OASA(M&RA) CPP Career Program Registration Documents (ACCES) BPM No: SO1

EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
Career Program Manager
-Provide registration form
and counseling on how to
complete
\ (4 day)
2
-Complete registration form
-Self certify ACCES forms
-Obtain ACPM supervisor
approval
(10 days)
|
/
3
-Rate job element
and return to
employee
(3 days)
\
4
-Forward to DA
(4 day)
|
5
DA Referral Level
-Conduct Panel and or
update ACCES
-Send feedback to
employee
(90 days)
|
v
6
-Receive results
of panel and
reports from DA
Total Calendar
Days = 111
o
Personnel Process
Days = 90
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OASA(M&RA) CPP National Agency Check Inquiries - Favorable Results BPM No: S02
EMPLOYEE| MANAGEMENT CPAC CPOC OTHER
1
-Before EOD assist employee with
security forms
- Review NACI (non-sensitive only)
request package
-Provide copy to Security Office for
Security file
-Fwd pkg to OPM Y
(4 days) 2
OPM
-Complete investigation
-Return results to
Security Officer
(200 days sensitive
60 days nonsensitive)
3
Security Officer
-Notify management of
results
-Retain application SF85/
86 in security files
-Fwd results to CPAC
(5 days)
|
4
-Fwd results to
CPOC
(1 day)
|
Y
5
-Update
DCPDS
-File notice
results in OPF
(2 days)
¥/\
Total Calendar
Days = 212 High
=72 Low
o-
Personnel Process Days
=7
\/\
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OASA(M&RA) CPP National Agency Check Inquiries - Unfavorable Results BPM No: S03
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
Security
Officer
v -Notify
management
2 and employee
-Request advice (1 day)
from CPAC
regarding options v
1da
(1 day) 3
-Provide advice to
mgr regarding
options to
reassign,
terminate/change
clearance
requirement or
remove employee
\ (3 days)
4
-Decide to move, remove, or
retain employee 5
-Initiate SF52 to reassign or -Coordinate SF52
remove employee or to -Provide advice to
change clearance manager
requirement -Fwd SF52 to CPOC v
-Obtain organizational -Fwd JD, if 6
approval (TDA, fund cite, applicable cD
etc.) (3 days) Davian Al accifiaat
-JD coordinate with CPAC aizvjft\)/v classification
(5 days) Build position with
DCPDS
-Update DCPDS as
required
-Coordinate SF52
Y SSD Y
7 -Process SF52 8
-Authenticate SF50
-Fwd SF50 to -File copy in OPF DFAS
mgmt/ -Coordinate SF50 to (1 day)
employee DEAS
(1 day) (5 days)
Total Calendar
Days =19
_0_
Personnel Process
Days =12
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OASA(M&RA) CPP

EMPLOYEE

Non-Competitive Placement Actions (Excludes Appointments)

MANAGEMENT

CPAC

CPOC

BPM No: S04

OTHER

03/15/98

1
SS

2
-Obtain
employee

comments
when required
(4 days)

3
-Inform CPOC
if action is
exception to
PPP

(1 day)

-Receive SF52
from CD

4

SSD
-Certify legal/
reg compliance
-Clear PPP if
applicable
-Authenticate
SF50
-Enter
productivity
status codes

(5 days)

/

5

See BPM
#B01, SF50
Processing

/

6

See BPM #101
Payroll Interface
Processing Cycle

Total Calendar
Days = 10

_o_
Personnel Process
Days = 6
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Priority Placement Program for Matching Vacancies

OASA(M&RA) CPP (Losing Activity) BPM No: S05
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-Receive information from
gaining activity 3
-Determine if registrant CARE
2 matches quals, make job offer/ Office or
-If employee and notify CPAC of match Component
vacancy are serviced -For quals dispute: provide Coordinator
by same CPAC, make . . : . >
job offer information to CARE office/ -Resolve
_Counsel registrant component coord_lnator quals
2 days) -Issue written notice to disputes
employee if declination affects (7 days)
retained grade/pay or
severance pay
(5 days)
y 5
4 -Notify CPAC and manager of
-Accept or decline emp_loyee_'s_decisi(_)r_l
(0CoNS=7 L
CONUS=4 days) _Update PPP
(3 days)
6
-Notify

Management of
PPP Match (if
current employee)

03/18/98

-Notify CPOC of
registrants decision
(if current
employee)

(1 day)

Personnel Process

Total Calendar
Days = 25

-0-

Days = 11
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Priority Placement Program for Matching Vacancies

OASA(M&RA) CPP L . BPM No: S06
(Gaining Activity)
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-Requisition PPP
-Discuss or send
resumes to CPAC to
determine order of
offer within priority
(3 days)
2
-Refer resumes to
v management
1da
3 (1 day)
-Make
selection
4
-Prepare travel .
. -Review
orders, if .
: selection and
applicable > . —
e submit to 5
-Initiate CPOC . ls/furnish
qualifications 14 -Discuss quals/furnis
dispute if (1 day) specific job
appropriate information, if
(5 days) necessary
-Request losing activity
to make job offer to
registrant and
| coordinate with CPAC;
“lor
-When PPP clear,
continue recruitment
-Notifying CPAC of
acceptance or
declination finalizes
placement
-Close PPP
(5 days)
|
|
' 6
7 ) Care Office
-Notify -Resolves
management of quals
declination (7 days)
(1 day)
Total Calendar
Days = 16
-0-
Personnel Process
Days = 23
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OASA(M&RA) CPP Priority Placement Program Registration BPM No: S07

EMPLOYEE MANAGEMENT CPAC CPOC OTHER
2
1 -Counsel registrant and
-Family complete PPP registration
member form
provides copy -Forward registration to
of SF50, CPOC
Performance -Complete file maintenance
appraisal, PCS form
orders -Maintain records and
(3 days) documents
(2 days) '
3
-Review form
-Validate

registration

-Input registration,
file maintenance
data, and flow data
to Dayton

-Send copy of
resume to CPAC

-Maintain file
(2 days)
\ Y
4 5
. CARE - Dayton
-Receive copy of . -
-Accept registration

resume

-Maintain database
-Match registration w/
requests

-Forward copy of
resume to employee
6 (1 day)
-Receive copy of
resume

-Verify for accuracy |
-Notify CPAC of file | -
maintenance
changes

(1 day)

(1 day)

Total Calendar
Days = 11

_o_
Personnel Process
Days =7
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OASA(M&RA) CPP Recruitment Actions - Career Programs BPM No: S08
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
‘ !
2 \
-Transmit referral request 3 4
form to Career Referral -Receive SE52 from Career
1 Office CD Referral
_Create SF52 gg”"’a:.d SFo2 0 CPOC Issue ICTAP -Receive
-Complete > ref (nol 'r?g ba career announcement if requirement
career referral > reterra ‘ 35 een necessary -Issue referral
request form rlenqslfﬁz le)approvals / -Requisition PPP (10 days)
) " ) 2d
(3 days) authorities are obtained (2 days)
(Freeze Guidance, EEO,
High Grades, etc.) .
(2 days) NO——
: YES
5
v -Receive Career Referral 6
7 from CRO -Close PPP if no external
Mak -Receive 1&A data from > candidates exist
“haxe Career Program -Enter productivity status
selection & | i d
forward to applicants _ codes y
CPAC ;E;);v;/g;(:n ree:letzrral list to (1 day)
(10 days) -Alert CPOC to close PPP
if no external candidates 9 . o
(15 days) -Verify qualifications
(1 day)
8
. | -Request CPOC verify
" | qualifications 10
(1 day) f Qualifies? -~ NO
—YES
13
14 Y Ss
-Send non- 12 -Code & process SF52
select notices -Notify Selectee . | -File supporting
-Respond to -Arrange EOD date documents N
gueries on -Return annotated referral to -Enter productivity
non-selection CRO status codes
-Prepare -Forward career referral (2 days)
PCS orders if package to CPOC
appropriate (4 day) Y
(1day) See BPM# BO1,
SF50 Processing Total Calendar
Days = 50
A -0-
Personnel Process
See BPM# 101, Payroll Days = 37
Interface Processing Cycle
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OASA(M&RA) CPP Recruitment Action - Delegated Examining BPM No: S09
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
SSD
-Receive SF52 from CD
-Clear PPP
-Forward request to DEU
(1 days)
2 3
Has delegated NO—» oPM
authority?
YES
4
SSD/DEU
5 -Prepare & post
o announcement
-Forward certificate .
{0 manager - -Rate & rank applications
9 (1 day) D -Issue certificate to CPAC
Y -Mail NQ notices
-Enter productivity status
| codes
(35 days)
/
6
-Interview as
appropriate
-Make selection
-Obtain required
approvals '
-Return certificate to
CPAC 7
(10 days) -Inform CPOC of
selectee 8
-Make tentauve_ offer _Close PPP status
-Propose effective -
. -Enter productivity codes/date
date & coordinate > ) .
i -Establish OPF, as appropriate
with CPOC e
. -Return certificate to DEU
-Return selection (2 days)
package and other Y
documentation
(4 days) v
\/\
‘ See BPM # B01,
% SF50 Processing Total Calendar
Days =53
9 -o-
-Send non- 4 Personnel
selection notice See BPM # 101, Proc?ss
-Respond to issues Payroll Interface Days =43
on non-selection _—
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OASA(M&RA) CPP Recruitment Action - Objection to a Veteran Preference Eligible BPM No: S10
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-Prepare and
submit request
for objection to an
eligible , 4
(2 days) -Advise MGT,
review objection
to an eligible
-Forward to
CPOC if
appropriate and %
retain list of 3
cand|_dates - -Adjudicate
pending decision objection
(2 days) -Inform CPAC
of decision or
forward to OPM
if 30% disabled
(3 days) 5
OPM
-Adjudicate
objections on
—» 30% or more
4 NO |disabled
Can action be —  |veterans
worked? -Inform CPOC
Y/N of decision
* YES
6
-Inform
manager of
decision on
request for
objection to an
eligible
(1 day)
|
v
7
-Inform
applicant of
decision, if
appropriate
(1 day) Total Calendar
Days =19
-o-
Personnel Process
Days =6
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Recruitment Action - Status Candidate

OASA(M&RA) CPP BPM No: S11
(Open Continuous Announcement)
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
SSD
-Receive SF52 from CD
-Clear PPP and other applicable
priorities
-Screen open continuous
inventory
| -Rate/rank applications and
issues list
-Issue NQ Notices and not
referred letters
-Forward list to CPAC
2 -Close PPP if no external
-Forward list to app]icants
management -Enter productivity status codes
-Respond to queries (5 days)
from nonqualified ni
candidates with advice
Y and assistance from the
CPOC
3 (1 day)
-Interview as appropriate
-Make selection
-Obtain required
approvals
-Return list to CPAC with *
appropriate 4
documentation 5
-Inform CPOC of Verify quals/eligibility and
(10 days)| | Selectee inform CPAC
-Request CPOC >
verify selectee's basic -Close PPP
N -Enter productivity status codes
quals and eligibility 2 days)
(1 day) |
v
6
-Make tentative job offer
& confirm acceptance 7
-Propose effective date -Code & Input in DCPDS/
& coordinate with produce/review/disseminate
CPOC » SF50
-Return selection -Establish OPF, as appropriate
package & other -Enter productivity status codes
| documentation to (2 days)
8 CPOC
-Send non selection (1 day) ¢—‘
E]Ig(talgsznd to issue on See BPM# 101, E’ayroll
non-selection Process Interfacing
Cycle Total Calendar
Days = 21
i Personnel Process
See BPM# B01, SF50 Processing Days = 11
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OASA(M&RA) CPP Reduction in Force BPM No: S12
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
2
-Advise mgmt on RIF 3
1 procedures
-Coordinate with RM -Coordinate/negotiate with -Fow
and CPAC Union - endorsed plan
-ldentify abolishments -Prepare RIF/VERA request
. . to DA
(1 day) -Provide RIF contingency plan (3 days)
through MACOM to HQDA
(15 days) +
4
DA
-Review plan
-Process VERA
request
6 (14 days)
-Develop ground rules +
& coordinate with -
CPOC & union 5 MAGOM
(30 days) -Inform CPAC
| | that VERA
* request is
approved/dis-
7 _ _ approved
-Establish RIF time (1 day)
lines in co-ordination
with the CPAC
-Verify DCPDS
pertaining to RIF &
\ update accordingly
8 -Verify competitive
_Open VERA/VSIP window areaflevel
-Counsel employees on VERA/ (concurrent with next
VSIP step)
-Accept VERA/VSIP 9
applications
-Determine VERA/VSIP -Fw
eligibility ™1 endorsed plan
-Maintain VERA/VSIP audit trail 10 DA
-Perform retirement counseling (5 days)
and annuity estimates
-Provide RIF notification/
clearance plan through /
MACOM to HQDA 10
(30 days) DA
-Review and
clear RIF plan
if over 50
affected
(28 days)
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OASA(M&RA) CPP Reduction in Force BPM No: S12
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
11
12 MACOM
-Inform management -Inform CPAC
v that RIF is cleared | | | that RIF plan is
13 (1 day) cleared
-Create & coordinate (1 day)
SF52 for
abolishments approx
190 days prior to the 14
effective date of the . | -Coordinate SF52s to
RIF CPOC
-Authorize early PPP (2 days)
registration 15
-Approve VERA/ -Process VERA/VSIP
VSIP requests actions
(5 days) -Calculate severance
pay
-See BPM for
# outprocessing
16 separations #B14
-Provide RIF briefings, etc. -See BPM for
_Perform early PPP retirement #B17
registration (7 days)
(14 days)
18
-Download RIF notices 17
-Download retention -Conduct RIF with
registers & related info and CPAC patrticipation
+ file - | | -Prepare RIF notices &
-MGR or CPAC sign notice transmit to CPAC
19 -Provide notices to mgmt (40 days)
-Sign nqtices as (8 days)
appropriate
* -Deliver notice
to employee 23
20 (5 days) -Input registration
-Accept/ 22 to PPP
decline offer -Fwd receipted copy of RIF -Complete See BPM
(7 days) 21 notice to CPOC subsequent RIF #B14 for
-Provide -Counsel employee iterations separation
— receipted copy to —{ -Conduct outplacement - -Create SF52 for » and BPM
CPAC program displacement #S04 non
CALENDAR DAYS (1 day) -Complete outplacement actions competitive
M;;“;IF registrations & fwds to CPOC -Compute placement
Personnel Process (14 days) Severamj\e pay
=226 -Authenticate SF50
(14 days)

03/26/98
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DASA(M&RA) CPP Selection for Overseas Assighment BPM No: S13
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
Make selection
(10 days) *
2
Make job offer
(gaining)
(1 day)
|
3
-Receive package
from overseas
CPOC
-Follow instructions
(5 days) 5 6
4 -Assist employee SSD
-Prepare travel as needed (losing -Flag obligated
orders (gaining — CPAC) —{ position in
office) -Establish return DCPDS
(1 day) rights folder -Input DCPDS to
(2 days) drop record
7
MSO
-Prepare and ship
OPF
(3 days)
See BPM# 101
Payroll Interface
Total Calendar
Days = 22
o-
Personnel Process
Days = 6
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DASA(M&RA) CPP

Terminating/Extending Not to Exceed Actions
(Excludes System Generated Actions, i.e., Termination or Detail

BPM No: S14
Expiration of Time-Limited Appointments)
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-Monitor NTE actions
using REGIONAL
-Notify CPAC of
intent to extend/
terminate action and
create SF52 to arrive l
at CPAC 31 days
prior to NTE date 2
(1 day)| | [-Advise management
of options
-Ensure
conformance to local
requirements, e.g.,
union contracts, l
EEQ, etc.
-Coordinate to CPOC||| 3
(1 day) CD
Modify position build
as appropriate
(1 day)
4
SSD
-Process SF52
-Authenticate SF50
(3 days)
See BPM #B01,
SF50 Processing
See BPM# 101,
Payroll Interface
Processing Cycle
Total Calendar
Days = 6
o
Personnel Process
Days =5
03/11/98
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OASA(M&RA) CPP Transfer of Function BPM No: S15
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
2 3
—Algrt CPOC of proposed MACOM
action , . » -Forward endorsed
--ldentify pps!tlons plan to DA
1 -Make prel!mlnary TOF 5 _ (3 days)
_Identify dDeterrrlnnatl(_Jln t " -ldentify |
: -Develop milestones wi personne
I:J:ﬁ;g:r;%be cpPoC . Ing affected by TOF
(1 day) -Provide TOF contingency and advise CPAC
plan through MACOM to (14 days)
HQDA (for info only) 4
-Coordinate/negotiate with %
union -Review plan
(8 days)
v
6
-Provide feedback to
management 7
-Forward notification/ " MACOM
approval package to -Forward plan to DA
higher HQ NLT 60 days (5 days)
prior to effective date +
(5 days)
8
DA
-Review and clear
plan if greater than
50 affected
(28 days)
10 9
-Counsel employee/conduct MACOM
briefing (gaining) -Inform CPAC that
-Request CPOC begin plan has been
canvass letter (gaining) cleared
(5 days) (1 day)
11
Gaining CPOC
-Coordinate w/CPAC
| to develop TOF
canvas letter and
transmit letter to
CPAC
12 (4 days)
-Download canvass
letter and provide to |-
mgmt (gaining)
(1 day)
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OASA(M&RA) CPP Transfer of Function BPM No: S15

EMPLOYEE MANAGEMENT CPAC CPOC OTHER
v
13
-Provide canvass
letter to employees
¢ affected (gaining)
14 (1 days)
-Accept or decline
(7 days) 16
15 -Obtain receipted
-Receive response copy of Canvass
——— > & provide to CPAC —| TOF letters and
(gaining) fwds to CPOC
(1 day) (gaining)
(1 day) 1
Gaining CPOC
-Conduct RIF if
necessary
-Determine TOF offers
-Develop offer letter and
transmits to CPAC
18 (14 days)
19 Gaining CPAC
20 -Provide final -CPAC download
-Accept or TOF letter to final TOF letters and
: - < , —
decline offer employees provide to manager
(7 days) affected -Plan and conduct
(1 day) relocation assistance
(2 days)
22
-Obtain receipted
copy of final TOF
21 letters and fwd to
-Receive CPOC (gaining) 23
——® responses and —® -Initiate adverse 1 -Process TOF actions
provide to CPAC action procedures as (5 days)
(1 day) necessary (losing)
-Begin PPP ¢
registration (losing)
(1 day) See BPM #B01,
SF50 Processing
l Total Calendar
Days = 113
-o-
See BPM# 101, Personnel Process
Payroll Interface Days =94
Processing Cycle
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OASA(M&RA) CPP Waiver of 180 Day Restriction - Retired Military BPM No: S16

EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-After selection
is made, write
justification to
waive 180 day
restriction
(3 days)
v
2
-Assist mgt w/
justification
-Review &
endorse
-Submit request
for waivers**
(2 days)
|
4
3
MACOM/DA
-Render decision
-Inform CPAC
(5 days)
y
4
-Inform manager
(1 day)
Total Calendar
** Note: Days = 11
GS-7 and below to MACOM -o-
GS-8 and above to HQDA Personnel Process
Days =8
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