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20 September 2002

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedures E-04-01 for Reconsideration of Delegated Examining Unit (DEU) Examining Decisions 

1.  PURPOSE.  To establish the West Civilian Personnel Operations Center (WCPOC) DEU procedures for applicants to request reconsideration of original examining decisions.

2. SCOPE.  These procedures apply to all candidates that apply for employment consideration through a vacancy announcement issued by the WCPOC DEU. 

3. RESPONSIBILITIES AND PROCEDURES.

a. Examining decisions made by the WCPOC DEU are subject to reconsideration when an applicant has demonstrated that a review is reasonable and warranted.  Applicants should submit a request in writing and indicate why they believe the original decision was not proper, i.e. what factors were not considered and any other pertinent information which supports their request and enables the reviewing official to reevaluate the decision.  Additional information from the applicant will not be accepted in the review process.

b. Although there is no time limit for such reviews, reconsideration is normally limited to that period in which reconsideration of the case is possible, i.e. the case file has not been destroyed in accordance with the record’s disposition schedule.  Requests for review of the original examining decision should be addressed to the West Civilian Personnel Operations Center (WCPOC), ATTN DAPE-CP-W-CFB (90) DEU, 2133 Cushing St Rm 1614, Fort Huachuca AZ 85613-7076 

c. A written response will be provided to the applicant within 5 workdays after the applicant’s request is received in the WCPOC.

d.  After receiving the explanation, if the applicant is still not satisfied, they may request a further review by submitting a written request to the DEU Team within 20 calendar days after the date of the response to the first request.  The Chief, Customer Focus Division 2 or his/her designee will conduct a review and prepare a written finding within 10 workdays after receipt.  This determination will be final.
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e. The WCPOC will not delay a selection action on any vacancy because of a rating appeal unless requested to do so by the selecting official.

f. It is the responsibility of the applicant at the time the initial application package is submitted to ensure that all relevant information to include education, experience, knowledge, skills, and abilities (KSAs) is included with the application.  They are also responsible for ensuring all experience mentioned in the KSAs is substantiated by including it on their application/resume.  Applicants are also responsible for providing copies of college transcripts when the education is either required or is being substituted for any required experience as outlined in the vacancy announcement. 
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