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MEr~IORAHDU!\1 FOR TEE HEADS OF 

DEPARTaEIJTS AnD AGEIJCr1:S 

Over the past two decades; there has been a gradual but 
substantial rise in the averace grade of General Schedule 
employees. Much of this rise is due to the fact that 
technolosical changes and other factors have brourht about 
significant shifts in ,the makeup of t:1e Federal workforce, 
These changes are reflected by a marked increase in the 
proportion of technical~ professional: and nanar-erial 
employees in the General Schedule. 

1;1e cannot assume;; ho,",!ever;. that this is the whole explana· 
tion. Recent revieivs by the Civil Service Comnission. the 
General Accounting Office; and the Office of tTanarement and 
Budget indicate that classification and position manage~ent 
systems are not functionin~ as effectively as they should 
in a number of Federal acencies. There is evidence of both 
overgrading and undergraains because positions are either 
improperly described or inaccurately classified. This 
creates a situation which is unfair to all concerne~. There 
are also indications in several arencies of excessive or~ani 
zation frasmentation} duplication of work and superfluous 
layers of supervision. 

'i'lhere \'Tor!c has become substantially ['10re conplex or difficult:. 
manacers have a clear oblisation to mal-ce corrm.ensurate adjust
nents in the way work is organize{ and in the [rades of indi
vidual jobs. At the same time there is an equally clear 
responsibility to ensure that undue grade increases are not 
allowed to occur. Position classification is a ratter of 
law. Government managers are required to put jobs in their 
proper grades and Federal employees are entitled to equitable 
pay. Proper position mana£ernent ensures that work is or~anized 
in a cost effective manner to provide o,tir.1Um develoPf':ent 
and use of people is skills and enerries. When eit~er position 
classification or position management is deficient the result 
may be an unnecessary increase in the cost of Govern~ent. 

I~ therefore: am callins upon you to reexaMine your internal 
position ~anagement and classification systems to ensure 
they are operatinr:: effectively and. in full comryliance i'J'i ti1 
applicable laws and reculations. Agency heads will conrtuct 
this review in a manner to be prescribed by the Civil Service 
Commission and vdll report to the Conmission both the actions 
they have taken and the results of those actions. 

At the same time, the Civil Service Conmission will pursue 
viGorously its continuing prof,ral'!J.s for evaluatinG ac::ency per, 
formance and bringing about corrective action in the areas of 
position management and classification. Where the COI'!J.~1ssion 
finds extensive overgradins, under~radinG: or underutilizatio~ 
of personnel resources, it will brinE its findin~s to the 
attention of the Agency head concerned. In ad(ition the 
Commission and the Office of J'!ana,c--enent and Bu0..e;et Hill Horle 
with the agencies involved to correct such proble~s; and nay
prescribe special iristructions ,,,,here Harrantec:. 
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