SAMR-CPP-FA December 19, 2000 

TO:  CPOCMA

        ATTN:  SFCP-MAS

CC:  CPOCMA

        ATTN:  SFCP-MAP

SUBJECT:  Central DA Intern Recruitment Processing Procedures for Legacy/Modern DCPDS                                           

The North Central CPOC has been chosen by DASA(CPP) to perform centralized intern recruitment.  The DA ACTEDS Intern Program Office will initiate the intern vacancies and the North Central CPOC will issue referral lists to the respective CPOC’s.  After analyzing the various methods of flowing and tracking PERSACTION/RPA documents, and taking into account current system capabilities and metric issues, we have chosen a methodology to initiate, track and close actions on DA interns.  

To accomplish this process the following tasks are required:

1. Each CPOC will establish/maintain an in-box to accommodate actions initiated by the DA ACTEDS Intern Program Office located in the Hoffman Building, Alexandria, VA.  

Each CPOC must create a Manager level in-box using the following  naming convention:  xxACTEDS -  xx will be two letters designating the region, i.e. ,  NEACTEDS (Northeast Region),  NCACTEDS (North Central Region).  The ACTEDS Program Office personnel will prepare the initial SF52/RPA actions for DA interns by accessing each respective CPOC’s FPI Server.  This new in-box will directly coordinate with an additional in-box to be created for North Central CPOC personnel.  (See below for instruction for creating this inbox).

2. Each CPOC will establish/maintain a generic User-ID and password for the above xxACTEDS in-box, to accommodate actions initiated from the DA ACTEDS Intern Program Office personnel.

One generic User-ID and password will be used to access the above xxACTEDS inbox using the following convention. Access will be based upon Command Code ‘SB’ and UIC W4CMAA.  User-ID will be ‘DAACTEDS”.  Password for this USER-ID will be,  xx1ACTEDS,  where xx will be two letters designating the region, i.e.,  NE1ACTEDS (Northeast Region),  NC1ACTEDS (North Central Region).  The ‘access code’ for this ID will be the same as the User-ID with manager level privileges.

3. Each CPOC must insure that SF52/RPA generated numbers for the above User-ID and Inbox follow the below assignment conversion.

SF 52 numbers should reflect year, CPOC ID and “IN” in positions 1-6.  (I.e., 98NEIN would reflect an SF 52, which was created in year 1998 at the Northeast for a DA intern).  Modern DCPDS RPA’s will reflect generated RPA number.

4. Each CPOC  will establish/maintain an in-box to accommodate follow-on actions/maintenance of  initial actions created by the ACTEDS Program Office for  the North Central CPOC.  

Each CPOC must create a CPO level in-box using the following naming convention:  xxRECRUIT where xx will be two letters designating the region, i.e., NERECRUIT (Northeast Region),  NCRECRUIT (North Central Region). This new in-box will directly coordinate with an additional in-box to be created for CPOC personnel.  (See below for instruction for creating this inbox).

5. Each CPOC will establish/maintain a generic User-ID and password for the above xxRECRUIT in-box to accommodate follow-on actions/maintenance initiated by the North Central Region.

One generic User-ID and password will be used to access the above xxRECRUIT inbox using the following convention.  Access will be based upon Command Code ‘SB’ and UIC W4CMAA.  User-ID will be ‘NCRECRUIT”.  Password for this USER-ID will be,  xx2RECRUIT,  where xx will be two letters designating the region, i.e., NE2RECRUIT (Northeast Region), NC2RECRUIT (North Central Region). The ‘access code’ for this ID will be the same as the User-ID with CPO level privileges.

6. Each CPOC will establish/maintain an in-box to hold actions coordinated by the North Central CPOC from their xxRECRUIT box. 

Each CPOC must create a CPOC level in-box using the following naming convention: xxHIRE where xx will be two letters designating the region, i.e., NEHIRE (Northeast Region), NCHIRE (North Central Region). This new in-box will coordinate with additional in-boxes specified by each region within their standard workflow scheme.   

. If you have any questions, our POC is Gil Patterson, 703-325-1998, DSN 221-1998.

