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will also explain the reasons for the re-
classification action to the employee. 
This notice shall inform the employee: 

(a) Of his or her right to appeal the 
classification decision to the agency (if 
the agency has an established appeal 
system and it has the authority to re-
view the classification decision), or to 
the Office as provided in this subpart if 
such an appeal has not already been 
made; 

(b) Of the time limits within which 
the employee’s appeal must be filed in 
order to preserve any retroactive bene-
fits under § 511.703; and 

(c) Any other appeal or grievance 
rights available under applicable law, 
rule, regulation or negotiated agree-
ment. 

§ 511.603 Right to appeal. 

(a) Employee appeal. An employee, or 
the employee’s designated representa-
tive acting on behalf of an employee, 
may request an Office decision as to: 

(1) The appropriate occupational se-
ries or grade of the employee’s official 
position. 

(2) The inclusion under or exclusion 
from chapter 51 of title 5, United 
States Code, of the official position by 
the employee’s agency or the Office, 
except in the case of a position located 
in the Office of the Architect of the 
Capitol. 

(b) Agency appeal. The head of an 
agency, or an authorized representa-
tive, may appeal any classification cer-
tificate issued by the Office under sec-
tions 5103 or 5110 of title 5, U.S.C., with 
respect to any position in the agency. 

§ 511.604 Filing an appeal. 

(a) Employee. An employee may ap-
peal by writing to the Office directly, 
or by forwarding the appeal through 
the employing agency. 

(b) Referral of an employee appeal to 
the Office. An agency shall forward, 
within 60 calendar days of its receipt in 
the agency, and employee’s appeal filed 
through the agency to the Office when: 

(1) The employee has directed the ap-
peal to the Office and the agency’s 
written decision is not favorable; or 

(2) The agency is not authorized to 
act on the employee’s appeal; or 

(3) The agency has not decided the 
appeal within the established time pe-
riod. 

§ 511.605 Time limits. 
(a) Employees. (1) An employee may 

submit an appeal of his or her official 
position at any time. If the employee 
has suffered a loss in grade or pay, is 
not entitled to retained grade or pay, 
and desires retroactive adjustments, 
the time limits in § 511.703 must be ob-
served. 

(2) If the employee is appealing an 
agency decision or an Office classifica-
tion certificate issued under 5 U.S.C. 
5103 or 5110, the employee shall prompt-
ly appeal if he or she disagrees with the 
classification certificate. Employees 
must meet the time limits provided in 
§ 511.703 in order to preserve the right 
to retroactive adjustment. 

(b) Agency. An agency may appeal an 
Office classification certificate issued 
under authority of section 5103 or 5110 
of title 5, United States Code, at any 
time. Heads of agencies should appeal 
prior to the implementation date of the 
certificate if they disagree with the 
classification rationale. 

(c) Reconsideration. An employee or 
agency may request reconsideration of 
an Office appellate decision. The re-
quest must be in writing, and filed not 
later than 45 calendar days after the 
decision is issued. This time limit may 
be waived under exceptional cir-
cumstances by either the Classification 
Appeals Office or the Director. 

§ 511.606 Form and content of an ap-
peal. 

(a) Employee appeal. An employee’s 
appeal shall be in writing, and shall 
contain the reasons why the employee 
believes his or her position is erro-
neously classified, or should be brought 
under or excluded from chapter 51 of 
title 5, United States Code. The agen-
cy, when forwarding the employee’s ap-
peal or when requested by the Office, 
shall furnish all relevant facts con-
cerning the position and the agency’s 
justification for its classification deci-
sion. The agency shall also comment 
on the information submitted by the 
employee if requested to do so by the 
Office. Either the employee or agency 
may submit relevant information to 
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