CAREER PROGRAM UNIQUE REQUIREMENTS AND FUNCTIONAL POINTS OF CONTACT

Sep 2014

ALL CAREER PROGRAMS WILL ADHERE TO THE REQUIREMENTS PERMANENTLY ADOPTED BY THE CAREER PROGRAM POLICY COMMITTEE (CPPC) IAW HQDA MEMO DATED 15 SEPTEMBER 2010: (see requirements on last page)
. 

	CAREER PROGRAM
	CAREER PROGRAM UNIQUE REQUIREMENTS
	FUNCTIONAL POINT OF CONTACT

	10-Civilian Human Resources Management
	The selecting official must acquire FCR review before a job offer may be made to fill any designated key CP-10 position.   Current key CP-10 positions are as follows:  

     a. Headquarters Department of the Army (HQDA), AG-1 CP Division Chief positions, GS-0201-15.

           b. Civilian Human Resources Agency  (CHRA), Headquarters Division Chief,  Regional Director, and Civilian Personnel Advisory Center (CPAC) Chief/Director  positions,  GS-0201-15.

           c. Army Commands’ (ACOM) Civilian Personnel Director (CPD) positions, GS-0201-15, and IA-0201-05 positions within Army Service Component Commands (ASCC), Direct Reporting Units (DRU), and within Army Staff Principal offices.


d. Headquarters Department of the Army (HQDA), DCS, G-2, Director, Intelligence Personnel Management Office, IA-0201-05 position.
             e. Notify Functional POC of any promotions to the GS-14 or GS-15 level.


	Mr. Robert McIlwaine

(703) 806-4902 DSN:  656-4902

Robert.J.McIlwaine.civ@mail.mil



	11-Comptroller
	-CP-11 Proponency Office reviews all GS-14/15 PD’s before the announcement is issued.
	Ms. Ivonne Reid-Borland

703-692-2118 or 703-695-7655

Ivonne.c.reid-borland.civ@mail.mil 

	12-Safety
	-All vacancy announcements will open Army-wide for 14 days.

- Vacancy announcements will be forwarded to brenda.g.miller@us.army.mil for  review prior to the opening date

- FCR approves all non-CP12 selections

- Key positions must be designated on PD

- FCR will designate and convene the SME panel for  ACOM/ASCC/DRU safety director and senior positions at HQDA and the U.S. Army Safety Center.  The panel will make recommendations to the selecting official

- For ACOM key positions, FCR designates the panel
	Dr. Brenda Miller

FAX:  334-255-2652
(334) 255-2959 DSN 558-2959

Brenda.g.miller.civ@mail.mil


	13 – Supply Mgmt
	 Vacancy announcement opening and closing period limited to no more than 14 calendar days.

The minimum area of consideration for grades GS-15 and equivalent is Army wide. (Exceptions must be approved by the Civilian Logistics Career Management Office prior to announcement.)

 PCS costs will be provided for all GS-15 or equivalent positions.

(Exceptions based on fiscal constraints must be approved by the Civilian Logistics Career Management Office prior to announcement.)

The Civilian Logistics Career Management Office reviews all GS-14/15 Position Descriptions (PDs) and vacancy announcements at least 7 business days prior to the announcement opening date.

The Civilian Logistics Career Management Office reviews all occupational series 0346 selections to GS-14/15 prior to job offer.


	Ms. Barbara Mroczkowski

(804) 765-0981, DSN 539-0981
Barbara.mroczkowski@us.army.mil
Mr. James H. Breeding

(804) 765-4139, DSN 539-4139

James H. Breeding.civ@mail.mil

CLCMO Contact:
Kristina Bacon
kristina.k.bacon@us.army.mil

	14-Contracting & Acquisition
	-All vacancy announcements for GS-15 and payband equivalent NH-04 will be open a minimum of 14 calendar days. 

The minimum area of consideration is Army-wide. (Exceptions must be approved by the Civilian Logistics Career Management Office prior to announcement.)

-The FCR, or designee, will sit on the selection panel for filling all Senior Executive Services (SES) positions or Principal Assistant Responsible for Contracting (PARC) positions.

-The FCR will review/concur on all supervisory GS-15 and supervisory payband equivalent selections before the offer is made.  A complete list of documents required in the review package can be obtained from the Functional Point of Contact.

	Mr. Mitchell Colston

703-617-0465 (DSN 767)

mitchell.colston@us.army.mil

	15 – Quality and Reliability Assurance 
	Vacancy announcement opening and closing period limited to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10.
	Ms. Susan Cole

(256) 450-7090 (DSN 320)

susan.c.cole.civ@mail.mil


	16-Engineers & Scientists (Non-Construction)
	All vacancy announcements will be open for a minimum of 10 calendar days. The minimum area of consideration for grades above GS-12 or equivalent is Army wide.


	Mr. Dennis P. Finn

(256) 450-6815 (DSN 320)

dennis.p.finn.civ@mail.mil



	17-Materiel Maintenance Management
	Vacancy announcement opening and closing period limited to no more than 14 calendar days.

The minimum area of consideration for grades GS-15 and equivalent is Army wide. (Exceptions must be approved by the Civilian Logistics Career Management Office prior to announcement.)

 PCS costs will be provided for all GS-15 or equivalent positions.

(Exceptions based on fiscal constraints must be approved by the Civilian Logistics Career Management Office prior to announcement.)

The Civilian Logistics Career Management Office reviews all GS-14/15 Position Descriptions (PDs) and vacancy announcements at least 7 business days prior to the announcement opening date.

The Civilian Logistics Career Management Office reviews all occupational series 0346 selections to GS-14/15 prior to job offer.


	Ms Barbara Mroczkowski

 (804) 765-0981, DSN 539-0981 

Barbara.mroczkowski@us.army.mil
CLCMO Contact:

kristina.k.bacon@us.army.mil


	18 Engineers & Scientists
	Vacancy announcement opening and closing period limited to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10.
CP-18 individuals at the GS05 and GS07 level will be filled as interns and required to sign mobility agreements.  Functional trainees (GS11 and below) are not appropriate for this career program.  This applies to centrally funded or locally funded positions. No target grade will be established above GS-11. Exceptions must have FCR approval. 


	Mr. Ted Kanamine
(202) 761-8702 (DSN 763)

Ted.kanamine@us.army.mil

	19 – Physical Security and Law Enforcement
	Vacancy announcement opening and closing period limited to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10.

CP 19 office reviews all GS-14/15 or PB equivalent position descriptions at least 3 days before announcement opening date.
	Mr. Dewayne McOsker

(703) 695-8872

dewayne.mcosker@us.army.mil


	20 – Quality Assurance Specialist (Ammunition-Surveillance)
	 Vacancy announcement opening and closing period limited to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10.

-All positions centrally managed from the Defense Ammunition Center, McAlester OK.

-All registrants, as a condition of employment, are covered by mandatory mobility/directed placement.

-Entry into program is exclusively through Intern Program.
	Thomas A. Enricco

DSN 956-8925 Comm (918) 420-8925 Thomas.a.enricco.civ@mail.mil


	22 - Public Affairs and Communications Media
	- Vacancy announcement opening and closing period limited to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10.

No supplemental or additional referral lists will be issued without

consultation with and concurrence from the CP22 office.

- CP22 office reviews all GS-09 through 15 or PB equivalent PDs and vacancy announcements at least 10 business days before the announcement opening date.

- Prior to announcement, CP22 office reviews all PDs with Strategic Communications in the PD title regardless of career series.

- CP22 office participates in GS-15 or PB equivalent selections.

- Announcements and referral lists for GS-09 through GS-15 or PB equivalent positions will be provided simultaneously to the selecting officials and CP22 office for review (NMT seven calendar daysCP22 series include:  1035, 1082, 1087 and some 0301 and 1001 communication related positions.
	Ms. Bobbie Galford

(703) 697-4269

bobbie.j.galford.civ@mail.mil


	24-Transportation and Distribution Management 
	Vacancy announcement opening and closing period limited to no more than 14 calendar days.

The minimum area of consideration for grades GS-15 and equivalent is Army wide. (Exceptions must be approved by the Civilian Logistics Career Management Office prior to announcement.)

 PCS costs will be provided for all GS-15 or equivalent positions.

(Exceptions based on fiscal constraints must be approved by the Civilian Logistics Career Management Office prior to announcement.)

The Civilian Logistics Career Management Office reviews all GS-14/15 Position Descriptions (PDs) and vacancy announcements at least 7 business days prior to the announcement opening date.

The Civilian Logistics Career Management Office reviews all occupational series 0346 selections to GS-14/15 prior to job offer.


	Ms Barbara Mroczkowski

(804) 765-0981; DSN: 539-0981

Barbara.mroczkowski@us.army.mil
Mr. James H. Breeding

(804) 765-4139, DSN 539-4139

James H. Breeding.civ@mail.mil

CLCMO Contact:
Kristina Bacon
kristina.k.bacon@us.army.mil


	26-Manpower and Force Management
	-All Announcements will be opened/closed IAW the outlined scheduled:

OPEN                 CLOSE                  ANNOUNCMENT PERIOD

Monday               Wednesday                        10 days

Tuesday                Friday                               11 days

Wednesday           Friday                               10 days

Thursday              Friday                                9 days

Friday                   Monday                            11 days

-Each announcement will contain the following statement:

“This announcement is being published under a CP26 announcement time optimization effort “

-  For GS15 or pay equivalent positions, the CP26 FCR


a.  reviews all position descriptions


b.  reviews and approves announcements prior 

                 to the open date


c.  reviews the referral list
- For any GS15 or pay-equivalent positions, an Affirmative Action Review of the selection process, including interviews, must be submitted by the selecting official to the FCR for review and approval BEFORE any tentative job offer is extended.


	Ms. Beryl Hancock

(703) 695-5380

Beryl.Hancock@us.army.mil


	27-Housing Management
	- FCR approves all GS-13 through 15 selections prior to job offer.   Approval package includes referrals list, resumes and justification for selection.  

-Provide Functional POC with draft vacancy announcement for all GS-11through 15 positions at least 3 days prior to the announcement opening date.  Functional POC will review and provide comments as necessary.
- Requests for Personnel Actions for all GS 11 positions will be reviewed by Functional POC for potential intern placement prior to announcement.


	Ms. Judith Hudson

(571)256-9744 (DSN 260)

Judith.m.hudson3.civ@mail.mil

	28-Equal Employment Opportunity
	All vacancy announcements (to include term and temporary vacancies) will open for no less than 8 calendar days and no more than 14 calendar days. 

The minimum area of consideration for grades GS-11 through 15 and equivalent is Army wide.

Requests for waivers of OPM qualifications for series 0260, 0360 and 0361 (regardless of grade) will be forwarded to the Career Program Management Office 28 (CPMO 28) for approval (**see CP 28 Unique Requirements Implementing Instructions, Version 6.0, 24 March 2014, for details:


[image: image1.emf]Unique Requirements  Implementing Instructions, Version 6,  revised 24 March 2014.pdf


The CPMO 28 will process all FCR approval for selections of non-CP-28 applicants and all GS-14 and GS-15 selections prior to official job offers of CP-28 positions.

A copy of all GS-14 and GS-15 series 0260 and 0360 referral lists and resumes (supervisory and non-supervisory) will be forwarded to all CPMO 28 POCs for review.

The CPAC will forward a copy of all Supervisory GS-0260 and 0360 referral lists and resumes (regardless of grade) to all CPMO 28 POCs for review. Selection information and enter on duty date must also be forwarded to all CP-28 POCs for review.

Requests for Personnel Actions for all GS-14 and GS-15 positions and all Supervisory GS-0260 and 0360 positions (regardless of grade) that have been vacant for 45 days or more will be reported to all CP-28 POCs for review.


	Copy the Functional POC and the CPMO 28 POCs below on all email traffic and USAStaffing referral lists.

Functional POC:

Mr. Martin Reyes-Duran

(703) 614-5409

Martin.Reyes-Duran.Civ@mail.mil
CPMO 28 POC:

Dr. Brenda Sherrer

(703) 614-5359

Brenda.J.Sherrer.Civ@mail.mil 
NOTE:  All hiring actions subject to the CP28 Unique Requirements will also be coordinated through the Command EEO Board of Director (BOD) member that owns the vacancy.



	29 – Installation Management
	TBD
	Mr. Timothy Weathersbee

(210)466-0674 (DSN 450)

Timothy.weathersbee.civ@mail.mil



	31-Education Services
	- FCR reviews all GS-15 selections before job offer.

-The selecting official must acquire FCR review and approval of selectee resume and transcripts before a job offer may be made to fill any CP-31 position, GS-09 and above. 


	Ms. Patricia Talbort

(502) 613-8548

patricia.a.talbort.civ@mail.mil


	32-Training
	- The minimum area of consideration for grades GS-15 and equivalent is Army wide. (Exceptions must be approved by the CP-32 Office prior to announcement.)

- PCS costs will be provided for all GS-15 or equivalent positions. (Exceptions based on fiscal constraints must be approved by the CP-32 Office prior to announcement.)

-The CP-32 Office reviews all GS-14/15 Position Descriptions (PDs) and vacancy announcements at least 14 business days prior to the announcement opening date.

-Vacancy announcement opening and closing period limited to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10.

-The CP-32 Office reviews all occupational 0301 selections to GS-14/15 prior to job offer.


	Ms. Mary Berg

 (757) 501-6003

mary.e.berg6.civ@mail.mil
Diane Carey-Wallace

(757) 501-6002

diane.m.carey-wallace.civ@mail.mil



	33-Ammunition Management
	-All vacancy announcements will be open for no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10. 
-Individuals hired for the intern program are required to sign a mobility agreement.
- A copy of the vacancy announcement should be sent to shelley.l.linehan.civ@mail.mil.    
	Ms. Shelley Linehan

(918) 420-8581

shelley.l.linehan.civ@mail.mil

	34-Information Technology/Cyber Management
	GS-13 through GS-15 vacancy announcement opening and closing period changed to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10 with a minimum area of consideration of Department of Army. Exceptions may be granted on a case-by-case basis as necessary to meet recruitment needs.  

-Selecting Officials and/or CPACs must forward the candidate selection packet/referral packet to include the vacancy announcement and supporting screening/selection documents for all (supervisory and non-supervisory GS-15 selections for CP-34 review and approval before official Job offer.]


	Ms. Jackie Rustigian (Director CP-34 & FCR)

jackie.rustigian.civ@mail.mil
703-545-2286

Ms. Natashia Smith (Deputy Director CP-34 & IT Career Program Manager) 

natashia.m.smith.civ@mail.mil
703-545-2073
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	35-General Intelligence
	-Vacancy announcement opening and closing period changed to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10.

All PB-4 and GS-14 and above must be advertised to ALL SOURCES. 

Key positions are identified in the CP-35 ACTEDS plan.


	Ms. Yolanda Watson

(703) 695-2443

Yolanda.watson@us.army.mil

	36-Analysis, Modeling and

Simulation
	Vacancy announcements will be open at a minimum of 5 calendar days no longer than 10 calendar days.

GS-13 through GS-15: The minimum area of consideration (AOC) is Army wide. AOC will be announced for a minimum of 5 calendar days no longer than 10 calendar days.


	Mr. Roger Samuels

703-805-0350

roger.s.samuels.civ@mail.mil
FAX:  703-601-0018



	50-Military Personnel Management
	The selecting official must notify FCR before a job offer may be made to fill any designated key CP-50 position.   Current key CP-50 positions are as follows:  

     a. Headquarters Department of the Army (HQDA), ASA, M&RA and G-1 positions, GS-0201-15.

           b. Human Resources Command (HRC)  positions,  GS-0201-15.

           c. Army Commands’ (ACOM) Military Personnel Director (CPD) positions, GS-0201-15, and any 0201-05 positions within Army Service Component Commands (ASCC), Direct Reporting Units (DRU), and within Army Staff Principal offices.


d. Notify Functional POC of any promotions to the GS-14 or GS-15 level.


	Mr. Robert Mcllwaine

(703)806-4902 (DSN 656)



	51 – General Administration and Support
	GS 13-15 positions will be announced for 10 days and will be open at least Army wide.  Any exceptions will be approved by the CP-51 CPM Office, to include application of any Command policy that sets forth hiring restrictions or workforce shaping efforts and defines an AOC to be used.

.
	Ms. Lee Ann Eudaily

(703 )806-3313 (DSN 656)

Ms. Jennifer L. Humpherys
(703) 806-4653 (DSN 656)


	53 – Medical
	Opening and Closing Vacancy Announcement dates will be for no more than 14 calendar days.  If an extension is needed due to lack of applicants, exception requests are not required from CP53.  

Exceptions will be granted for occupations with special hiring authorities in order to meet recruitment needs. 


	Ms. Josephine Poirier

(210) 221-9909

josephine.m.poirier.civ@mail.mil
Ms. Rosalinda N. Jenkins

(210) 221-1335

rosalinda.n.jenkins.civ@mail.mil
Ms. Alisha J. Gayle

(210) 221-1333

alisha.j.gayle.civ@mail.mil



	55 – Inspector General
	Vacancy announcement opening and closing period limited to no more than 14 calendar days IAW HQDA Memo dated 15 Sep 10.

- IAW AR 20-1/Inspector General Activities and Procedures, dated 29 NOV 10, Appendix B-4. Civilian Inspector General (IG) Hiring and Position Descriptions requirements, vacancy announcements will state:

 “Failure to obtain and maintain a secret clearance for continued employment will serve as grounds for revocation of IG certification, credentials, and possibly termination from government service.” 

-If the position requires a higher clearance level, the position description and vacancy announcement statement should reflect the level required.

-Hiring officials will first evaluate and screen referral lists for viable candidates.  Hiring officials will then send a list (with SSNs annotated on the resumes) of no more than the top three candidates’ information  to DAIG’s Operations and Support Division (SAIG-OP) via e-mail (usarmy.pentagon.hqda-otig.list.saig-ops-tasks@mail.mil) for an Army background check.  Upon receipt of the request, DAIG’s Operations and Support Division has 14 days to respond to the hiring official with Inspector General Action Requests (IGARS) screening results.

-Hiring Officials may not make a final hiring decision without the results of the Army IGAR or senior official database screen.

The hiring official must evaluate screening results to determine the suitability to serve as an IG or a current IG seeking a higher IG position. 

Hiring officials must forward any determination that a candidate is unsuitable for service as an IG based on the IG screens to the servicing CPAC.”

- FCR reviews and provides comment to the Command’s hiring official for all GS-15 selections before job offer. 

-  Once a selection has been made a copy of the announcement, resume, and effective date of the selectee for all grades GS-09 thru GS-15 and Pay Band equivalent will be sent to DAIG’s Operations and Support Division (SAIG-OP) via e-mail (usarmy.pentagon.hqda-otig.list.saig-ops-tasks@mail.mil) for review by the Functional POC.
	DAIG

Mr. Chris Essig

Chief, Operations and Support Division 

SAIG-OPS

(703) 614-4646

Christopher.g.essig.civ@mail.mil


	56 – Legal
	Civilian attorney staffing is governed by AR 690-200, Chapter 213, and may be supplemented by additional Qualifying Authority (QA) procedures.  

· The four Army QAs are: the Army General Counsel; The Judge Advocate General; the Chief Counsel, U.S. Army Corps of Engineers; and the Command Counsel, U.S. Army Materiel Command. 

· No civilian attorney position may be announced without prior approval of the QA.  Per AR 690-200, all civilian attorney positions must be open for 30 days, unless waived by the QA.  No civilian attorney can be offered employment (tentative or formal) without the written approval of the QA.
	Mr. James Szymalak

571.256.2936

James.szymalak@us.army.mil
QA Point of Contact:

OGC – Cassandra Johnson, cassandra.tsintolas.johnson@us.army.mil
OTJAG – Andrea Moore, 

703.545.2856

andrea.e.moore@us.army.mil
AMC –Patricia McQueery

256.450.6427
patricia.a.mcqueery@us.army.mil
USACE – Susan Baskin,

susan.w.baskin@usace.army.mil



	60 – Foreign Affairs/ Strategic Planning
	TBD
	Mr. Robert MacMullen

(703)545-4377

Robert.macmullen@us.army.mil


	61 – History, Archives, and Museum Professionals
	Vacancy announcement opening and closing period limited to no more than 14 calendar days.

The minimum area of consideration for grades GS-14/15 and equivalent for 0170 (Historian) and 1015 (Museum Curator) is Army wide. (Exceptions must be approved by the History, Archives and Museum Professionals’ Career Management Office prior to announcement.)

The History, Archives and Museum Professionals’ Career Management Office reviews all GS-14/15 Position Descriptions (PDs) and vacancy announcements for 0170 (Historian) and 1015 (Museum Curator) at least 7 business days prior to the announcement opening date.

The History, Archives and Museum Professionals’ Career Management Office reviews all occupational series 0170 (Historian) and 1015 (Museum Curator) selections to GS-14/15 prior to job offer.


	Dr. Richard Stewart (SES) (FCR)

(202) 685-2709

Richard.stewart2@us.army.mil


	64  - Aviation
	Vacancy announcement opening and closing period for all grades and all series is a minimum of 10 calendar days and no more than 14 calendar days.

The minimum Area of Consideration (AOC) for grades GS-13 to GS-15 and equivalent for any CP-64 position will be Army-wide and advertised to ALL SOURCES.  (Exceptions must be approved by the Aviation Proponency Career Management Office prior to announcement.)

The Aviation Proponency Career Management Office reviews all GS-13 to GS-15 Position Descriptions (PDs) and vacancy announcements at least 7 business days prior to the announcement opening date.

Key positions must be designated on PD.

Individuals at the GS-05 and GS-07 level will be filled as interns and required to sign mobility agreements.  Coordination with the CP-64 Proponency Office prior to announcement is required.

Announcements and referral lists for GS-13 through GS-15 or pay equivalent positions will be provided simultaneously to the selecting officials and CP-64 office for review.

The Aviation Proponency Career Management Office reviews all GS-14/15 selections prior to job offer. For any GS-14/15 or pay equivalent positions, an Affirmative Action Review of the selection process, including interviews, must be submitted by the selecting official to the FCR for review and approval BEFORE any tentative job offer is extended.


	Ms. Donna Crawford 

(334) 255-2811

donna.w.crawford.civ@mail.mil 




-All Career Program Vacancy Announcements will be open for a maximum of 14 days, with an ideal opening period of 7 to 10 calendar days with the exception of Expedited Hiring Authority announcements or announcements for noncompetitive appointing authorities for which a minimum public notice requirement applies. 

-The Career Program code will be identified on each vacancy announcement. 

-Vacancy announcements for positions requiring FCR review will be automatically opened if the FCR review is not accomplished within 2 days after the announcement is forwarded.

-All other Career Program Unique Requirements referenced in the HQDA Memo regarding FCR review remain unchanged
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Chapter 1 
 
General  
 
1-1. Purpose  
This document provides the Career Program 28 (CP 28) Unique Requirements and 
Implementing Instructions as prescribed by the Deputy Assistant Secretary of the Army for 
Diversity and Leadership (DASA D&L) and coordinated with the Civilian Human Resources 
Agency (CHRA).  The DASA DL also serves as the Functional Chief Representative (FCR) for 
CP 28. 
 
1-2. Coordination 
All hiring actions subject to the CP 28 Unique Requirements will be coordinated through the 
Command EEO Board of Director (BOD) member that owns the vacancy. 
 
1-3. References  
Required sample correspondence and forms are listed in the appendices. 
 
 
Chapter 2 
 
Unique Requirements 
 
2-1. Announcement Open Period:  All vacancy announcements (to include term and 
temporary vacancies) will open for no less than 8 calendar days and no more than 14 
calendar days. 
 
a. Selecting supervisor will initiate a Request for Personnel Action (RPA) and annotate in the 
notes section the number of days that the announcement will be remain open (no less than 
8 and no more than 14 calendar days). 
 
b. The Human Resources (HR) advisor will ensure this unique requirement is followed and 
will advise the selecting supervisor in case of any discrepancy.  The HR advisor will then 
proceed to announce the vacancy. 
 
2-2. Area of Consideration:  The minimum area of consideration for grades GS-11 
through 15 and equivalent is Army wide. 
 
a. The selecting supervisor will annotate in the notes section the minimum area of 
consideration. 
 
b. In the event the selecting supervisor wishes to request an exception to the minimum 
area of consideration based on factors outlined in G-1 Memorandum, Subject: Exception to 
Minimum Area of Consideration on Merit Promotion Announcements, dated 18 April 2012 
(see Appendix A for copy of this memorandum; confirmed with AG-1 CP on 24 March 2014 
that this memo is still valid), email communication, coordination and approval with the CP-
28 Functional Points of Contact will suffice (see Appendix B for list of CP-28 Functional 
Points of Contact). 
 
2-3. Waivers (modifications) of OPM Qualifications: Requests for waivers 
(modifications) of OPM qualifications for series 0260, 0360 and 0361 (regardless of grade) 
will be forwarded to the Career Program Management Office 28 (see Appendix B) for 
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coordination of the FCR approval.  Sample Request for Waiver (modifications) of OPM 
Qualifications found in Appendix C. 
 
a. The selecting supervisor must immediately contact the CP 28 Functional Point of Contact 
(Appendix B) in the event a waiver (modification) of OPM Qualifications is being considered 
to fill a 0260, 0360 or 0361 vacancy. 
 
b. A selecting supervisor may determine that an individual can successfully perform the 
work of a position even though that person may not meet all the requirements in the OPM 
qualification standard. In that situation, agencies are authorized to modify OPM qualification 
standards for reassignments, voluntary changes to lower grades, transfers, reinstatements, 
and re-promotions to a grade not higher than a grade previously held when the applicant's 
background includes related experience that provided the KSA's necessary for successful job 
performance. This authority should be used only when there is a reasonable likelihood that 
the employee will successfully make the transition to the new position, and cannot be used 
for directed reassignments to positions in which an employee obviously would not be able to 
perform the work.  An extensive and complete Waiver (modification) of OPM Qualifications 
must be submitted to the FCR for approval.  FCR approval must be granted prior to 
extending an official job offer to the selectee. 
 
c. The FCR, or duly assigned designee, are the only personnel that can approve this waiver 
(modification) of OPM Qualifications. 
 
2-4. Selections of non-CP 28 and all GS-14 and GS-15: The FCR will approve all 
selections of non-CP-28 applicants and all GS-14 and GS-15 selections prior to official job 
offers of CP 28 positions.  Sample Request for Selection Approval found in Appendix D. 
 
a. Upon tentative selection of a non-CP 28 applicant (e.g. anyone not currently holding the 
0260, 0360 or 0361 job series) to any vacancy GS-11 or above, OR any tentative selections 
to all CP-28 GS-14 and GS-15 vacancies (regardless of current series), the selecting official 
must forward the selection to the CPMO 28 to coordinate the FCR approval.  FCR approval 
must be granted prior to extending a firm job offer to the selectee. 
 
b. The FCR, or duly assigned designee, are the only personnel that can approve these 
selections. 
 
2-5. Referral Lists and Resumes of all GS-14 and GS-15 Vacancies: A copy of all GS-
14 and GS-15 series 0260 and 0360 referral lists and resumes (supervisory and non-
supervisory) will be forwarded to the CPMO 28 POCs for review (see Appendix B). 
 
a. The HR advisor is the primary person responsible for coordinating and forwarding these 
referral lists and resumes to the CPMO 28 POCs for review (see Appendix B). 
 
b. The selecting official is still ultimately responsible to ensure that the FCR receives these 
referral lists and had the opportunity to review the resumes prior to tentative selection. 
 
 
2-6. Referral List and Resumes of all Supervisory Vacancies: The CPAC will forward a 
copy of all Supervisory GS-0260 and 0360 referral lists and resumes (regardless of grade) 
to the CPMO 28 POCs for review (see Appendix B).. Selection information and enter on duty 
date must also be forwarded to the CPMO 28 POCs for review (see Appendix B).  NOTE:  For 
the purpose of this document, “Supervisory Position” is defined as a position whose 
incumbent is responsible for discipline, performance, time and attendance, and day to day 
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guidance of one or more employees, “regardless” if the title of the position description says 
“supervisor” or “manager”. 
 
a. The HR advisor is the primary person responsible for coordinating and forwarding these 
referral lists and resumes to the CPMO 28 POCs for review (see Appendix B). 
 
b. The selecting official is still ultimately responsible to ensure that the FCR receives these 
referral lists and had the opportunity to review the resumes prior to tentative selection. 
 
c. If a waiver or approval is otherwise required as per paragraph 2-4 and/or 2-5 above then 
they must be secured prior to an official job offer and enter on duty date is established. 
 
2-7. Reporting Vacancies Longer than 45 days: Requests for Personnel Actions for all 
GS-14 and GS-15 positions and all Supervisory GS-0260 and 0360 positions (regardless of 
grade) that have been vacant for 45 days or more will be reported to the CPMO 28 POCs for 
review (see Appendix B). 
 
Board of Director Members, working in conjunction with their HR advisors, are 
responsible for compiling and providing this aging list of vacancies to the CPMO 28 
POCs for review. 
 
List of vacancies should also include the Request for Personnel Action number and 
a synopsis of the action(s) taken to fill the position. 
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Appendix A (AG-1 CP confirmed on 24 March 2014 that memo is still valid)
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Appendix B 
 
Career Program Management Office 28 (CPMO 28) Functional Point Of Contact: 
 
Mr. Martin Reyes-Duran 
(703) 614-5409 
Martin.Reyes-Duran.Civ@mail.mil 
 
 
Career Program-28 Proponency Office Points of Contact: 
 
 
Dr. Brenda J. Sherrer 
(703) 614-5359 
Brenda.J.Sherrer.Civ@mail.mil 
  



mailto:Martin.Reyes-Duran.Civ@mail.mil

mailto:Brenda.J.Sherrer.Civ@mail.mil
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Appendix C 
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Appendix D 
 


 






CP-34 HIGH GRADE SELECTION GUIDELINES

GS-15 Positions







Please submit the following items electronically so that CP-34 can conduct a review of the high-grade selection process.  Include as many items as possible:





· Vacancy Announcement 





· Position Description 





· Referral List: Resumes of All Applicants

· Send electronically, otherwise of top tier only

· Names of top tier applicants





· Selectee and Alternate(s)

· Justification Statement for Selection

· Other Supporting Statement or Documentation







The following may not be readily available.  Request you obtain from selecting official if available:



· Selection Materials for Finalists

· Ratings of Finalists’ Resumes

· Interview Questions and Ratings

· Scores, Comments and Final Rankings





· EEO/AA Outreach Efforts: 

· RNO/Gender of Applicants on Referral List 

· EEO/AA organizations notified of the position vacancy














