










































































Template for Requesting Approval for Schedule F Positions

In accordance with Executive Order (E.O.) 13957 agencies may request Office of Personnel Management approval to place positions it has determined to be of confidential, policy-determining, policy-making, or policy-
advocating character in the excepted service under Schedule F. OPM developed this spreadsheet to assist you with submitting your request. Please provide information for each of the following columns:

1. Official Position Title

2. Occupational Series - Indicate the occupational series number (ex. 0301 for Program Analyst)

3. Pay Plan and Grade Level(s) - Indicate the pay plan and grade levels of the position (ex. GS-13)

4. Geographic Location - Indicate if the position is filled nationwide or in a specific geographic location(s).

5. Number of Positions - Indicate the number of position in the agency.

6. Description of factors demonstrating that the position is of a confidential, policy-determining, policy-making, or policy-advocating character - Please provide information about the position that supports the determination to
include the position in Schedule F.

This spreadsheet with an accompanying coversheet signed by the Agency Chief Human Capital Officer (or equivalent) may be submitted electronically to [Insert email address].



Template for Requesting Approval for Schedule F Positions

Agency/Component

Number
Occupational Pay Plan and Geographic of Brief description of factors demonstrating confidential, policy-determining,
Official Position Title Series Grade Level Location positions policy-making, or policy-advocating character




Template for Requesting Approval for Schedule F Positions




Schedule F Preliminary Review
In accordance with Executive Order (EQ) 13957 agencies must complete a preliminary review to identify positions for potential placement under Schedule F of the Excepted Service. These
positions include positions covered by subchapter Il of chapter 75 of title 5, United States Code that are categorized as confidential; policy-determining; policy-making; or policy-advocating

and are not subject to change based on a Presidential transition. OPM developed this spreadsheet to assist you with your preliminary review of which positions to include.

This spreadsheet with an accompanying coversheet signed by the Agency Chief Human Capital Officer (or equivalent) may be submitted electronically to [Insert email address].



Schedule F Preliminary Review Information

Number Schedule F Criteria, indicate as
Occupational Grade Geographic of many as may apply (ex. 1A, 3,
Official Position Title Series Level Location positions 4B)



For a position to be placed in a Schedule F appointment, the position must meet one or more of the following criteria:

(1) substantive participation in the advocacy for or development or formulation of policy, especially:
(A) substantive participation in the development or drafting of regulations and guidance; or
(B) substantive policy-related work in an agency or agency component that primarily focuses on policy;

(2) the supervision of attorneys;

(3) substantial discretion to determine the manner in which the agency exercises functions committed to the agency by law;

(4) viewing, circulating, or otherwise working with proposed regulations, guidance, executive orders, or other non-public policy proposals or deliberations generally covered by deliberative process privilege and either:
(A) directly reporting to or regularly working with an individual appointed by either the President or an agency head who is paid at a rate not less than that earned by employees at Grade 13 of the General Schedule; or

(B) working in the agency or agency component executive secretariat (or equivalent); or

(5) conducting, on the agency's behalf, collective bargaining negotiations under chapter 71 of title 5, United States Code.



Template for Requesting Approval for Schedule F Positions

In accordance with Executive Order (E.O.) 13957 agencies may request Office of Personnel Management approval to place positions it has determined to be of confidential, policy-determining, policy-making, or policy-
advocating character in the excepted service under Schedule F. OPM developed this spreadsheet to assist you with submitting your request. Please provide information for each of the following columns:

. Official Position Title

. Occupational Series - Indicate the occupational series number (ex. 0301 for Program Analyst)

. Pay Plan and Grade Level(s) - Indicate the pay plan and grade levels of the position (ex. GS-13)

. Geographic Location - Indicate if the position is filled nationwide or in a specific geographic location(s).

. Number of Positions - Indicate the number of position in the agency.

. Schedule F Criteria - Indicate whether the position is of a policy-determining, policy-making, policy-advocating, or confidential nature (indicate all that apply).

. Description of factors demonstrating that the position is of a confidential, policy-determining, policy-making, or policy-advocating character - Please provide information about the position that supports the determination to
include the position in Schedule F.
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This spreadsheet with an accompanying coversheet signed by the Agency Chief Human Capital Officer (or equivalent) may be submitted electronically to [Insert email address].



Template for Requesting Approval for Schedule F Positions

Agency/Component
Official Position Title |Occupational [Pay Plan and Geographic Number |Schedule F Criteria, indicate |Brief description of factors demonstrating confidential, policy-determining,
Series Grade Level Location of as many as may apply (i.e. |policy-making, or policy-advocating character
positions |policy-determining, policy-

making, policy-advocating,
confidential)




Template for Requesting Approval for Schedule F Positions




Template for Requesting Approval for Schedule F Positions

In accordance with Executive Order (E.O.) 13957 agencies may request Office of Personnel Management approval to place positions it has determined to be of confidential, policy-determining, policy-making, or policy-
advocating character in the excepted service under Schedule F. OPM developed this spreadsheet to assist you with submitting your request. Please provide information for each of the following columns:

1. Official Position Title

2. Occupational Series - Indicate the occupational series number (ex. 0301 for Program Analyst)

3. Pay Plan and Grade Level(s) - Indicate the pay plan and grade levels of the position (ex. GS-13)

4. Geographic Location - Indicate if the position is filled nationwide or in a specific geographic location(s).

5. Number of Positions - Indicate the number of position in the agency.

6. Description of factors demonstrating that the position is of a confidential, policy-determining, policy-making, or policy-advocating character - Please provide information about the position that supports the determination to
include the position in Schedule F.

This spreadsheet with an accompanying coversheet signed by the Agency Chief Human Capital Officer (or equivalent) may be submitted electronically to [Insert email address].



Template for Requesting Approval for Schedule F Positions

Agency/Component
Official Position Title |Occupational [Pay Plan and Geographic Number |Schedule F Criteria, indicate |Brief description of factors demonstrating confidential, policy-determining,
Series Grade Level Location of as many as may apply (i.e. |policy-making, or policy-advocating character
positions |policy-determining, policy-

making, policy-advocating,
confidential)




Template for Requesting Approval for Schedule F Positions




Template for Reviewing and Requesting Approval for Schedule F Positions

In accordance with Executive Order (E.O.) 13957 agencies may request Office of Personnel Management approval to place positions it has determined to be of confidential, policy-determining, policy-making, or policy-
advocating character in the excepted service under Schedule F. OPM developed this spreadsheet to assist agencies with reviewing positions and submitting requests. Please provide information for each of the following
columns:

. Official Position Title

. Occupational Series - Indicate the occupational series number (ex. 0301 for Program Analyst)

. Pay Plan and Grade Level(s) - Indicate the pay plan and grade levels of the position (ex. GS-13)

. Geographic Location - Indicate if the position is filled nationwide or in a specific geographic location(s).

. Number of Positions - Indicate the number of position in the agency.

. Schedule F Criteria - Indicate whether the position is of a policy-determining, policy-making, policy-advocating, or confidential nature (indicate all that apply).

. Description of factors demonstrating that the position is of a confidential, policy-determining, policy-making, or policy-advocating character - Please provide information about the position that supports the determination to
include the position in Schedule F.
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This spreadsheet with an accompanying coversheet signed by the Agency Chief Human Capital Officer (or equivalent) may be submitted electronically to [Insert email address].



Template for Reviewing and Requesting Approval for Schedule F Positions

Agency/Component
Official Position Title |Occupational [Pay Plan and Geographic Number |Schedule F Criteria, indicate |Brief description of factors demonstrating confidential, policy-determining,
Series Grade Level Location of as many as may apply (i.e. |policy-making, or policy-advocating character
positions |policy-determining, policy-

making, policy-advocating,
confidential)




Template for Reviewing and Requesting Approval for Schedule F Positions






