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    7  March 2001

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure E-00-12, Resumix Referral Procedures  (Amended) 

1.  PURPOSE.  To provide guidance, instructions and procedures for (1) the timely processing of resumix referrals and (2) the criteria for the issuance of second and subsequent Resumix referrals.   This supersedes the previous SOP dated 28 December 2000.

2.  SCOPE.  This guidance applies to West Region management officials, Civilian Personnel Advisory Centers (CPACs) and the West Civilian Personnel Operations Center (WCPOC).  The procedures in this SOP apply to the issuance of all Resumix referrals.  This SOP does not apply to DEU referrals.

3.  POLICY.  Within the West Region, it is the intent of the CPACs and WCPOC to provide management with timely referrals containing quality candidates, maintain the integrity of the Merit Promotion Program and to provide quality service to our customers. 

4.  RESPONSIBILITIES/PROCEDURES FOR ISSUING RESUMIX REFERRALS.

    a.  WCPOC will:

(1) Prepare and issue Resumix referrals with an initial suspense date of 10 calendar days from the date of issuance, consistent with the Army Business Process Maps.  
(2) Monitor outstanding referrals and report to the CPAC through the biweekly Outstanding Referral Report. 

(3)  Upon written request from management or the CPAC, grant an extension.  Approval for extensions of referral due dates will be at the Customer Focused Division (CFD) Branch Chief level.

(4)  In an effort to facilitate the timely processing of referrals, the CFD Branch Chief will contact the CPAC or manager to follow-up on the status of referrals out to management 30 or more days.  
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 (5)   When a determination is made that the manager is not prepared to make a selection from the list, the CPOC will cancel the referral list and close the Request for Personnel Action (RPA).    
    b.  CPAC will:

 (1)  Provide advice to management concerning the referral, the need for timely processing of selections and the need to maintain the integrity of the merit principles.

(2) Follow up with management on outstanding referrals.

(3) Communicate management concerns about referrals to the CPOC.

(4) Coordinate with management and the WCPOC as required, on requests for extensions 

to referral due dates. 

    c.  Management will:

        (1)  Review referrals and make appropriate selections.  Every effort will be made to make timely selections.  

        (2)  When unable to make a timely selection (i.e., 30 days or less) communicate with the WCPOC representative directly or through the CPAC concerns/issues regarding the referral list. 

        (3)  If unable to make a selection within 30 days, due to scheduled or unscheduled leave, TDY, or heavy workload, arrange for the selection to be made by another authorized official (i.e. next higher level in the chain of command) or return the referral to the WCPOC.  If the referral is returned to the WCPOC, the referral and related RPA will be canceled.   Once management is ready to recruit and select for the position, they must submit a new RPA.

(4)  When selection panels are required, begin scheduling the panel prior to or immediately after receiving the Resumix referral in order to complete the selection process in a timely manner.


5.  RESPONSIBILITIES/PROCEDURES FOR REQUESTING SECOND AND SUBSEQUENT RESUMIX REFERRALS.

    a.  To protect the integrity of merit principles and ensure fair practices, the WCPOC will review each request for second or subsequent referrals on a case by case basis.  
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(1)  Generally, requests for second or subsequent Resumix referrals will be honored when there are less than three available candidates on the referral.  Non-availability of candidates will be verified by review of the fully documented initial referral, reflecting the applicants who declined, failed to reply, or were unreachable.  

(2) The WCPOC CFD Branch Chief, who will consider all the facts of the case and 

determine if a subsequent referral is warranted, will review requests for second or subsequent referrals for other reasons.  Requests for additional referrals because a known applicant did not apply in a timely manner will not be approved.   When reviewing requests for subsequent referrals, the CFD Branch Chief will ensure the integrity of the Merit Promotion Program.  

     b.  The CPAC will advise management on requirements for issuance of second and subsequent Resumix referrals.

     c.  Management will:

        (1)  Review referrals and make timely selections.        

        (2)  Document on the referral those applicants who decline, fail to respond or are unreachable.  

        (3)  When requesting additional referrals based on the lack of sufficient available candidates (normally less than three), fax a copy of the fully documented referral to the appropriate WCPOC staffing representative. 

(4)  When requesting  additional referrals when there are three or more available candidates, fully communicate the reason for your request to the WCPOC representative.







                    /S/














     MARY M. RODRIGUEZ

     Director, West Civilian Personnel

        Operations Center
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