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1. Introduction – This Civilian Personnel Standard Operating Procedure outlines tasks for the registration of civilian employees into the Department of Defense Priority Placement Program.

2. Scope – The provisions of this SOP apply to all activities serviced by a Civilian Personnel Advisory Center (CPAC) and a Civilian Personnel Operations Center (CPOC) within the Department of the Army.
3. Responsibilities
a. The CPAC is responsible for counseling services for employees and registrants, initial registration and subsequent file maintenance updates, and advice and assistance.

b. The CPOC is responsible for updating and maintaining registration information in the DOD Priority Placement Program and providing registration information to the CPAC and the registrant. The CPOC is also responsible for maintaining a signed registration form on file.
c. The DOD PPP office in Dayton, Ohio is responsible for accepting registration data, maintaining the PPP database, and performing matches of registrants to open personnel action requests for fill/recruit.
4. Procedures

a. Upon official notification to an employee that some event makes them eligible for registration in the DOD PPP the CPAC counsels the employee on the available options for consideration. The employee, working in concert with the CPAC, files a registration form for inclusion in the DOD PPP. The CPAC forwards this information to the CPOC for further processing and maintains a file copy of the registration for future file maintenance updates.
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b. The CPOC receives the registration form from the CPAC, reviews the information, and inputs the registration into the DOD PPP system. Upon completion, pulls a copy of the created resume from the system and forwards a copy to the servicing CPAC for forwarding to the employee.
c. The CPAC receives a copy of the completed resume from the CPOC, forwards a copy to the employee for review and maintains a copy on file. The employee reviews the completed resume and informs the CPAC of any changes or other input for the PPP.
d. The DOD PPP office in Dayton receives the updated registration data in the system and adds to the database. As changes are made through file maintenance, this office updates these changes into the system.
e. The employee, in consultation with their servicing CPAC, makes changes to the registration package and forwards these changes to the CPAC for further processing.
f. Special Note – This describes a paper driven system and some CPOCs may have developed an automated process that replaces this manual processing system.
5. Appendices – DOD M 1400.20-1-M

6. Connects to other Business Process Maps
a. BPM S05 – PPP for Matching Vacancies (Losing Activity) outlines procedures for the match process at the losing activity.

b. BPM S06 – PPP for Matching Vacancies (Gaining Activity) outlines procedures for the match process at the gaining activity.
c. BPMs S08, S09, S10, and S11 – Outlines various recruitment processes where the proposed action may be subject to clearing the PPP.
d. BPM S12 – Reduction In Force – outlines processes involving RIF where an employee may be entitled to register in the PPP as a result of an adverse action under RIF processes.
7. Processing Time – The total processing time from initial counseling of the employee until update of the information in the DOD PPP database is11 calendar days.

