
Request Position Description

Request PD Process: 

Note - Supervisor will only be allowed to request PD for their employee(s) 

1) Navigate to https://gogoodfellow.com/civilian-personnel-office/ and select the "Submit Service Ticket" link.

2) Complete the Service Ticket form and ensure that in the "Reason for Request" drop down 
menu you select "Request PD".

3) In the "Request Description" area, provide the name of the employee that you are 
requesting a PD for.

4) When the ticket has been reviewed and coordinated, your ticket status will be updated to 
"In-progress" or "Complete" (pending workload).

5) The CPO rep servicing your ticket will email a copy of the PD to the you and your ticket 
status will be marked "Complete".

https://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd2946.pdf
https://www.opm.gov/services-for-agencies/center-for-leadership-development/
1166355334C
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