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Additional Guidelines for Submission and Identification of Positions  

for Schedule Policy/Career 

 

1. Second-round submissions should not include any positions that were already submitted 

during the initial round. 

 

2. Descriptions for position duties must provide meaningful detail, such as specific duties and 

contextual information, as this enables the Office of Personnel Management’s (OPM) review 

team to make informed determinations about whether the positions meet the criteria for 

inclusion in Schedule Policy/Career (P/C). 

 

3. OPM provided the bullets to illustrate the types of policy-related work that will likely qualify 

for inclusion into Schedule P/C.  Positions meeting these criteria should be included in your 

second-round submission.  Positions with these traits, regardless of grade, and percentage of 

time devoted towards these activities, should be included as a part of your submission.  

 

• Policy and Advocacy:  developing, analyzing, and advocating for policies relevant to the 

Agency’s mission. 

 

• Research and Analysis:  conducting research to inform policy decisions, often 

producing reports and recommendations based on data. 

 

• Government Relations Offices:  engaging with the White House, the Office of 

Management and Budget, Congress, and/or other Government entities to carry out, 

influence, or perform other activities related to legislation and policy at local, State, or 

Federal levels. 

 

• Program and Project Management:  developing policy to guide the implementation of 

specific programs or services, ensuring alignment with Agency goals. 

 

• Compliance and Regulatory Affairs:  ensuring that the Agency adheres to existing laws 

and regulations, often involved in policy development to meet compliance standards. 

 

• Human Resources:  developing internal policies related to employee conduct, benefits, 

and talent management, which can impact broader Agency policies. 

 

• Communications and Public Relations:  developing the messaging around policy 

issues, advocating for positions, and engaging with stakeholders to raise awareness. 

 

• Strategic Planning:  involvement in setting long-term goals and objectives, where policy 

considerations are integrated into the overall strategic direction of the Agency. 

 

• Finance and Budgeting:  areas that may influence policy decisions through budget 

allocations, funding priorities, grants, and financial analysis. 

 

• Stakeholder Engagement:  working directly with stakeholders to gather input on policy 

issues to ensure policies reflect advocates needs. 

 



 

2 

• Executive Leadership:  shaping policy direction and making high-level decisions that 

affect Agency policy. 

 

• Managers:  directing the work of an organizational unit; are being held accountable for 

the success of one or more specific programs or projects; or are monitoring progress 

toward organizational goals and making appropriate adjustments to such goals. 

 

• Contracting Offices:  involvement in developing or advising on procurement policies, 

regulations, guidance, or other policy-related initiatives, or influencing procurement 

strategies, proposal evaluations, or contract negotiations. 

 

• Contracting Officer Representative:  overseeing contract performance, informing 

future contract strategies and decisions, and providing feedback to shape acquisition 

policy. 

 

Positions expected to be included in your submission because they contain the traits above 

include, but are not limited to:  regulatory writers, financial management and budget analysts, 

congressional and budget influencers, positions who speak on behalf of the Agency, positions 

who conduct analysis that is used by higher level officials to make decisions and/or have an 

impact on outcomes/policies/decisions, supervisors over policy shops, and other core work 

including Information Technology and Acquisition positions. 

 

Note:  Senior Executive Service positions are excluded from Schedule P/C. 
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DO NOT ALTER OR ADD ADDITIONAL COLUMNS TO THIS TEMPLATE

Reviewing and Requesting Approval for Schedule Policy/Career 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 Policy/Career.  Please provide information for each 

1.  Agency/Component

2.  Position Description Number

3.  Schedule Policy/Career Criteria. Indicate whether the position is of a policy-determining, policy-making, policy-

advocating, or confidential nature.  Indicate all that apply.

4.  Brief description of factors demonstrating confidential, policy-determining, policy-making, or policy-

advocating character.  Provide information about the position that supports the determination to include the 

position in Schedule Policy/Career.  The objective definition of the position’s duties must be derived from a 

statute, regulation, or internal agency document, such as the position description.

DO NOT ALTER OR ADD ADDITIONAL COLUMNS TO THIS TEMPLATE



Template for Reviewing and  Requesting Approval for Schedule F Positions

Agency/Component

Position 

Description 

Number

Schedule Policy/Career Criteria

Indicate all that apply (i.e., 

confidential, policy-determining,

policy-making, or policy-

advocating)

Brief description of factors demonstrating confidential, policy-determining,

policy-making, or policy-advocating character 

DO NOT ALTER OR ADD ADDITIONAL COLUMNS TO THIS TEMPLATE



Template for Reviewing and  Requesting Approval for Schedule F Positions
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