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FOREWORD 
 
 

1. This document is the National Background Investigation Services (NBIS) PDT User Manual. 

2. In this document, a requirement is identified by “shall,” a good practice by “should,” permission 
by “may” or “can,” expectation by “will” and descriptive material by “is.” 

3. Beneficial comments (recommendations, additions, deletions) and any pertinent data, which may 
be of use in improving this document, may be submitted to: 

 
 

National Background Investigation Services (NBIS) Program Management Office 
6910 COOPER AVENUE 
FORT MEADE, MARYLAND 20755-7088 
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ACRONYM AND ABBREVIATION LIST 
 
 

Abbreviation Definition 

CFR Code of Federal Regulations 

DCSA Defense Counterintelligence and Security Agency 

NBIS National Background Investigation Services 

ODNI Office of the Director of National Intelligence 

OPM Office of Personnel Management 

PDT Position Designation Tool 
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INTRODUCTION 
NBIS provides PDT as an automated means for agencies to complete proper validation of covered 
positions. The requirement for designation of all covered positions is outlined in title 5, Code of Federal 
Regulations (CFR), Part 731. Additional requirements for designating National Security Positions are 
outlined in 5 CFR, Part 1400. The regulations provide the standard for agencies to assess duties of 
covered positions for their potential risk to the integrity of public trust and degree of potential damage 
to national security. The assessed combination of a position’s national security and public trust duties 
determine the appropriate level of investigation for a position. 

 

PURPOSE 
PDT provides agencies with a methodical and uniform system to accurately evaluate covered positions. 
To help government employees assess the risk and sensitivity level for a covered position, the 
requirements outlined in 5 CFR, Part 731 and 1400 are displayed in the application in accordance with 
the Office of Personnel Management (OPM) and the Office of the Director of National Intelligence 
(ODNI) Position Designation System. PDT allows users to choose relevant responsibilities and duties for 
the position and assess the level of risk and potential damage associated with those duties. After a PDT 
user has entered all required information about the position, a final summary page outlines the 
sensitivity and risk level for the position, as well as the required investigation and form type (e.g., Tier 3, 
SF-86) for a candidate to fill that position. 

 

SCOPE 
This User Manual applies to the PDT application and describes current functionality within the system. 

 

FREQUENTLY USED TERMS 
Relevant glossary terms can be found on the OPM (Office of Personnel Management) website. 
Additionally, those terms are linked to OPM’s glossary throughout the PDT application. 

https://www.opm.gov/suitability/suitability-executive-agent/position-designation-tool/#url=Glossary
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APPLICATION LAYOUT 
 

The application is comprised of a series of pages designed to collect position description 
information and any additional duties and responsibilities associated with the position. Based on 
the choices made, the application provides a summary page with the risk and sensitivity 
designation, at which point the user has the option to print and/or save the position designation 
record. Note that the application was designed such that some pages may be skipped, depending 
upon selections from prior pages. 

The following buttons are found throughout the PDT application: 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 1: PDT Application Layout Buttons 
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STEP 1.A: NATIONAL SECURITY 

POSITION DESIGNATION INFORMATION 
On the first page of the application, users must enter information for the following fields (required fields 
are marked by an asterisk): 
 

 
 

 
Figure 2: Position Designation Information 
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STEP 1.A: NATIONAL SECURITY REQUIREMENTS OF THE POSITION 
This section of the first page provides a list of national security duties and responsibilities potentially 
relevant to the position being assessed. Users can select one or more options from the list. Users are 
required to select at least one of the options, or the system will default to “No National Security Duties”. 
The system then proceeds to the next step of creating a position designation. Users can also select 
“Other” and enter a description of duties and/or responsibilities different from the predefined set of 
choices. Users can select from the following options: 

 
Figure 3: Step 1.A - National Security Options Example 

 
Note: The No National Security Duties option is automatically selected unless a different checkbox is 
selected on the page. 
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STEP 1.B: NATIONAL SECURITY 
On this page, PDT users identify a position’s potential damage to national security for each of the options 
selected for Step 1.A. PDT users must select one of the following options for each selection: 

 

 
Figure 4: Step 1.B - National Security Example 

 
The bulleted information displayed under each radio button is dependent upon what the user selected on 
the previous page (Step 1.A). If the user selects Inestimable Damage or Exceptionally Grave Damage for a 
position/job function in Step 1.B., then PDT skips Public Trust Step 2 and 3 screens and navigates to the 
final page of the application, Step 4 summary page. These national security high severity damage 
selections automatically result in a Tier 5/High Risk/SF-86/Critical or Special- Sensitive solution. 
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STEP 2.A: SUITABILITY 
This page outlines public trust position duties and responsibilities. Steps 2.A and 2.B follow the same 
pattern as outlined in Steps 1.A and 1.B above, in that the user selects applicable choices on the first page 
and then assesses the risk level on the second page. On page 2.A, PDT users review all options to 
determine if the position being assessed poses any risk to public trust integrity. 

Users can select one or more options from the list. Users are required to select at least one of the options 
to proceed to the next page, or the system defaults to No Public Trust Duties. Users also have the option 
to enter text in the text box below the Other option. Users can select from the following options: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 5: Step 2.A - Suitability Options Example 
 

Note: The No Public Trust Duties option is automatically selected unless a different checkbox is selected 
on the page. 
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STEP 2.B: SUITABILITY 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 6: Step 2.B - Suitability Options Example 
 

The bulleted information displayed under each radio button is dependent upon what the user selected on 
the previous page (Step 2.A). Selecting Automatic High-Risk Conditions for at least one duty results in a 
high risk designation decision by the system, skipping the Step 3 page and navigating the user to the final 
summary page (Step 4). Note the Automatic High-Risk Conditions option is a selection for some of the 
duties listed on the previous Public Trust page (Step 2.A). 
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STEP 3: POINT ADJUSTMENT FOR PROGRAM DESIGNATION AND LEVEL 
OF SUPERVISION 

 

Figure 8: Step 3 - Adjustment for Level of Supervision or Other Controls Example 

ADJUSTMENT FOR SCOPE OF PROGRAM AND CORRELATION TO EXTENT OF 
IMPACT 
For the first portion of this page, PDT users determine the scope of potential impact for the relevant 
program. Users must select one of the following options: 

Figure 7: Step 3 - Adjustment for Scope of Program and Correlation to Extent of Impact Example 
 

ADJUSTMENT FOR LEVEL OF SUPERVISION OR OTHER CONTROLS 
PDT users also evaluate and choose the applicable level of supervision for the position being assessed. 
Users must select one of the following options: 



UNCLASSIFIED 

SERIAL NUMBER # 3U0003.01 

CCS Contact Information 
PDO Contact Information 

John Maffet | Phone: 724-794-5612 x5382 | Email: Jonathan.Maffet@nbib.gov 
Scott DiStefano | Phone: 301-833-1121 | Email: scott.f.distefano.civ@mail.mil 

13 
UNCLASSIFIED 

 

 

STEP 4: FINAL POSITION DESIGNATION AND INVESTIGATION 
The final page of the application provides the user with a determination of the sensitivity and risk level of 
the position, as well as the investigation and applicable form type. PDT users can also view a summary of 
their selections for each step in the position designation process. 

PDT users have the option to save a position designation to a PDF file. To save a position designation 
summary, the user enters a PDF filename to name the saved file and clicks the Save to PDF button. PDT 
saves the file to the user’s computer or storage drive using the internet browser’s (e.g., Chrome) 
document download/save method. 

See below for an example of the final position designation information: 
 
 
 
 
 
 
 
 
 

 
Figure 9: Step 4 - Final Position Designation and Investigation Example 

 

NBIS RESOURCES 
Refer to the following websites for information about website privacy, security, and accessibility policies: 

1. Human Resources, Suitability, and Security Personnel 

2. Information Management: Accessibility 

3. Information Management: Privacy Policy https://www.dcsa.mil/contact/foia/foia_privacy/ 

https://www.dcsa.mil/mc/pv/gov_hr_security/

