
Classification Appeal Checklist 
 

 
Although there are several avenues in place for employees to appeal the classification of 
their position, it is always recommended that an employee begin the appeals process at 
the lowest level of review, which is the Center appeals process.  
 
1. Center-level classification appeals may be submitted to the Local Center HR 

Director.  
 
2. Agency-level classification appeals should contain the following information in 

writing: 

 Your Name 

 Mailing address 

 Office telephone number and email address 

 The present classification of your position (title, series, grade) 

 The requested classification 

 The name of the Center and the office in which you work 

 The city where you are employed and the installation’s mailing address 

 A copy of your official position description and either a statement affirming 
that it is accurate or a detailed explanation of the inaccuracies and an 
explanation of the efforts made to correct the position description 

 Any additional information about the position that will aid in understanding it and 
arguments supporting the requested classification by referencing the appropriate 
classification standards 

 
 

 
Submit a completed appeal package to: 

 
Director, HC Policy, Programs and Systems Division 
Office of Human Capital Management 
NASA Headquarters, Mail Suite 4U79 
300 E St. SW 
Washington, DC 20546   

 
NOTE:  Classification appeals may NOT be filed electronically. 

 
 
 
3. Office of Personnel Management (OPM) Appeals should be should be mailed to 

the regional OPM office as indicated at OPM’s website: 
http://www.opm.gov/classapp/address.asp   
(Regional OPM Office locations are also listed in your book) 
 

 
**NOTE: An employee may not file an appeal with the Agency and OPM at the same 
time.  

 

RELEASED - Printed documents may be obsolete; validate prior to use. 
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