days
after receipt) in writing, in a manner calculated to assist the requesters in obtaining the desired
records in accordance with the provisions of this chapter. For example, if such a request fails to
contain a reasonable description of a desired record, the requester should be offered appropriate
assistance in framing a new request in a way, which might facilitate identification of the record. If a
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request fails to contain payment or a promise of payment of anticipated fees, information should be
furnished upon which the requester may reasonably estimate the probable range of the fees that
might be involved. Telephone contacts will frequently be useful for supplementing the required
written communication.

20-5.3. In a case where a request is not “perfected” under the FOIA because of failure to include
payment or a promise of payment of the applicable fees, but if the requested record is conveniently
available and is releasable in its entirety, the Director NCIS may, if he determines that it will be in
the best interests of NCIS to do so, provide a copy of such record in advance of payment or promise
of payment of the applicable fees. The application of this provision shall be within the sole and
exclusive discretion of the Director NCIS and shall not be construed as creating an exception to, or
grounds for waiver of, the minimum requirements.

20-6. SCHEDULE OF FEES

The standard fees to be charged for the search and duplication of records are set forth in
SECNAVINST 5720.42 (series). Personnel handling FOIA requests must be certain to record the
computed costs for subsequent use in the annual report.

20-7. TIME LIMITS

20-7.1. Upon receipt of a proper FOIA request at NCIS, a determination to grant or deny the request
must be transmitted to the requester within Twenty (20) working days of receipt of the request. The
record must be made available, or a copy furnished the requester, promptly after a determination to
release is made.

20-7.2. The twenty (20) day limit may be extended only by Director, NCIS and only if at least one
of the following conditions prevails:

a. There is a need to search for records from activities separate and distinct from NCIS.

b. There is a need to search for, collect, and appropriately examine a voluminous amount of
separate and distinct records requested in a single request.

c. The need for consultation with an activity outside the DON having a substantial interest in the
determination or with a DON activity having a substantial subject matter interest in the request.

20-7.3. The extension of time shall include only that period of time reasonably necessary for proper
processing of the request, but in no event may it exceed an additional 10 working days. If there
appears to be a substantial possibility that the request might ultimately be denied, in whole or part,
the Judge Advocate General, NCIS Code 14, shall be consulted prior authorization of the extension.

20-7.4. When properly authorized, an extension shall be effected by written notice to the requester

prior to the expiration of the original time limit. The notice should state the reason for the extension
and provide a date on which the determination can be expected.
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20-8. EXEMPTIONS

20-8.1. Even though a determination can be made that governmental interest would be jeopardized
by the release of the record, no matter may be withheld from disclosure to the public unless it falls
within one of the following exemptions:

a. Matters specifically authorized under criteria established by an Executive Order to be kept
secret in the interest of national defense or foreign policy and are in fact properly classified pursuant
to such Executive Order.

b. Matters relating solely to the internal personnel rules and practices of an agency.

c. Matters specifically exempted from disclosure by statute.

d. Trade secrets and commercial or financial information obtained from a person and privileged
or confidential.

e. Inter-agency and intra-agency memoranda or letters that would not be available by law to a
party other than an agency in litigation with the agency.

f. Personnel and medical files and similar files the disclosure of which would constitute a clearly
unwarranted invasion of privacy.

g. Records or information compiled for law enforcement purposes, but only to the extent that the
production of such law enforcement records or information.

(1) Could reasonably be expected to interfere with enforcement proceedings,

(2) Could deprive a person of a right to a fair trial or impartial adjudication,

(3) Could reasonably be expected to constitute an unwarranted invasion of personal privacy,

(4) Could reasonably be expected to disclose the identity of a confidential source, and in the
case of a record or information compiled by a criminal law enforcement authority in the course of a
criminal investigation, or by an agency conducting a lawful national security intelligence
investigation, information furnished by a confidential source.

(5) Would disclose law enforcement techniques and procedures,

(6) Could reasonably be expected to endanger the life or physical safety of any individual,

h. Contained in or related to examination, operating, or condition reports prepared by, on behalf
of or for the use of an agency responsible for the regulation or supervision of financial institutions.

20-8.2. Geological and geophysical information and data, including maps, concerning wells.
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20-8.3. Any reasonably segregable releasable portion of a record shall be provided to any person
requesting such record after deletion of portions that are exempt from disclosure.

20-8.4. Exemption 7 is, of course, the exemption that will most frequently pertain to NCIS records.
This exemption is explained in detail in section 20-17 of this chapter.

20-8.5. Security classification will play a part in the releasability of NCIS records. Whenever there
is any question about the propriety of a security classification assigned to a requested record, the
record will be referred to NCIS Code 22 for a determination whether the record’s security
classification marking is correct.

20-9. PROCEDURES

20-9.1. Upon receipt of a mailed FOIA request for a NCIS record, the Administration Department,
NCIS Code 11C21, shall immediately route the request to the Information and Privacy Division,
NCIS Code 00LJF.

20-9.2. The Information and Privacy Coordinator shall initiate whatever record keeping is required
and take such action as is necessary to prepare a reply to the request. The Information and Privacy
Coordinator shall maintain a concise record of the dates, parties and substance of all consultation
with representatives of other activities or agencies and any communication with the requester.
Requests shall be processed within twenty (20) working days in compliance with the provisions of
the FOIA.

20-9.3. When the Information and Privacy Coordinator plans to recommend release of part of a
record but to deny exempt portions that are "reasonably segregable,” it is advisable to make such
deletions from a reproduced copy of the record. The copy provided the requester should be a copy
of the excised reproduction.

20-10. DENIALS

If it is determined that the requested records are exempt in whole or in part and that the exempt
material should be withheld to protect the government’s interest, the requester must be so notified.
The notification must include the reason for the denial and the name and title of the person
responsible for the denial. The notification shall also include specific citation of the exemption(s)
upon which the denial is based, a brief discussion of the governmental interest protected by invoked
exemption(s), and advisement that the requester has the right to appeal to the designee of the
SECNAYV (JAG or Office of the General Counsel (OGC) as appropriate), within 60 days.
Additionally, if the denial is based in whole or part on a security classification, the notification shall
include a summary of the particular provisions of DOD Regulations 5200.1 which contains the
rationale for the correct classification of the record. The requester shall also be advised of his
optional right to seek declassification review as an alternative to the right of appeal to the Secretary's
designee.

20-11. OTHER AGENCY RECORDS
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When a request is received which includes a record originated by an agency external to the DON,
such request or part thereof shall be promptly referred to the originating agency and the requester so
advised. In those situations in which the request is merely misdirected, referral to the proper agency
will not require a response to the requester unless a ""courtesy" response is indicated. The outer
envelope used to refer a FOIA request to another agency shall be plainly marked with the letters
“FOIA.”

20-12. CONSULTATION

20-12.1. Consultation with other agencies having a substantial interest in the subject matter of the
requested record(s) is required. Consultation with other offices and activities having substantial
interest in or useful advice concerning the determination of requests is encouraged.

20-12.2. Consultation with the JAGor OCG is desirable when a denial of a request is expected to be
appealed or judicially challenged. The Communications Directorate. NCIS Code 00C, must be
consulted when the subject matter of a request is considered newsworthy, when a request is received
from a news media representative, or when a denial is expected to be challenged publicly.

20-13. APPEALS

An appeal from an initial denial, in whole or in part, of a requested record must be in writing and be
received by the appropriate official not more than 60 days following the date of transmittal of the
notification of the initial denial. Except in situations where a brief extension is authorized, the
appropriate official must make a final determination on an appeal within 20 days of receipt. Upon
receipt, the appropriate appeal authority (JAG or OGC) shall notify the Chief of Naval Operations or
Commandant of the Marine Corps, who will provide the file with such comments and
recommendations as are appropriate. NCIS will be called upon to formulate a position on material it
has denied. Personnel handling appeals shall give such matters HIGHEST PRIORITY.

20-14. ANNUAL REPORTS

The Information and Privacy Coordinator shall be responsible for preparation of the required report
to the Office of the Chief of Naval Operations (N0O9B30) prior to 10 November of each year.

20-15. PENALTIES

The FOIA provides for sanctions of up to 60 days suspension against personnel who "arbitrarily and
capriciously™ deny members of the public legitimate access to records that should be released under
the law.

20-16. INQUIRIES CONCERNING REQUESTERS PROHIBITED

Individuals who make requests under the FOIA will not be questioned concerning their motives, nor
will any file checks, inquiries or investigations of any kind be conducted concerning requesters.

20-17. EXEMPTION 7 ANALYSIS
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20-17.1. Exemption 7 pertains to those records or information compiled for "law enforcement
purposes.” The concept of "law enforcement” embraces criminal matters, civil actions to remedy or
redress a violation of law, proceedings involving possible administrative sanctions and certain types
of background investigation. Thus, with the exception of certain Category 9 cases, properly initiated
NCIS investigations will be covered under the spectrum of "records or information compiled for law
enforcement purposes.”

20-17.2. Exemption 7(a) - Interference with enforcement proceedings. This basis for nondisclosure
covers criminal, civil and administrative proceedings. It applies to matters, which are at the stage of
litigation or adjudication. Investigations preliminary to adversary proceedings are protected.
20-17.3. Exemption 7(b) - Deprive a person of a fair trial or an impartial adjudication. This
exemption is designed to protect the rights of private persons, including corporations and other
organizations.

20-17.4. Exemption 7(c) - Unwarranted invasion of privacy.

20-17.5. Exemption 7(d) - Disclosure of confidential sources or information provided by such
sources.

20-17.6. Exemption 7(e) - Disclosure of techniques and procedures.

20-17.7. Exemption 7(f) - Endangering the life of physical safety of any individual.

20-17.8. Implementation of Exemption 7 - Application of this provision of the law are frequently
difficult and involve factors not foreseen beforehand. Each request must be processed on a
case-by-case basis considering all applicable exemptions and whether governmental interest would

be jeopardized by the release of the record.

20-17.9. Questions concerning FOIA matters should be addressed to the Information and Privacy
Coordinator, NCIS Code O0LJF.
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