                                               FOREWORD
This supervisory guide for Civilian Personnel Management is designed as a handy reference for Department of Army managers and supervisors within the West Region.  This booklet provides general guidance on supervisory responsibilities for civilian personnel management.  It elaborates on the authorities and responsibilities contained in Title 5 Unites States Code and in Department of Army Regulations.  This guide is written to provide an overview of the procedures and rules that will be useful in directing civilian employees.   

Information provided in this booklet is limited to general terms and typical examples of personnel management problems that may arise.  Consequently this guide should only be used as a reference and is not intended as a substitute for the staff assistance that is available through the Civilian Personnel Advisory Center (CPAC).  The CPAC serves as the focal point for advice and guidance on civilian personnel matters, while the Civilian Personnel Operations Center (CPOC) is responsible for processing personnel actions.  Copies of local regulations, policies and procedures are maintained and available through the CPAC.   All formal personnel management actions must be coordinated with the CPAC to ensure compliance with policies of the Office of Personnel Management (OPM), Department of Defense, and the Department of Army. 

This guide will not make you an expert in civilian personnel management.  What it should  be used for is to provide you with a basic, practical understanding of what the civilian personnel management program is; how it is intended to work, and what you must do to make it a success in your organization.  

Comments on this guide should be made to the West Civilian Personnel Operations Center, Greely Hall, Bldg. 61801, Ft Huachuca, AZ  85613-5000. 

