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Classification Appeal Checklist 
 

Although there are several avenues in place for employees to appeal the classification of his 
or her position, it is highly recommended that an employee begin the appeals process at the 
lowest level of review. Employees may not file appeals with multiple levels at the same time. 
 
Classification appeals must be in writing, signed, and contain the following 
information:  

 Name 

 Mailing address 

 Office telephone number and email address 

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

 The requested classification 

 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 
 

NOTE:  Classification appeals may NOT be filed electronically. 
 
1. First-level classification appeals should be mailed to: 

Chief, Classification Services Branch 
NASA Shared Services Center 
1111 Jerry Hlass Road 
Stennis Space Center, MS 39529 

 
2. Agency-level classification appeals should be mailed to: 

Deputy Director, Human Resources Services Division 
NASA Shared Services Center 
1111 Jerry Hlass Road 
Stennis Space Center, MS 39529 
 

3. Office of Personnel Management (OPM)-level appeals should be mailed to: 
Classification Appeals and FLSA Claims Program Manager 
U.S. Office of Personnel Management  
Merit System Accountability and Compliance 
1900 E Street, NW, Room 6484 
Washington, DC  20415 

 
OPM Filing Instructions are located on OPM’s Web site under the “Filing Instructions” 
tab:  https://www.opm.gov/policy-data-oversight/classification-qualifications/appeal-
decisions 
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