PERSONNEL SYSTEMS LOCAL GUIDANCE

COMPLETION OF RPA

To begin the process you will need to log into Army Regional Tools (ART) and select from the main menu “Central DCPDS 11i.”   The ART icon is being provided in the event you do not have the program loaded on your desktop.  You can copy the icon to your desktop or  you can create a shortcut on your desktop to point to the following location:   https://147.216.50.33/art/default.asp .  
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Once logged into Modern DCPDS you will select  “Request for Personnel Action”  and then select the type of Request for Personnel Action (RPA) you wish to process.  Remember all actions having to do with a salary change are included under “Salary Change”.   Example - Quality Step Increase is located in that area versus the Awards option.  
NOTE:  Very little information is required on a Request for Personnel Action (RPA) since  the majority of  the information needed for processing of a RPA is on the Gatekeeper Checklist discussed below.   

Following are the additional steps required to process a RPA in Modern DCPDS once you are logged into Modern DCPDS and have selected the type of RPA you are going to process.  

Remember that if  you are the originator of the RPA to use the Save [image: image2.png]


 from the Tool Bar and select “YES”  when the pop up window asks “Do you wish to route the Request for Personnel Action now?”  Then you will select “Save and Hold in Personal Inbox”.  If the person creating the RPA does not follow those steps then they will not be able to track the action in Modern DCPDS.   

The “Save and Hold ..” in subsequent Inboxes is not necessary.  

The action must also be your Modern DCPDS Inbox in order for you to complete any portion of the Gatekeeper Checklist.  Otherwise you will only be able to view the Gatekeeper Checklist.  

Page 1 – Complete the following on the RPA –

Part A, Item 3 – For Additional Information – Insert a portion of the person’s name and enter.  A pop up window will then appear and allow you to make a selection.  The person entered must have a Modern DCPDS account otherwise their name cannot be entered.   

If any of the information shown for the person such as telephone number or title is incorrect then go to the CPAC homepage,  use the HR Systems pull down and select Account Maintenance and indicate any required revisions.    The web site is  http://www.swf.usace.army.mil/swd-cpac/ .  This same procedure applies for correction to information for Action Requested By and Action Authorized By blocks.  

Part A, Item 4 – Proposed Effective Date – Use the List of Values Button [image: image3.png]


 (LOV button) from the tool bar to select a date (generally should be the beginning of a pay period).  Do not select ASAP.

Part A, Item 5 – Action Requested By – Use the LOV button to populate the field.

Part A, Item 6 – Action Authorized By – Use the LOV button to populate the field.

Part B, item 5a – Using the LOV button select the Nature of Action Codes (NOA) that describes the action you are requesting.  Be sure to choose a 3 digit code since the other codes do not apply to Army.   There are a few NOAs that you will not see and if that is the case then just describe what action you are trying to process on Page 4, Part D – Remarks by Requesting Office.  Examples:  Conversion, Change in UIC or AMS Code, etc.  

Page 2 –  The only time you are going to complete anything on this page is when you are processing an award and then you will enter the amount of the award in the “Award” block and then in the “UoM”  block enter either M for money or H for hours.  

Page 3 – Leave blank.

Page 4 – 

Part D – Remarks by Requesting Office – Use this block to provide additional information.  Examples:  

a. Provide an explanation for the purpose of an award and periods covered 

along with the CEFMS PR&C number.  

b. Name Request – if your action requires no competition.

c. PPP Option Codes – If desired.  Purpose and link to choices explained on page 

20 of this document. 

d. Enter the Office Symbol for the organization the action is being processed for.

e. If the action is for a work schedule other than full time then enter the number of 

hours per pay week the employee will work.

f. Supervisory Code can also be entered here if desired.   The Classification Team 

at the CPOC should pick it up from the Job Description.  Explanation of codes shown on page 10 of this document. 

Part E – Employee Resignation/Retirement – Self explanatory.  Reason and Forwarding Address are only required for a resignation or retirement.

Most actions require a Gatekeeper Checklist.  Once you have completed the appropriate blocks of the RPA you will need to minimize Modern DCPDS and select Gatekeeper Checklist from the Main Menu of ART.  You will see all the RPAs that are currently in your Modern DPCDS Inbox.  If there is a radio button in front of the RPA then you will need to complete the questions on the Gatekeeper Checklist for the action.  
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Once finished select the Status Button by the RPA number  to ensure all portions are completed.  Each of the Checklist Modules is hyperlinked therefore you can just select the portion that is incomplete and complete it from this window.    Example below:  

Top of Form

	User Name: 

	Request Nr: 03MAR8HBM

	Action Requested: REASSIGNMENT

	Current

	Checklist
	MGR
	RMO
	CPAC

	Position Decision 6
	Complete
	Not Applicable
	Not Applicable

	Position Data for Edit
	Complete
	Not Applicable
	Not Applicable

	Reassignment RPA
	Complete
	Not Applicable
	Not Applicable

	RM Data for Edit
	Complete
	No Questions Answered
	Not Applicable

	Status Key

	Y
	Complete

	P
	Partially Complete

	N
	No Questions Answered

	X
	Not Applicable


Now you will need to go back into MODERN DCPDS and select the [image: image5.png]


 save button and route the RPA to the next person you wish to route the action to.  Once the RPA has been routed to all the necessary employees within your District/Division the action will then be routed directly to the SW CPOC (no longer will actions be routed to the Southwestern Division CPAC).  With the exception of awards the direct routing is done by the Resource Management Office since this is the last office in the organization to have to complete any input that may be required on an RPA and the associated Gatekeeper Checklist.    

Requests for Personnel Action (RPA) for Awards are to be sent directly to the SW CPOC at the group inbox  XYZ-8CFB4_AWARDS/COS and all other actions are to be sent to the group inbox  XYZ-8CFB4_INBOX/COCD. 
USER ID/PASSWORD – Your  AKO account ID is your user name for Modern, ART and CSU – example:

AKO Email Address:  chris.trego@us.army.mil
Modern User Name:  CHRIS.TREGO/MGA (OR MGR)

ART/CSU User Name:  CHRIS_TREGO

In the event you need to have your password reset please complete the information at our website under the HR Systems pull down and select Account Maintenance an we will get your password reset ASAP.  Our website is http://www.swf.usace.army.mil/swd-cpac/ . 

GATEKEEPER LOCAL GUIDANCE

(ALPHABETICAL LISTING OF TOPICS)

(Revised 25 Mar 03)

The following is general guidance on Gatekeeper topics.  Labor agreements may stipulate specific provisions that must be followed.

POSITION INFORMATION

ACQUISITION POSITION:
The Acquisition workforce is made up of individuals who perform work throughout the life cycle of the system; i.e., cradle to grave. There are 10 functional career fields: Program Management; Contracting; Industrial/Contract Property Management; Purchasing; Manufacturing & Production/Quality Assurance; Business, Cost Estimating and Financial Management; Acquisition Logistics; Communications-Computer Systems; Systems Planning, Research, Development and Engineering, Test and Evaluation.  This typically pertains to certain occupations primarily 1101, 1102, 1105, and 1106.    This also includes Construction Area Office personnel (civil engineers/construction reps) who work in area offices and are directly involved in contract administration.  

Reference the Army Acquisition Website and Defense Acquisition Desk book online or contact your activity Acquisition Coordinator. (http://web2.deskbook.osd.mil/Career.asp).   Contact your CPAC Representative for additional information.   

BARGAINING UNIT STATUS CODE:    ADD APPROPRIATE CODE TO PAGE 4, PART D OF RPA.

The BUS code is defined as follows:

8888 - Any management official or supervisor; a confidential employee; an employee engaged in personnel work in other than a purely clerical capacity; employees engaged in labor relations; employees engaged in investigative or security work which affects national security; employees engaged in investigation or audit functions.  Any temporary employees not included in a bargaining unit.  

7777 -  Employees not included in any other  bargaining units below.  

Little Rock District:  

0770 - IBEW.  All full-time and part-time non-professional employees, classification act (GS) and Wage Grade employees of the Corps of Engineers, Little Rock District, including the employees of the Navigation Branch of the Russellville Resident Office who are not covered by another bargaining unit or excluded (as in 8888 or 7777).   
0800 -IBEW.  Wage system reservoir employees.  

0790 - IBEW.  Employees of the hydroelectric generating plants 

0810 - AFGE.  All Pine Bluff.  Wage system employees at Millwood. 

Galveston District -  Defined below
	POSITION TITLE
	OCCUPATIONAL SERIES
	ORGANIZATION
	TYPE OF APPT
	BUS CODE

	Supervisors/Managers, General Schedule/Wage System*
	All
	All District Organizations
	All
	8888

	Team Leaders

Lead Physical Scientist

Lead Regulatory Specialist

Lead Regulatory Specialist
	Case-by Case Basis**

GS-1301-13 (JD20107)

GS-401-13 (JD20107)

GS-401-13 (JD110467)


	Planning, Env, & Reg Div

Planning, Env, & Reg Div

Planning, Env, & Reg Div

(Corpus Christi Field Office)
	All

All

All
	5040

5040

8888

	Nonsupervisory General

Schedule/Wage System 

Employees, to include 

Professional Employees
	ALL
	All District Organizations
	All, except Summer Hires

Summer Hires
	5040

8888

	Exclusions

Administrative Officer

Secretary (Steno/OA)

Auditor

Equal Employment Mgr*

Management Analysis Off

Paralegal Specialist

Legal Assistant

General Attorney

General Attorney

Attorney Adviser (Gen)

Civil Engineer  (7112(b)(6)

Security Officer  
	GS-341-09

GS-318-08

GS-511-12

GS-260-12

GS-343-12

GS-950-11

GS-986-06

GS-905-13 (JD02066)

GS-905-13 (JD10573)

GS-905-13 (JD121564)

GS-810-12 (JD80667)

GS-080-11


	Executive Office

Executive Office

Exec-Internal Review Office

EEO Office

Resource Mgt Office

Office of Counsel

Office of Counsel

Office of Counsel

Office of Counsel

Office of Counsel

Exec-EOC 

Exec-Security & Law Enf Off


	ALL


	8888


*Includes those with supervisory code 4 (Bus Code 8888)  

**Determination made when position established

Tulsa District – 

4330 – IFPTE - Nonsupervisory employees in all District Organizations except the Project Offices listed below under BUS Code 4271.

4271 –  AFGE - Includes nonsupervisory employees at Eufaula;  Wister;  R. S. Kerr Area Office; Little River Area Office and Broken Bow Project Office; Texoma Project Office; Kaw Project Office; Oologah Project Office; Fort Gibson and Tenkiller Project Offices; Fort Gibson and Tenkiller Power Houses; Keystone Power House; Kansas Area Office; Fall River Project Office; Toronto Project Office; John Redmond Project Office; Elk City Project Office; Marion Project Office; and Council Grove Project Office.  (Some exclusions apply.)
Fort Worth District –  

4990 – AFGE – Fort Worth (Sam Rayburn/Town Bluff Project Office)  All nonsupervisory/nonprofessional, General Schedule and Wage System, employees employed at the Sam Rayburn-Town Bluff Project Office and Sam Rayburn Power Plant.  The Forester position, GS-460-11 is a professional one and is not included in AFGE 2732.  Summer Hires excluded.

5000 - AFGE  – Fort Worth (Whitney Lake Project Office).  )  All nonsupervisory/nonprofessional, General Schedule and Wage System, employees employed at the Whitney Project Office and Whitney Power Plant. Summer Hires excluded.

MEPS  -
4981 -  AFGE – Nonprofessional and nonsupervisory employees.

DRC -

Code as 8888 or 7777 as defined above.

Contact your CPAC Representative if you are not sure what is appropriate for your organization.

CAREER LADDER POSITION:
Career ladder positions depict the vertical progression paths to key positions in your organization.  Normally, this is the career path by which an individual progresses from an entry level to a higher, full-performance level position; and there is formal training in conjunction with development assignments.  Career Ladder positions differ from Upward Mobility positions in that Career Ladders are established career progression pattern within an organization.  Once competitively selected for a Career Ladder position, the employee is promoted without further competition to the full performance/target grade level.

DELEGATED CLASSIFICATION AUTHORITY (DCA):   

If the RPA is for establishment of a new position then the supervisor/manager who has been delegated classification authority (DCA) is the only one who can approve the RPA.  If you do not know who has DCA in your organization then please contact your CPAC Representative.  Generally this has been delegated to each Division/Office Chief.

DRUG TESTING:

The Army Civilian Drug Testing Program identifies specific positions, by title and grade, that are subject to random drug testing, reasonable suspicion drug testing, and drug testing due to direct involvement with an on-duty accident that resulted in injury or damage to property.  Only certain positions that meet the criteria outlined in the Army Drug Testing Plan are covered.  Drug testing is required for specially designated positions involved in critical safety/security functions.    DA has 12 Army-wide categories of testing designated positions (TDP’s). These categories involve employees who carry or have access to firearms; operate a motor vehicles carrying passengers or that require a CDL license; have a top secret security clearance and so forth.   A complete list is available from your CPAC Representative.  In addition, USACE has four TDP categories under the drug testing program:  employees who operate (1)  surface vessels, such as small craft operators; (2) operate navigational locks, such as lock and dam operators; (3) operation flood control gates, such as power plant operators; and (4) operate water treatment plants.  Both applicants and employees in the TDP positions are required to observe specific guidelines. Applicants are testing prior to entry into a vacant position.   District Drug Program Coordinators maintain TDP lists of personnel subject to testing.  Gains or losses in TDP personnel should be coordinated with the District Program Coordinator.  Contact your CPAC Representative for additional information.    Also see PERMISS, Army Regulation 600-85, your ADCO, or your CPAC representative  for additional information. http://www.cpol.army.mil/permiss/home.html  Topic:  Drug Testing Program – Civilian.

DUTY LOCATION:  

Enter the GSA location as well as the numeric geographic location code.  Example –Fort Worth, TX, 48-2450-439.  For additional information see  https://ncweb.ria.army.mil/geoloc/GeoLocstart.ASP.   Cut and paste this site into your browser if you are linking electronically since it is a secure site.    

EMERGENCY ESSENTIAL OR KEY POSITIONS:

Emergency-Essential (E-E) Civilian Employee: A civilian employee (a direct hire U.S. employee who is appointed, either temporarily or permanently, to a position with DoD) who occupies an E-E civilian position and who is expected to sign a “DoD Civilian Employee Overseas Emergency-Essential Position Agreement.”

Emergency-Essential (E-E) Position:  A civilian position located overseas or that would be transferred overseas during a crisis situation or which requires the incumbent to deploy or to perform temporary duty assignments oversees during a crisis in support of a military operation.  The position is required to ensure the success of combat operations or to support combat-essential syestems subsequent to mobilization, an evacuation order, or some other type of military crisis.  That position cannot be converted to a military position because it requires uninterrupted performance to provide immediate and continuing support for combat operatons and/or support maintenance and repair of combat-essential systems .
There may be positions identified in your organization as key or emergency essential under a mobilization plan.  See PERMISS, Army Regulation 690-11, DA Pam 690-47, or contact your activity mobilization coordinator.   http://www.cpol.army.mil/permiss/home.html Topic: Civilian Readiness (Mobilization Deployment).  Following is further clarification and references:  

Emergency Essential:  DODD 1404.10, Emergency-Essential (E-E) DoD U.S. Citizen Civilian Employees.  E. Responsibilities   b. Ensure that civilian positions are designated “E-E” only when civilians are required for direct support to combat operations, or to combat systems support functions that must be continued and that could not otherwise be immediately met using deployed military possession the skills in the number and in the functions expected to be needed to meet combat operations or systems support requirements in a crisis situation.  

AR 690-11, Mobilization Planning and Management, Chapter 4 - Key, Emergency Essential, and Cadre Positions, para 4-1. Definitions

5, b. (2) – It is DoD policy to limit the number of  E-E civilian positions to those positions specifically required to ensure the success of combat operations or the availability of combat essential systems.

When completing the RPA for these positions you will need to answer some of the following questions:

Is a Pre-Appointment Physical required?  YES (The incumbent needs to be fit enough to be deployed.)

Is there a requirement for an Annual Physical? (Most managers would say NO, if the health condition changes that the employee would not be able to deploy they would have to make the decision to leave them in or take out the EE responsibility)

Is there an unusual Physical Requirement associated with this position? YES  There are several in the selection drop down box that may need to be selected e.g. Special immunizations.

Please keep in mind that this is NOT a Key position but is considered an Emergency Essential Relocation (TDY/PCS) to Overseas Area.

Key Employee: Incumbent of a CONUS position that cannot be vacated during war or national emergency without seriously impairing the mission; such employees have unique or scarce managerial or technical skills required by the wartime mission.

Key Positions:  These are Army positions that cannot be vacated during a national emergency or mobilization without seriously impairing the capability of their agency to function effectively. Because of the essential nature of these positions, the Secretary of the Army, or his designee, shall designate such positions as key positions and shall require that they not be filled by Ready Reservists or military retirees with recall obligations. This will preclude such positions from being vacated by recall during a mobilization. 

If a position is determined to be key, the responses to the following questions should affirm the position’s indispensability. 

(a)
Can the position be filled in a reasonable time after mobilization or an alternative incumbent be identified during peacetime?

(b)
Does the position require technical or managerial skills that are possessed uniquely by the incumbent employee? 

(c)
Does the position include a mobilization or relocation assignment in an agency having emergency functions as designated by Executive Order (EO) 11490?

(d)
Is the position directly associated with industrial or manpower 

mobilization as designated in Executive Order (EO 10480)?

(e)
Are there other factors related to national defense, health, or 

safety that would make the incumbent of the position unavailable for mobilization? 

There are normally very few positions which meet the definition and criteria for key positions. Examples of positions which may be designated as key include positions involving production or research vital to the national military effort or activities necessary to maintain national or community health, safety or welfare (for example, highly technical engineers or scientists which are hard to fill). Examples of positions not considered key include clerical and administrative support positions.
FINANCIAL DISCLOSURE STATEMENT:   If this is applicable to the position description for the RPA then enter “Financial Disclosure Required” on the RPA, Page 4, Part D.  
Army employees must refrain from any private business, professional activity or from having direct or indirect financial interest which would place them in a position where there is a conflict between their private interests and the public interests of the United States Government, particularly those related to their duties and responsibilities as Army personnel.

Employees required to complete this form include: 

Civilian employees at grade GS-15 and below (or comparable pay level) when they participate personally and substantially, through decision or exercise of significant judgment, in taking an official action for contracting or procurement, administering or monitoring grants, subsidies, licenses, or other Federal benefits, or regulating or auditing any non-Federal entity or other activities in which the final decision the final decision may have a direct and substantial economic impact on the interests of any non‑Federal entity.  Contact your activity Ethics Coordinator or your servicing CPAC Representative.

LAUTENBERG AMENDMENT:  Enter on the RPA on Page 4, Part D, if appropriate.  

Position duties that would require or entail shipping, transporting, possessing, receiving, or disposing of firearms and ammunition.   Any employee who has access to firearms or ammunition and who has previously been, or in the future is, convicted of a misdemeanor charge of domestic violence, must be removed from the duties that involve such access.  Examples of such positions would be police officers and/or armed escorts.
OFFICE SYMBOL:  Enter the appropriate code on the RPA, Page 4, Part D.

This information is assigned locally and is not a requirement in the system however within the Corps this is used quite often and the CPOC has agreed to enter if included on the RPA.

.  
POSITION DESCRIPTION NUMBER:
If you are establishing a new position and using an established position description from FASCLASS or PD Library that has not been modified, use the position description number on the PD.  (DO NOT ATTACH A COPY OF THE POSITION DESCRIPTION TO THE RPA).

If you are creating a new or modifying a present position description, you MUST attach the PD to the RPA as you presently do.   May we suggest when modifying or developing a position description that you contact your CPAC Representative for assistance.    
POSITION SENSITIVITY AND SECURITY CLEARANCE:
This is tied to the type of security clearance required by the position.   For additional information see Army Regulation 380-67 or your activity Security Manager.
SUPERVISORY STATUS: 
Enter as a comment in the position information portion of the Gatekeeper Checklist.  The CPOC Classification Team will extract this information from the  position description but you can also enter in 

Definitions:  

1- 1st Level Supervisor - An incumbent performing supervisory duties at least 25% of the time, that does not supervise subordinate supervisors (who spend at least 25% of their time on supervisory duties).  

2 - 2nd Level Supervisor.  An incumbent performing supervisory duties at least 25% of the time, that does supervise subordinate supervisors (who spend at least 25% of their time on supervisory duties).  

3 - Manager.  An incumbent that reports directly to the Commander - the Commander prepares and signs her/his performance standards/evaluation.  Full deputy division chiefs are also coded this level.  The incumbent of this position must have the full range of managerial functions as delineated in the introduction section of the General Schedule Supervisory Guide (GSSG); they direct the work of the organization, monitor and evaluate the progress of the org. toward meeting goals, etc., may serve as head or assistant head of the org., or direct a program.

NOTE:  ART and CSU will show a code 2 regardless if 1, 2, or 3 is coded in Modern DCPDS.  Also codes 1-3 reflect supervisor for supervisor ratio reporting.)  
4 - Supervisor CSRA (Supervisory duties less than 25% of the time).  An incumbent that performs the full range of supervisory duties, but  performs them less than 25% of the time (“supervisor” does not appear in their job title) - they prepare and sign performance standards/evaluations, etc..  For example, project Admin. Officers.  This position meets the definition of supervisor in 5 U.S.C. 7103 (a) (10) but does not meet the minimum requirements for application of the General Schedule Supervisory Guide (GSSG).

 5 -  Management Official CSRA (Civil Service Reform Act) (Supervisory duties <25%).  This position meets the definition of Management Official in 5 U.S.C. 7103 (a) (11) but does not meet the General Schedule Supervisory Guide (GSSG) definition of manager or supervisory or the definition of supervisor on 5 U.S.C. 7103 (a) (10).
 6 - Leader (Wage Grade positions).  Wage Grade Leaders are not supervisors - they do not prepare nor sign performance standards/evaluations.  If the grade of the position is based on performing the “lead” duties, the word “Leader” appears after the title (for example, “Carpenter Leader”).  If the grade is not based on performing the “lead” duties, the word “Leader” is shown in parenthesis after the title (for example, “Carpenter (Leader)” to show the grade is based on the “carpenter” duties and is considered a “working” leader. 
 7 - Team Leader (GS positions).  Incumbents of these positions perform “Leader” duties at least 25% of the time and have the word “LEAD” preceding the job title on the position description (for example, “Lead Realty Specialist”). They are not supervisors - they do not prepare nor sign performance standards/evaluations. These positions are classified using the General Schedule Leader Grade Evaluation Guide (GSLGEG).

 8 - Non Supervisor - Everyone not meeting any of the above definitions.

Contact your CPAC Representative in the event you find an incorrect code.  
WORK SCHEDULE:

An explanation of the various schedules available and basic employee benefits follow:

FULL-TIME - A basic workweek for most full-time employees is normally 40 hours of scheduled work extending over no more than six of seven consecutive days. There are variations to the 40 hour workweek for employees whose tours cannot be regularly scheduled or involve standby time. Some organizations provide their employees with the option of flexible or compressed work schedules as well. 

PART-TIME - A part-time tour of duty means regularly scheduled work from 16 to 32 hours per week. 

INTERMITTENT - An intermittent work schedule requires employees to work on an irregular basis for which there is no prearranged tour of duty. 

ON-CALL - An on-call schedule is used when the work is sporadic or unpredictable. Such a schedule normally has an expected cumulative service period of at least six months in a pay status each year. 

SEASONAL - A seasonal work schedule is used when an employee works on an annually recurring basis for less than 12 months (2087 hours) each year. An example is an employee responsible for snow removal or seasonal grounds maintenance.

Each of the described work schedules has varying benefits and entitlements, such as leave accrual, paid holidays, health benefits, and life insurance. Employees should verify their specific entitlements with their servicing Civilian Personnel Advisory Center. 

RECRUITMENT INFORMATION

(The Department of Army has written a Quick Reference Guide to Recruitment Methods and Incentives for Appropriated Fund Positions which is available from their website www.cpocma.army.mil.  The direct link is www.cpocma.army.mil/HR Reference Guide4-7.doc but we are giving you the basic website in the event the direct link does not work in the future.) 

Below are questions that you need to consider when providing the information to the CPOC.     

Are you recommending specific recruitment sources or candidates?

Management must address the following when responding to this question:

Area of Consideration:

Options available:  

· Area of Consideration A 

· Area of Consideration B 

· Area of Consideration C 

· DEU and/or OPM

Our minimum area of consideration for permanent positions is defined as follows: 

Area of Consideration A - DA Career/Career-conditional employees.  

Area of Consideration B – This is our typical area of consideration for permanent positions which includes DA Career/Career-conditional employees to include DCIPS, ICTAP eligibles, VEOA eligibles, E.O. 12721 eligibles, NAF/AAFES eligibles, Transfer eligibles, Reinstatement eligibles, 30% disabled veterans, VRA eligibles, and Employment Program for People with disabilities.  Definition of these categories shown below.  

Defense Civilian Intelligence Personnel System (DCIPS):  

DCIPS is a Statutory System, authorized by title 10 USC, section 1601, for the Intelligence Community (IC) which includes DoD IC Agencies and the Intelligence Components within the Army, Navy, Air Force, and Marine Corps.  There is a Personnel Interchange Agreement which authorizes non-competitive movement of eligible employees between DCIPS and competitive service positions throughout the federal government.  SWD has one  position under DCIPS at the present time.

Interagency Career Transition Assistance  Plan (ICTAP:

Interagency Career Transition Assistance Plan (ICTAP): Placement assistance for positions at Federal agencies outside of DoD is provided by the ICTAP. Federal agencies provide information to OPM regarding vacancies for which applications are being accepted from outside that agency. They must then accept applications from surplus or displaced employees of other agencies who have received specific RIF separation notices. If determined well qualified, such individuals must be given priority consideration for the vacancies.

Actions Subject to the ICTAP -

When filling a vacancy from outside the agency's workforce, the agency must first clear the vacancy through the Reemployment Priority List and the DoD Priority Placement Program. If cleared, it must then give selection priority to ICTAP candidates. This means that the selecting official is required to select a well-qualified displaced employee from another agency who applies for a vacancy in the commuting area before selecting any other candidate from outside the agency. This requirement applies to all competitive service vacancies lasting more than 120 days unless specifically exempted in part 330 of the CFR. It applies to competitive and non-competitive appointments, transfers from outside the agency, and reinstatements. 

Veterans Employment Opportunities Act of 1998 (VEOA):

This includes veterans who are preference eligible OR separated after 3 or more years of continuous active service performed under honorable conditions.  Veterans who were released shortly before completing a 3-year tour may be  considered to be eligible.  ("Active service" defined in title 37, United States Code, means active duty in the uniformed services and includes full-time training duty, annual training duty, full-time National Guard duty, and attendance, while in the active service, at a school designated as a service school by law or by the Secretary concerned.)  A VEOA eligible competes under merit promotion procedures and is referred if best qualified.  The selectee is then given a career or career conditional appointment. 

Executive Order 12721:
This includes family members who were hired under overseas local dependent hire authority (E.O. 12721).  They have completed 52 weeks of service in selected types of appointments (while accompanying a sponsor officially assigned to an overseas area), received a fully successful or better performance rating, and are reemployed within three years following the date of returning from overseas to the United States.  Family members are defined as an unmarried child under 23 or a spouse.  

NAF/AAFES:

Applicants must have been serving in a continuing Nonappropriated Fund position for one year or more or have been involuntarily separated from NAF within the preceding year to apply for appropriated fund positions.  They may apply for any position.  There are special provisions for pay setting, crediting NAF experience, and transferring benefits.  

Transfer Eligibles:
This includes employees on career or career conditional appointments.  Applicants can apply for promotions, change to lower grades, or reassignments.

Reinstatement Eligibles:

This includes former employees who held career or career conditional appointments.  Former career employees have lifetime reinstatement rights.  Former career conditional employees have reinstatement rights for three years (unless the employee was a veteran, in which case they have lifetime reinstatement rights).  Former employees can be noncompetitively placed in positions at grades equal to or lower than previously held.  Former employees can also compete along with other candidates for positions at higher grades than they previously held. 

30% Disabled Veterans:

This includes applicants who are documented as having a 30% or more disability rating from the Department of Veterans Affairs.  Applicants must only meet the basic qualification requirements and physical requirements.  Once hired, applicants are placed initially into a temporary position and then converted to a career conditional appointment upon recommendation of the Supervisor.

People with Disabilities Employment Program:
Applicants are certified as eligible for this program by State vocational rehabilitation agencies or the Department of Veterans Affairs.  Applicants must only meet the basic qualification requirements and physical requirements

Veterans’ Recruitment Appointment (formerly Veterans Readjustment Authority)

On 7 Nov 02, Congress passed the Jobs for Veterans Act (Public Law 107-288).  The Act made significant changes to the Veterans Readjustment Act, to include changing the title of the Act to “Veterans’ Recruitment Appointment” (VRA).  The changes were effective immediately upon enactment of the law.

Under the new law, the following veterans are eligible for non-competitive VRA appointment:

· Disabled veterans;

· Veterans who served on active duty in the Armed Forces during a war or in a campaign or expedition for which a campaign badge ahs been authorized;

· Veterans who, while serving on active duty in the Armed Forces, participated in a United States military operation for which an Armed Forces Service Medal (AFSM) was awarded; and

· Recently separated veterans.  Recently separated veterans are defined as those who have separated from active service within the last three years.  

Applicants can apply for vacancies up to the GS-11 level or equivalent.  Applicants must only meet the basic qualification requirements and physical requirements.  Applicants hired under this authority are hired for a two year period in the expected service.  At the end of two years, the employee is converted to the competitive service if they have completed all of the required training, education and experience required and the supervisor recommends conversion.

NOTE:  Condition of discharge is under review at the time of this document so this could change.  Contact your CPAC Representative if a discharge of other than honorable is an issue.  

Area of Consideration C – Is used occasionally.   This includes all of the above, plus outstanding scholars.  If you are advertising using these areas of consideration, the RESUMIX process is used.  Outstanding Scholar appointments require the following:  

Applicants must have college grade point averages of 3.5 or better or must have graduated in the top 10% of their class.  This program can only be used for specific series (typically of a professional or administrative nature).  This program only allows entry at the GS-05 or GS-07 levels.

Delegated Examining Unit (DEU) or Office of Personnel Management (OPM) - When you envision filling your job with applicants outside of the above listed areas of consideration, you would fill your job by either advertising through the Delegated Examining Unit (DEU) or the Office of Personnel Management (OPM).  

a. The DEU is located in the SW CPOC at Fort Riley, Kansas.  We recruit using this unit when we are unable to find a suitable number of candidates using local recruitment procedures.  The DEU will announce positions, which are open to anyone.  The “Rule of Three” applies to DEU positions as does Veterans Preference and Spouse Preference.  This means that selections must be made from the top three candidates, keeping in mind that a candidate with veteran’s preference cannot be bypassed to select someone without preference.  Resumix procedures are NOT used for DEU positions.  Permanent, term and temporary positions may be filled using the DEU.

b.  Using OPM as a recruitment source is similar to using the 

DEU.   However, we recruit using OPM for occupations and grade levels which the DEU does not have delegated authority to hire.  OPM will announce positions, which are open to anyone.  OPM evaluates candidates and refers applicants for a position.  The “Rule of Three” applies to DEU positions as does Veterans Preference and Spouse Preference.  This means that selections must be made from the top three candidates, keeping in mind that a candidate with veteran’s preference cannot be bypassed to select someone without preference.    Applications are mailed to OPM not the SW CPOC.  Permanent, term and temporary positions may be  filled using OPM.  Contact your CPAC Representative  for details on which occupations are filled by OPM.   Also have to pay $$ for OPM services at the time the recruitment occurs.  Therefore, if you choose to use OPM then you will need to provide a Point of Contact, phone number for credit card information.   

c.  It is highly recommended that paid advertising (described 

below) be done concurrently when advertising thru DEU or OPM.  The manager must pay for the advertising in most cases.  

Grade level at which management wants the position filled:

Options available:  

· Fill job at GS-xx level 

· Fill job at GS-xx/xx/xx levels 

· Fill job at GS-xx level with promotion potential to the next GS-xx level.

· For grade 14 and 15 announcements - Corporate Selection requires announcements to be open for 30 days  Shirley added – how does it fit here?  Also, the SWD Board of Directors must approve the establishment of a new GS-14 or 15 position prior to announcing.

Management can request to fill a job at one grade level only or multiple grade levels with promotion potential to another grade level.  

Note:  If you want to fill a job at multiple grade levels, you must specify the grade level that you wish to receive a list for. 

Recruitment Sources:

Options available:  

· Open announcement xx days

· Initial cutoff xx days with final closing date xx,

· Request paid advertising through xx sources

· Request external and internal announcements have same opening and closing dates

a. Your position is generally advertised through a Resumix,  Delegated 

Examining Unit or OPM announcement.  Announcements are generally open for 14 days.  However, given the difficulty in filling a specific job, you may wish to also consider having paid advertising or opening your announcements for more than 14 days.  Some different alternatives include having an initial cutoff date, then keeping the announcement open until filled.  All GS-14 and 15 positions are filled through the Corporate Selection Process and are required to be open for 30 days.  

    b.  Doing paid advertising for positions using external recruitment is also paid for by the activity with the vacancy.

    c.   If you want the announcements coordinated with paid advertising then you 

indicate that information on the Gatekeeper Checklist of the RPA, Page 4, Part D – Remarks.  

Use of previously issued referral lists:
Referral lists issued by the SW CPOC/DEU/OPM are valid for 90 days from the date of issuance.  A manager may use a list generated for another position for their own position in lieu of beginning the recruitment process from the beginning.  To use another list, the position must be identical in nature, same pay plan, series and grade, same status, geographic location,  (permanent or temporary), and same tour of duty (fulltime or part time).  If you would like to exercise this option, see your personnel advisor to determine if an existing list is available.

Recruit actions have the following questions on the Gatekeeper Checklist:

AKO EMAIL ADDRESS:  

Everyone is required to have an active AKO account.  Please visit http://www.us.army.mil (or contact your IMO) if you do not have an AKO account established.   Since selection lists are sent to the AKO address entered on the Gatekeeper Checklist it is important that your AKO email is set up to forward to your Corps email address otherwise you will have to check your Corps email as well as your AKO email.  Instructions on setting up the AKO auto forward feature from your AKO to your Corps email is as follows:  

     a.  Log into AKO under your account (www.us.army.mil).  If you are unable to recall your password, click the "Lost Password" link at the bottom of the AKO main site page.

     b.  On the vertical menu bar to the left of the screen, click on "My Email Options" under the "My Account" header.  This will open the "Manage Email Preferences" window.

    c.  Under the "Update Your Email Information" title, click the "Forward Email (Non-AKO Account) radio button.

    d.  In both the "Forwarding Address" and "Confirm Forwarding Address" fields, type your Corps (or alternate) email address.

    e.  Scroll to the bottom of the window and click the "Submit" button.  A confirmation box will pop-up when the changes have been saved; click OK to this box, then close the "Manage Email Preferences" window.

DEFENSE NATIONAL RELOCATION PROGRAM (DNRP:
DNRP is a program designed to assist selectees and authorized DOD civilian employees to relocate from one duty station to another.  This program offers various services that can help in relocation.  (to include guaranteed home sale) This is generally only used for hard to fill jobs.   Each vacancy announcement must indicate whether DNRP will / won’t be offered. Therefore be sure this is entered.  Contact your CPAC Representative for additional information.  – See PCS below. The following websites will provide additional information:

http://cpol.army.mil/permiss/6b4.html
http://www.nab.usace.army.mil/whatwedo/realty2.htm
MOBILITY AGREEMENT:
There is a requirement for a mandatory mobility agreement for certain positions.  This primarily pertains to Department of the Army intern positions. Contact  your servicing CPAC Representative for more information.

OBLIGATED POSITION:
A position to which an employee has statutory restoration rights based on active military service, compensable injury or disability when fully recovered or return rights based on having served an overseas tour(s).  Typically this occurs when you have an employee who has accepted a position overseas for three to five years or the employee has left government service to enter the military. Obligated positions may also cover employees who have been on extended leave without pay under certain circumstances.     See PERMISS or your servicing CPAC Representative for more information.  http://www.cpol.army.mil/permiss/home.html Topic: Obligated positions.

When reviewing the Organization information in ART, these positions will be shown in  “orange highlight” and in the employee name block you will see “obl: and the employee’s SSN that the position is obligated to.

PERMANENT CHANGE IN STATION (PCS) PAYMENT:
This pertains to whether or not management is willing to pay to move someone to your organization.  Entitlements vary depending on whether it is a first time move in the government.   You should consider whether you have an adequate applicant pool locally before making this decision.   First time moves are only appropriate for hard to fill positions.  Contact your CPAC Representative or  PERMISS. http://www.cpol.army.mil/permiss/home.html Topic: Permanent Change of Station for more information.

PREMIUM PAY:

Additional compensation for regularly scheduled overtime, or Sunday work, and standby duty normally applies to positions such as firefighters and law enforcement officers.  See PERMISS or your local CPAC Representative for more information. http://www.cpol.army.mil/permiss/home.html Topic: Premium Pay.

*PRIORITY PLACEMENT PROGRAM (PPP) OPTION CODES:    

Enter any appropriate codes on the RPA, Page 4, Part D – Remarks.  The purpose of these codes is to specifically define qualifications and clarify job requirements to eliminate unqualified PPP matches.   Please note that not all series have codes available for use.  Link to the manual is as follows and the information is covered in Chapter 10 of the link.  http://asars.cpms.osd.mil/public/manindex.cfm.  Contact your CPAC Representative for assistance.  
RECRUITMENT/RELOCATION/RETENTION BONUS AND STUDENT LOAN REPAYMENT PROGRAM:  

Must be recommended by the selecting official/Division Chief and agreed to by the District Commander.  District Commanders may approve Recruitment and Relocations Bonuses and requests to offer Retention Bonuses must be approved by the Division commander.   All must be documented and presented in writing to the appropriate Commander for final approval. Use of these recruitment incentives must be made known to potential candidates and included on vacancy announcements; therefore, please coordinate with your CPAC Representative prior to initiation of the RPA.

SEPARATION INCENTIVE:

This bonus must be coordinated with your CPAC Representative prior to initiation of the RPA.

PHYSICAL REQUIREMENTS:
If there are any unusual physical requirements it has to be in the position description and would be noted here.  Any unusual physical requirements that are stated on the position description can be added at this point.  If it is not on the position description it can not be added without first having the position description modified.  

SPECIAL LICENSES/CERTIFICATIONS:
You will need to address the special type of commercial driver’s license required.  If you require any special license or certification not listed, select other then list  in the comments area of the Gatekeeper Checklist.  Example some positions may require that an Engineer have a professional license and other positions may require a valid driver’s license.  

TEMPORARY POSITIONS:

Temporary positions are positions that have a time limit of one year or less and do not entitle the incumbent to benefits.  Temporary positions are recruited using only DEU or OPM (depending on the occupation).  The only temporary positions that are recruited using a local vacancy announcement are those in the excepted service (e.g., Emergency hires, Student Temporary Employment Program, and Veterans covered by special appointing authorities).

TEMPORARY PROMOTIONS:
Temporary promotions require competition after 120 days to be continued.  Temporary promotions may be announced as having the potential to become permanent in certain circumstances.  Contact your CPAC Representative for assistance in answering these questions.  

TERM POSITIONS:
Term positions are positions that have a time limit beyond one year and entitle the incumbent to benefits.  Term positions are recruited using only DEU or OPM (depending on the occupation).  

UPWARD MOBILITY POSITION
Position is designed to meet organizational needs through planned on-the-job and formal training identified to a suitable target position.  Positions usually are tailored to specific mission and organizational needs. Restructuring of a position would be at entry level or intermediate grade levels with promotion into the designated target position.  Action is typically documented in a formal training and development agreement. http://www.cpol.army.mil/permiss/home.html Topic: Upward Mobility Positions.

Student Educational Employment Program:  
There are two components to this program:  Student Career Experience Program (SCEP) which was previously referred to as Co-op and Student Temporary Employment Program (STEP) which was previously referred to as Stay in School.  Students may be appointed to either  program if pursuing any of the following educational programs (part time or full time):


1. High school diploma or general equivalency diploma


2.  Vocational/Technical Certificate


3.  Associate Degree


4.  Baccalaureate Degree


5.  Graduate Degree


6.  Professional Degree

The SCEP program is a formally structured program that requires a written agreement by all parties involved (student, school, and district/division commander as to nature of the work (related to the student’s course work, continuation in school and successful completion of the program.  There is no economic or income criteria.  Students in the SCEP program may be converted to a permanent position upon completion of their education and their experience.

The STEP program consists of temporary jobs not to exceed one year that may or may not be related to the student’s course work .  Again there is no economic or income criteria.  Students may not be retained beyond graduation.

RESOURCE MANAGEMENT INFORMATION

	Be sure to select the option to send to RM once the last segment of the Manager segment of the Gatekeeper Checklist is completed.  The question asked is as follows.  Will this action be sent to another office for completion of the Resource Management data?    Be sure to select YES.  

he Resource Management Office is allowed to change information in their area of the Gatekeeper Checklist but are unable to change any of the Manager Information, therefore, if changes are required then their only option is to return the RPA to the originating office for corrections.  

This problem could occur if the Manager selects a military funded position in lieu of a civil funded or vise versa.    It is important to know that the first step taken by the Manager in selecting the Position Information is to select the organization code of the position that is to be filled.  A part of  the organization code includes the UIC code which designates the position as Civil or Military.

UIC CODES:  

Southwestern Division -  Civil        W2SUAA

                                        Military   W076AA

Fort Worth District -        Civil        W2SUO2

                                       Military    W07602

Galveston District -         Civil        W2SUO3

                                       Military    W07603

Little Rock District  -       Civil         W2SUO4

                                       Military    W07604

Tulsa District -                Civil         W2SUO5

                                       Military    W07605

MEPS/DRC -                         Only have Military Funded Positions

	

	
	
	


AMS CODE

Only needs to be entered if different from information on the position selected to fill in the Position Information on Gatekeeper.  This information will be verified and changes made as appropriate by the Manpower Office.

TDA PARAGRAPH AND LINE NUMBER:

Self-Explanatory.  Enter the paragraph and line number.    

STANDARD WORK CENTER CODE :

This information will be entered by the Manpower Office.

APC CODE:  

Not used by the Corps of Engineers.

COST CENTER CODES:

Not used by the Corps of Engineers

EXAMPLE BELOW OF MANPOWER PORTION.
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