DEPARTMENT OF THE ARMY

OFFICE OF THE ASSISTANT SECRETARY

(MANPOWER AND RESERVE AFFAIRS)

WEST CIVILIAN PERSONNEL OPERATIONS CENTER

GREELY HALL,  BUILDING 61801

FORT HUACHUCA,  AZ  85613-5000

        RE

[image: image1.wmf]                            

           
SFCP-W-S (1oo)                                                                             13 November 2001

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: External Standard Operating Procedure No. E-99-07 for In-processing New  Employees.  (Supersedes previous SOP dated 20 September 2001)


1.  PURPOSE:  To ensure that employees are paid properly and timely, consistent and efficient 


procedures are required for the in-processing of new employees by the Civilian Personnel 


Advisory Centers (CPACs) and the West Civilian Personnel Operations Center (WCPOC).


2.  SCOPE:  These responsibilities and procedures apply to the CPACs within the          


West Region and to the WCPOC.


3.  RESPONSIBILITIES AND PROCEDURES:



a.  CPAC will:



     (1) Obtain any required forms to verify employment eligibility (i.e., DD 214, SF 

                        
15, VA letter, Notification of Personnel Action (NPA), etc.)



     (2) Verify with the servicing personnelist at the WCPOC Customer Focused


Division (CFD), upon selection, that job offer may be extended (i.e., PPP is clear, qualifications


and eligibility are met, no pending issues).



     (3) Notify the WCPOC CFD staffing team as soon as job offer has been made


and accepted and provide the entrance on duty (EOD) date.



     (4) Inform the WCPOC and Customer Service Representative (CSR) immediately if


 EOD changes.



     (5) Provide the selectee with the in-processing forms for completion as soon as

            
possible.  All forms may be completed prior to EOD.



     (6) In-process all new hires and ensure all appropriate forms are completed

 
and included in the processing package.  The complete package containing all required 

forms listed in Appendix A, Part I should be forwarded via overnight mail to the WCPOC CFD staffing team no later then the day following EOD.  All forms indicated in Appendix A, Part II should be forwarded to the CSR.  The forms listed in Appendix A, Part III should be forwarded to the Office of Personnel Management (OPM) National Agency Check Center (NACI Center).  CPACs will retain any locally required forms not listed.
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(7) Ensure all in-processing forms are signed and dated prior to forwarding to the 

WCPOC.  The OF 306 must be signed by employee and CPAC Representative on or before the effective date.




(8) Provide employee data listed in Appendix B by fax or e-mail to the WCPOC CFD

staffing team when unable to forward the in-processing package by overnight mail.  The applicant can complete Appendix B during in-processing.




(9) Forward other completed supplemental forms to the WCPOC CFD staffing team for


 MDCPDS update (if applicable) and inclusion in the OPF.  Forms are identified at Appendix C.



b.  WCPOC CFD staffing team will:

(1) Verify that offer can be made (i.e., PPP is clear, selectee meets qualifications and


eligibility requirements) and inform CPAC.

(2) Obtain SF75 information on all employees.

(3) Provide Nature of Action to the CPAC for processing NACI.

(4) Upon receipt of the in-processing package, or a faxed copy of Appendix B, ensure 


prompt processing of the Request for Personnel Action (RPA).  

(5) Update/correct employee data upon receipt of in-processing package and/or receipt of


 forms and elections at a later date.


Encl                                                                                       MARY M. RODRIGUEZ










   Director, West Civilian Personnel
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APPENDIX A

IN-PROCESSING FORMS

PART I


Forward the following forms to the WCPOC, CFD staffing team via mail:

(1) SF 171, OF 612 or Resume

(2)    SF 61 – Appointment Affidavit

(3)    OF 306 – Declaration of Employee (signed on or before EOD date)

(4)    SF 144 – Statement of Prior Service

(5)    DD 214 – Discharge Certificate – Member 4 copy (for employees claiming prior    

          Military service)

(6)    Uniformed service retirement data (date, component designated, and Grade/rank)

(7)    SF 15 – Application for 10 point Veteran Preference, signed by applicant and CPAC  

          Representative (if applicable)

(8)    Statement from the Veterans Administration documenting a service Connected

          disability, dated within 1 year (if applicable)

(9)    SF-813 – Verification of a Military Retiree’s Service in Non-Wartime Campaigns or  

          Expeditions (if applicable)

(10) SF 181 – Race and National Origin Identification

(11) Applicant’s Statement of Selective Service Registration Status (needed only for males            

          whose year of birth is 1960 or later)

(12) Military Reserve Status (if applicable)

(13) Transcripts (if required for the position)

(14) Employee’s address (to include city, state and zip code)

(15) 19 – Naturalization Date

(16) TSP 19 – Transfer In/Out (TSP Loan Information only)

(17) SF 256 – Self Identification of Medical Disability

PART II


Forward the following forms to the appropriate Customer Service Representative (CSR):

(1) SF 1199A – Direct Deposit Form

(2) W-4-Employee’s Withholding Allowance Certificate

(3) State Withholding Form

PART III

Forward the following forms to the Office of Personnel Management (OPM) National Agency Check (NACI) Center for processing:

(1)    SF 85/86 – Security Clearance forms (All corrections must be initialed by the                  


applicant)



(2)
SF 87 – Fingerprint Cards 

(3)
OF 612, Resume or SF 171




APPENDIX B

INFORMATION REQUIRED FOR MDCPDS INPUT


NAME: ____________________________________   SSN:_____________________


(1) Please provide dates of all military service_________________________________

       ___________________________________________________________________

( 2) Uniformed Service Retirement Data (include date retired, grade/rank at retirement and

           
component designation) ________________________________________________


(3) Are you currently in the Reserves?      Yes       No  If yes, please check the appropriate 

       
component:       Army      Navy       Air Force        Coast Guard       National Guard


(4) Educational (number of years completed, type of degree, college major, number of semesters

  
      or quarter hours earned, year attended, name of college or university)___________________


                   ___________________________________________________________________________


(5) Employees address (street, city, state, and zip code)_________________________________

                   __________________________________________________________________________

   
(6) Race and National Origin identification (See SF 181)________________________________

      
(7) Identify any Medical Disability or Handicap (See SF 256)____________________________

     
(8) Previous Life Insurance election (if known)_______________________________________


(9) Previous Health Benefit election (if known)_______________________________________



(10) US Citizen     Yes       No   Provide Naturalization information if applicable_____________

                      _________________________________________________________________________ 


 
(11) Previous retirement coverage: CSRS       CSRS Offset         FERS

 
(12) Please provide dates of any Service covered by the Civilian Service Retirement System (if 


        known)____________________________________________________________________

APPENDIX C

SUPPLEMENTAL FORMS

PART I

Forward these forms by mail, upon receipt, to the CFD, WCPOC:


(1) Other Retirement System Election Forms (if applicable)

(2) SF-1152 - Designation of Beneficiary for Unpaid Compensation (optional)

(3)  SF-2823 - Designation of Beneficiary for FEGLI (optional)

(4)  SF-3102 - Designation of Beneficiary for FERS-Retirement (optional)

PART II


Forward the following form to the Office of Personnel Management (OPM):


(1) F-2808 - Designation of Beneficiary for CSRS-Retirement (optional)
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