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HISTORY.  This is the first change to be applied to the original AMCOMR 690-1 dated 

15 September 2003.  This change will re-designate this AMCOM regulation as a Redstone Arsenal regulation.

SUMMARY.  This regulation covers the policies and procedures for filling of all positions through competitive merit promotion procedures, except where separate procedures are established by other regulations, policies or labor agreements. 

APPLICABILITY.  This regulation is applicable to all organizations serviced by the Redstone Civilian Personnel Advisory Center (CPAC), and any new or renamed Commands or activities, except where serviced Command or activity regulations/policies, or subsequent union agreements provide for different procedures.

PROPONENT AND EXCEPTION AUTHORITY.  The proponent of this regulation is the 

Redstone Arsenal Civilian Personnel Advisory Center.  The proponent has the authority to approve exceptions to this regulation.

MANAGEMENT CONTROL PROGRAM.  This regulation does not contain Management 

Control provisions as outlined in the Management Control Evaluation Process.

SUPPLEMENTATION.  Further supplementation is prohibited without prior approval of the Redstone Arsenal Civilian Personnel Advisory Center, ATTN:  AMSAM-PT-CP, Redstone Arsenal, AL 35898-5000.

SUGGESTED IMPROVEMENTS.  Users are invited to send comments and suggested 

improvements on DA Form 2028 (Recommended Changes to Publications) to 

Commander, US Army AMCOM, ATTN: AMSAM-PT-CP, Redstone Arsenal, AL 

35898-5000.

DISTRIBUTION STATEMENT.  This publication has been approved for public release, 

distribution unlimited.
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1.  PURPOSE.  This regulation supplements 5 USC 2302, 5 Code of Federal 

Regulation, Part 335, Army Regulation 690-300.335, Army Regulation 690-300.335-1, other Army merit promotion guidance, and the Civilian Personnel Operations Center (CPOC) Merit Promotion Plan.  The Merit Promotion and Related Placement Plan for covered positions and activities consists of the CPOC Merit Promotion Plan and this regulation. 

2.  DEFINITIONS.  Definitions can be found in the CPOC Merit Promotion Plan.  The following additional definitions are provided: 

     a. Primary Organizational Element.  An organizational element that reports directly to the AMCOM Command Group, or Activity Commanders or Directors of the activities listed in the applicability paragraph.

     b. Minimum Area of Consideration.  The minimum area of consideration is the smallest area that can be used when filling a position through competitive merit promotion procedures.  The area of consideration may vary depending on the needs, attracting applicants from diverse backgrounds, manpower/budget restrictions, and the number and quality of applicants expected.

     c. Concurrent Consideration.  Considering other candidates and sources of recruitment at the same time as merit promotion candidates.

     d. Job Analysis. Using job duties and responsibilities to determine the required and desired skill requirements of the job to be used in the evaluation process. The job analysis may cover a single position, a group of positions, or related occupations.

     e. Candidate Evaluation.  The process of comparing the candidates' qualifications to the requirements of the position to determine basic qualifications and best qualified candidates to be referred.
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     f. Rating.  Evaluating candidates' qualifications against the Office of Personnel Management Qualification standards to determine the candidates who are minimally qualified. 

     g. Selection Panels.  Selecting officials may opt to appoint employees to a selection panels to aid in the selection and/or interview process.  For some positions and grades higher headquarters guidance may require the use of selection panels.  The selecting official appoints selection panel members.  The selection panel member will occupy a position at a grade level not lower than the position to be filled.  Selection panel will make recommendations to the selecting official.  The selecting official is responsible for making the ultimate decision on whom to select.

     h. Temporary Promotion.  Employee assignment to a higher grade or pay band (with pay of the higher level position) for a temporary period, with the employee returning to his/her former duties at the end of the assignment. 

     i. Civilian Personnel Advisory Center (CPAC).  The on-site personnel office that is responsible for advising managers, supervisors, and employees on personnel laws, regulations, and policies.

     j. Civilian Personnel Operations Center (CPOC).  The regional Army personnel center that is responsible for providing personnel services and support.

     k. Required Skills.  Requirements of the job identified by management during the job analysis process that the employee must possess in order to successfully perform the duties of the positions within 90 days.

     l. Desired Skills.  Requirements of the job identified by management during the job analysis process that will enhance job performance, but are not required (i.e., can be learned on-the-job).  The number of desired skills the candidates possess may affect their ranking and prospects for referral.

     m. Detail.  The temporary assignment of an employee to a job description or "set of duties" without an increase in pay. The employee’s  permanent assignment does not change.

3.  POLICIES AND PROCEDURES:  See Appendix A.

4.  RESPONSIBILITIES:

     a. The Chief of Each Primary Organizational Element (POE) will:


  (1)  Inform employees that job announcements are posted on the web at http://www.cpol.army.mil.
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  (2)  Ensure that copies of announcements are provided to employees who do not have access to the web. 

        (3)  Inform employees that this regulation is posted on the web at https://intranet2.redstone.army.mil/amcom_regs/.

     b. Supervisors will:

        (1)  Inform employees where this regulation and the job announcements are posted.  Providing alternate access for employees who do not have access to the web.

        (2)  Keep employees informed about merit promotion procedures and letting them know that questions about merit promotion procedures or specific promotion actions should be referred to the supervisor.

       (3)  Anticipate personnel needs and initiating action to allow time for recruitment processes to be accomplished in a timely manner. 

       (4)  Determine the area of consideration and recruitment sources that will be used to fill the position.

       (5)  Ensure that all necessary information is provided along with the electronic Request for Personnel Action (RPA).


 (6)  Participate and assure that supervisors and employees are available to participate in the job analysis and paneling process, as requested.

       (7)  Develop training plans for positions filled below the full performance level.

       (8)  When desired, determine whom to interview and schedule interviews with candidates referred for selection.


 (9)  Give fair, equitable, and full consideration to all candidates referred and make a selection by the suspense date or authorized extension.


 (10) Release an employee selected under the provisions of this plan in accordance with guidance in this plan.


 (11)  Guide and assist employees as needed for development of skills and abilities through cross-training, details, special assignments, and schooling, on a fair and equitable basis, and encourage and advise employees regarding self-development needs and opportunities.
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       (12)  Maintain a copy of referral lists, selection criteria, interview criteria (if used), matrices, and other final selection documentation used to support the selections that have been made.  Records should be maintained in accordance with files maintenance procedures and timeframes.


 (13)  Counsel applicants who have concerns over a selection that was made.  Share with them the selection criteria that was used and the scores of the selectee(s) and the concerned employee.  Names of other nonselected candidates and their scores are not releasable.

     c.  Employee will: 

          (1)  Review job announcements to determine if consideration is desired. 

          (2)  Maintain a resume on file in the database.

          (3)  Indicate job interest in the database or submitting self-nominations for specific announcements by the closing date.

          (4)  Ensure consideration for any announcements during TDY or extended leave, an employee should use the web to apply for positions for which interested, or should ensure their resume is on file and make prior arrangements with their supervisor by providing a written list of all the positions for which consideration is desired and provide all the information needed by their supervisor to submit self- nominations during the employee's absence.

          (5)  Taking advantage of opportunities for self-development and training opportunities both on and off the job.

         (6)  Demonstrate competence and readiness for advancement.

         (7)  When requested, participate with the personnel community or selecting officials in the job analysis or selection panels.

         (8)  Advise the CPAC, through appropriate supervisory channels, of acceptance or declination of a job offer normally within 3 workdays.

         (9)  Review Email and electronic bulletin boards for periodic publications regarding the Merit Promotion Program.

         (10)  Request in writing through appropriate channels information concerning specific promotion actions.
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     d. Civilian Personnel Advisory Center (CPAC) and Civilian Personnel Operations Center :

         (1)  Develop and administer the Merit Promotion Plan.

         (2)  Prepare local implement guidance and publicize the local plan and any necessary revisions in a timely manner.

         (3)  Assure the quality and effectiveness of the merit promotion program.

         (4)  Provide publicity for the MPP to keep management and employees well informed.

         (5)  Furnish advice and assistance to employees interested in advancement to new fields of work.

         (6)  Consult with management officials and consult or negotiate, as appropriate, with employee organizations concerning proposed changes to this plan.

         (7)  Advise and assist supervisors and employees in carrying out their responsibilities.

         (8)  Advise management on the methods and recruitment sources that can be used to fill positions.

         (9)  Maintain records in accordance with OPM and DA requirements, including all announcements, referral lists, and applications.

5.  EMPLOYEE GRIEVANCES AND COMPLAINTS.

     a. Any employee who believes that governing procedures were not followed in filling a particular position, or who believes that qualifications were not evaluated properly in determining eligibility for consideration, can submit a request for review to the CPOC within 10 work days after issuance of the referral list (which is when the results of the merit promotion application are posted to the web).

     b. Employees may also register a complaint under provisions of 20;

Grievance and Appeals Procedures, or under the grievance procedures contained in the negotiated procedures, whichever is appropriate.  Mere failure to be selected when proper procedures are used, i.e., non-selection from among a group of properly rated and certified candidates, is not a basis for a formal agency grievance.
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     c. Allegations of discrimination because of race, sex, color, religion, national origin, politics, marital status, handicapping conditions, or age, made during any stage of the placement action will be considered under the provisions of the EEO Program.

     d. Time frames for filing complaints are in the appropriate grievance procedure or EEO complaint process.

6.  CORRECTIVE ACTIONS.  Failure to adhere strictly to all laws, regulations, and procedures related to the MPP must be rectified promptly.  Corrective action may involve the employee who was erroneously promoted, or the employee/employees who were not promoted or considered because of the violation.  It also may involve correction of merit promotion deficiencies.  The nature and extent of actions to be taken in any case have to be determined on the basis of all the facts in the case, with due regard to the circumstances surrounding the violation, the equitable and legal rights of the parties concerned, and the interest of the Government.  The type of action taken against persons responsible for a violation will be in accordance with applicable laws and regulations

regarding military or civilian personnel.

7.  KEEPING EMPLOYEES INFORMED.  Employee acceptance and support of the 

MPP depends, to a large extent, on how well they understand its purpose and operation and are aware of its effect on them personally, and to an even greater extent on how fairly and equitably the program is administered and whether employees have a direct influence on its operations or not.  Therefore, all possible efforts on the part of managers, supervisors, CPAC, and Union will be directed toward ensuring that each employee understands how the program operates and how it affects the individual and toward encouraging employees' opinions and recommendations for program improvement.

8.  RECORDS AND FILES.  Necessary electronic records and files will be maintained by the CPOC.  The selecting official will maintain a copy of the referral list, the selection criteria, matrix, interview questions (if used) and all other final documentation that was used to document the selection.

9.  REFERENCES.

     a. Title 5, United States Code, Government Organization and Employees, Chapter 23, Merit System Principles (http://uscode.house.gov/usc.htm)

     b. 5 Code of Federal Regulations, Part 335, Promotion and Internal Placement (www.access.gpo.gov/nara/cfr/index.html)

     c. Office of Personnel Management (OPM) Qualification Handbook 

(www.opm.gov ).
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     d. Army Regulation 690-300, Chapter 335, Promotion and Internal Placement (www.usapa.army.mil/cpol/) 

     e. Army Regulation 690-335-1, Evaluation of Employees for Promotion and Internal Placement (www.usapa.army.mil/cpol/) 

     f. Army Regulation 690-950-1 ( www.usapa.army.mil/cpol/ )

     g. South Central Civilian Personnel Operations Center Merit Promotion Plan, Standard Operating Procedure No. SCRS 01 

     h. Position at the Army mandatory referral levels can be found in Army SOP S08, Recruitment Actions Career Programs ( www.cpol.army.mil then select "Civilian Personnel Management Business Process Maps, select "Final SOPs", select "Staffing", and select "SOP S08")

     i. 5 Code of Federal Regulations, Part 316, Temporary and Term Employment (www.access.gpo.gov/nara/cfr/index.html)

     j. The Defense Acquisition Workforce Improvement Act (DAWIA), DOD Manual 5000.52 http://www.dtic.mil/whs/directives/corres/html/500052.htm) and DOD Manual 5000-52-M (http://www.dtic.mil/whs/directives/corres/html/500052m.htm)

     k. DOD Manual 1400.20-1-M, Department of Defense Program for Stability of Civilian Employment http://www.dtic.mil/whs/directives/corres/html/1400201m.htm)

     l. Other OPM and higher headquarters merit promotion guidance

     m. All applicable negotiated labor agreements. 

APPENDIX A 

MERIT PROMOTION POLICIES AND PROCEDURES

1.  Promotions will be based on merit system principles except where specifically authorized by law and regulation (5 CFR 335).  

2.  Selection for promotion and advancement will be determined solely on the basis of relative ability, knowledge, and skills, after fair and open competition that assures that all receive equal opportunity.  

3.  An automated candidate evaluation program (currently RESUMIX) will be used as the merit promotion system for filling positions.  Should DOD or Army adopt a different automated system that operates under the same general principles as the current system, the procedures described below will remain in effect.  Implementation of the automated system, RESUMIX, will result in the use of Army and regional merit promotion plans with this regulation as the local supplementation.

4.  In accordance with 5 CFR 335, management has the right to select or not select from any available recruitment sources.  This includes the Resumix automated lists and other appropriate sources of recruitment.  The selecting official will use a selection checklist, consider all referred candidates and provide job related reasons why the selectee is the best candidate for the position.  If the selectee declines, a second selection should be made from the referral list.  If there are 3 or more referred candidates, reasons must be provided, reviewed by the CPAC, and accepted by the servicing Civilian Personnel Operations Center prior to issuance of a second merit promotion referral list for the same Request for Personnel Action.  Final selections must be reviewed by at least one level higher than the selecting official. 

     a.  The area of consideration may vary depending on the needs, attracting applicants from diverse backgrounds, manpower/budget restrictions, and the number and quality of applicants expected.   Normally the minimum area will include the CPAC serviced workforce unless a smaller area (command/activity or below) can produce at least five best-qualified candidates.  If there are fewer than 5 best qualified candidates and the area of consideration included the entire CPAC serviced workforce, the selecting official can either choose to select from the list or request the area of consideration be expanded.

     b. Vacancy announcements will be posted on the Army web page and will be open for a minimum period of 11 workdays.  Supervisors will make and post copies of announcements for employees who do not have web access.  

     c. For each recruitment personnel action, the top 25 candidates who possess all required skills will be referred as "best qualified".  If there are fewer than 25 candidates who possess all required skills, all will be referred as "best qualified".  If there are more AMCOMR 690-1, than 25 candidates who possess all required skills, candidates will be ranked based on possession of job related desired skills.  If there are other applicants who are tied with the 25th applicant, they will also be referred.  If multiple vacancies are known 

APPENDIX A (APPENDIX A CONTINUED)

MERIT PROMOTION POLICIES AND PROCEDURES

at the time the list is issued, one additional candidate can be referred for each additional vacancy plus ties.  For example, if there are 3 vacancies, 27 names plus ties can be referred.

     d. The automated system, RESUMIX, will be used as the method for evaluating candidates to determine those who are referable as best qualified under competitive merit promotion procedures.  Candidates must possess all required skills and will be ranked based on the number of desired skills they possess.  Required and desired skills may be adjusted to achieve a valid referral list.  The names of the candidates will not be released to the selecting official until the list is issued.

     e. The Employer will provide access to a government computer for employees to submit resumes to RESUMIX and to self nominate for vacant positions.

     f. Candidates will use the web based ANSWER system or any subsequently developed web based systems, for information on referrals and selections.

    g. Interviews:

        (1) Interviews will be conducted for GS-14/15 or equivalent positions.  Interviewing is optional for other positions.  If interviews are conducted, job related reasons may be used to reduce the number to not less than 5 candidates to be interviewed.  

        (2)  If interviews are conducted, the interview questions must be approved by the reviewer prior to conducting interviews, and a nondisclosure statement will be signed by all panel members (if used) and by all interviewees.  All candidates will be asked the same questions.

    h. Panels, if used, must include a minimum of three members.  The members must be at the same or higher permanent grade of the position being filled and knowledgeable of the position responsibilities.  The composition of the panel should include at least a minority, a female, and a non-minority.

    i. The Union may appoint qualified Army civilian personnel to serve as observers of the rating and ranking of candidates accomplished by selection panels for bargaining unit positions.  The organization filling the vacancy will approve these observers. Observers will occupy permanent positions that are at a grade level no lower than that of the position being filled and will be familiar with the kind and level of responsibilities involved.

    j. The selecting official will consider all referred candidates and provide job related reasons why the selectee is the best candidate for the position.  Selection matrices will be prepared and maintained by the selecting official to respond to any inquiries or complaints.  
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MERIT PROMOTION POLICIES AND PROCEDURES

Selection matrices will include names and analysis of all candidates along with weights/reasons for each factor used.  

    k. The selected employee will be released not later than the beginning of the second pay period following the pay period in which a release date is requested.  This includes promotions, competitive reassignments, and other competitive selections.

    l. Temporary promotions for more than 120 days will be done competitively (more than 179 days in activities undergoing major draw downs or closures within 2 years of the effective date).  

    m. Temporary assignments of qualified employees to higher graded positions are normally done by temporary promotions when it is expected to last more than 60 days, the employee is eligible/qualified, and authority exists to fill the positions within budget, strength, and high grade controls.  

5. Selection matrices will be used to document all selections under formal competitive merit promotion or career referral procedures.  The experience elements used must be based on the requirements of the specific position being filled.  The Employer will ensure that there is a consistent approach used in crediting education, training and awards for similar (same series and grade) positions within their primary organizational element.

6. The selection criteria and selection matrix must be developed, pre-approved by the reviewer, and signed by the selecting official and reviewer prior to the issuance of the referral list.

7. If interviews are conducted, the interview questions must be approved by the reviewer prior to conducting interviews, and a nondisclosure statement will be signed by all panel members (if used) and by all candidates interviewed.  These documents are posted on the CPAC's web page.

8. Upon request, selecting officials will debrief non-selected candidates.  This will include sharing the selection criteria plus the scores given to the selectee and the nonselected candidate.

9. For bargaining unit positions, the Union may submit a written request for an electronic copy of the merit promotion list, the applications of all referred candidates, and the reasons for selection.  Upon request, the reasons for selection will include the selection criteria and a sanitized matrix with the scores of all candidates but the names of only the selectee and the concerned employee.

