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7 August 2000

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure E-00-09, Procedures for Verifying Employment Eligibility of External Hires

1.  PURPOSE.  To provide procedures for verifying employment eligibility prior to processing an action on a selected applicant. 

2.  APPLICABILITY.  This guidance applies to Civilian Personnel Advisory Centers (CPACs) and the West Civilian Personnel Operations Center (WCPOC).

3.  POLICY.   Within the West Region, it is the intent of the CPACs and CPOC to meet management’s needs and fill jobs as quickly as possible.  This intent was considered when developing the procedures described in this SOP, to ensure unnecessary time was not added to this process.   

4.  DEFINITION.  Critical hires include positions, which are essential for safety, life sustainment, or emergency medical reasons (i.e., firefighters, police officers, doctors, operating room nurses, etc.).  Critical hires also include positions which are of high-level command interest (i.e., secretary to a Commander, an Executive Assistant position, etc.).

5. RESPONSIBILITIES/PROCEDURES.

     a.   CPAC will:

(1) Notify the CPOC when management has made a tentative selection.

(2) Contact the selectee and extend a tentative job offer, once the CPOC has

indicated that the Priority Placement Program (PPP) is clear.   

(3) Instruct the selectee to send the documentation needed for an eligibility

determination to the CPOC staffing team. 

               (a) Provide selectee with Information Sheet (Attachment) or information contained on the sheet.  If forwarding Information Sheet to the selectee, mark the Eligibility Claimed for the recruitment source under which they were selected, to assure they know which documentation to send to the CPOC.   
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If the Information Sheet is not forwarded to the selectee, make sure they are advised as to the documentation required and the procedures to use for faxing or mailing the information.

               (b) Sample of the documentation required to verify eligibility is provided on the Information Sheet. 
          (3) Advise the selecting official and the selectee that an entry on duty date cannot be established until the appointment eligibility of the selectee has been confirmed by the CPOC.

(4) Ensure fulfillment of any pre-employment requirements (i.e. security

clearance, work permit, physical examination, etc.).

(5) Once the employment eligibility has been confirmed, contact the selectee to

extend a firm job offer and coordinate an entry on duty date.  

(6) Advise the CPOC and management of the entry on duty date.

(7) In-process selectee and forward the in-processing paperwork to the CPOC 

Staffing Team by overnight priority mail no later than the day following the entrance on duty date (refer to External SOP #E-99-07).  

(8) In the case of critical hires, do everything possible to get the required 

information to the CPOC immediately.  For example, obtain the documentation from the selectee and fax it to the CPOC or assure the selectee faxes the information directly to the CPOC that same day.   
b. CPOC Staffing Team will:

(1) Upon initial contact from the CPAC that a tentative selection has been made, 

determine if PPP is clear and advise the CPAC accordingly.

(2) Review the documentation submitted by the selectee to assure the selectee

has provided sufficient information.  If the documentation is invalid or incomplete, contact the selectee to obtain sufficient information.  

(3) For a routine hire, make the employment eligibility determination and advise 

the CPAC no later than two workdays after receipt of the required documentation.  
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 (4) In the case of critical hires, notify the CPAC of the eligibility determination the 

same day that the documentation is received from the selectee.  

  (5) Process the personnel action.







     MARY M. RODRIGUEZ

                                                                      Director, West Civilian Personnel

                                                                          Operations Center

Enclosure
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CPAC, Fort Huachuca, ATTN: ATZS-CP

CPAC, Yuma Proving Ground, ATTN: STEYP-CS-CP

CPAC, Sierra Army Depot, ATTN: SIOSI-CP
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Chief, Staffing Services Division

Chief, Information Services Division

Chief, Management Support Office
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INSTRUCTIONS FOR SUBMITTING PRE-EMPLOYMENT VERIFICATION DATA

A firm job offer cannot be made until your employment eligibility has been verified by the WCPOC. 

Documentation required to verify employment eligibility may either be faxed or mailed to the CPOC, but in either case, the envelope or cover sheet must be clearly marked as “PRE-EMPLOYMENT VERIFICATION DATA”.   

(i) Fax to commercial (520) 538-0028  DSN 879-0028

(ii) Mail to:  Department of the Army

  
West Civilian Personnel Operations Center

  
Greely Hall, Building 61801

  
ATTN: SFCP-W-S (______________)  (CPAC must include the CPOC POC’s name)

  
Fort Huachuca, AZ 85613-5000

The following are samples of documents that support your claim for appointment eligibility.   To assist in determining which documentation you are required to submit, the recruitment source under which you were selected is marked below.   

Eligibility Claimed


Proof Required

_____
Inservice (Other Army)


SF50 showing current career/career-conditional 

competitive status

_____   Reinstatement 



SF50 showing previous career/career-

conditional competitive status 

_____  Transfer
SF50 showing current career/career-conditional competitive status

_____  VRA




DD214

_____   30% Disabled Veteran


DD214/SF15/Letter from VA dtd within 12 months

_____  VEOA




DD214

_____  Individual with Disability


Certification of disability from VA or State 

Vocational Rehabilitation Agency

_____  Executive Order 12721


Copy of sponsor’s PCS orders; and SF50s 

showing 12 months of overseas employment or 

  other official documentation


_____  NAF Interchange Agreement

NAF Notification of Personnel Actions showing 

permanent tenure and continuous employment 

for at least one year


_____  CIPMS Interchange Agreement

SF50 showing permanent tenure and continuous

employment for at least one year


_____  Student Employment Program

Proof of enrollment as a student in an academic, 

vocational, or technical accredited school, 

college, or university.
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