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West Civilian Personnel Operations Center

5 February 2001

INTRODUCTION

Welcome to the West Region Manager’s Kit for Recruitment and Selection through Resumix.  This kit is prepared to assist you in your efforts to recruit for qualified candidates through the use of the Resumix Automated Referral System.   

Resumix is a new business process used by the West Army Civilian Personnel Operations Center (WCPOCs) to fill your vacant positions.  This new way of doing business is more streamlined and takes advantage of state-of-the-art information technology widely used in the private sector.  Resumix interprets and extracts information on experience and education from applicants’ resumes.  The system maintains the information in a database for future search and retrieval by the WCPOC to find the best qualified applicants for referral to you.   

All positions filled in the West Region are filled through Resumix, with the exception of:

· Career Program positions filled at mandatory DA referral levels.

· Attorney positions.

· Positions recruited through Delegated Examining Unit (DEU) processes.

· Defense Language Institute (DLI) Faculty System positions.

This kit is intended to provide you with an understanding of Army’s Regionalization initiatives and guidance on the Resumix recruitment process.  Additional information may be obtained from your local servicing Civilian Personnel Advisory Center (CPAC).

PREPARED BY THE

DEPARTMENT OF THE ARMY

WEST CIVILIAN PERSONNEL OPERATIONS CENTER

BLDG 61801

P. O. BOX 12926

FORT HUACHUCA, AZ  85670-2926

Web site:  www.wcpoc.army.mil

A.  Regionalization – what it is all about!

  1.  For those managers and supervisors who have been around for many years, and even for those of you who are new, the Regionalized Civilian Personnel community may seem a little confusing.  It is important for you to understand that the basic merit promotion principles for recruiting within the Federal Government have not changed because of Regionalization.  The roles of the key players in the recruitment process may have changed a little, but the basic process is still the same.  

  2.  So then you ask Why Regionalize?  The answer is simple, an estimated cost savings to the Federal Government of approximately $2.0 billion per decade.  It was clear that the Federal Human Resource Management System was bogged down in antiquated processes, regulations and paperwork.  Regionalization began with the President’s memo “Streamlining the Bureaucracy” in 1993 and with the Vice President’s National Performance Review in 1993.  And here we are today, operating our Human Resource management responsibilities in a regionalized environment.

  3.  The West Civilian Personnel Operations Center (WCPOC) was established in March 1998, to service the 12 western United States.   The WCPOC reached full operational capability in August 1999, and in doing so, brought the Army to 100% regionalized civilian personnel services.  Located on various installations throughout the region are the Civilian Personnel Advisory Centers (CPACs).  A map depicting the Army’s regionalized structure is shown on the next page.  The CPOC and CPACs work together with you, Mr./Ms. Manager, to provide the best Human Resource services possible.  

  4.  Regionalization can only be successful with the use of automated systems and streamlined processes.  Here in the West Region we utilize Resumix, an automated referral system; email system to receive applications and transmit referrals; and open continuous vacancy announcements.  These processes are discussed in detail in this kit.
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B.  The Players

  1.  The Applicant:  Both internal and external applicants apply to the WCPOC for consideration for positions in the West Region.  Applicants must submit their resume in accordance with the “Resume Kit for Jobs in the U.S. Army West Region”.  This kit may be found on the West Region home page, www.wcpoc.army.mil, under Employment Information.  If access to the web site is not available, copies of the Resume Kit may be obtained at the local Civilian Personnel Advisory Center (CPAC). 

  2.  The Selecting Official:  The selecting official begins the requisition and selection process by initiating an automated Request for Personnel Action (PERSACTION SF52), receives a referral list of qualified applicants, interviews applicants according to local procedures, and makes a final selection. 

  3.  The Civilian Personnel Advisory Center (CPAC):  The CPAC provides guidance and assistance to selecting officials in identifying required and desired skills, recruitment strategies, fill sources, guidance on order of selection, etc. as required.  The CPAC also receives the completed referral with selection justification from the selecting official, verifies the appointment eligibility of the selected candidate, conducts in-processing of the new employee, and forwards documents to the WCPOC.

  4.  The West Civilian Personnel Operations Center (WCPOC):  The WCPOC receives resumes from applicants and enters them into the Resumix automated data base, receives PERSACTION SF52s from the CPAC for specific vacancies, screens the Resumix data base and rates applicants against OPM qualification requirements.  The WCPOC is also responsible for monitoring the Priority Placement Program and processing personnel actions to effect selections.

C.  Comparison of old and new system

Core Processes Unchanged


Manager still identifies the required Knowledges, Skills and Abilities (KSA’s) necessary for successful performance on the job.  


The Civilian Personnel Staffing Specialist’s functional expertise is still required in determining that applicants meet the Office of Personnel Management qualification requirements.


The applicant is still required to submit an application, identifying his/her skills and employment data.


A referral of qualified applicants is still issued to the selecting official.

What Has Changed


Managers now identify the required and desired skills necessary for successful performance on the job.  These are simply shortened versions of the KSAs identified under the old system.


The Personnel Staffing Specialists responsible for rating and ranking the applicants are no longer located on the installation, but are now physically located at the West Civilian Personnel Operations Center (WCPOC), at Ft Huachuca, AZ.  


The applicant only submits one application, called a resume, and a one page supplemental data sheet for continuous consideration for multiple positions.


The referral is issued via email directly from the WCPOC to the manager, with a copy to the CPAC

D.  The Recruitment Process:  

  1.  How to begin:  

        a.  Verify/establish the position description (PD):  The first step in any recruitment effort, whether it is for a recently vacated position or for a newly established position, is to ensure that you have an accurate properly classified PD.  If you have a current, valid PD, then you may simply attach this to your recruitment action.  If you do not have a current, valid PD, then you will need to establish one, using the various automated programs available to you (FASCLASS, COREDOC, etc) or start from scratch if you cannot locate an existing or automated PD that is appropriate.  Follow your installation’s policies and guidelines for classification authority.  You may need to work with your Civilian Personnel Advisory Center in this process.  

b. Initiate the PERSACTION SF52:  The second step is to initiate 

The automated recruit PERSACTION SF52, indicating your intention to fill a vacancy, what sources your wish to recruit from, and the skills required for the position.  Instructions for initiating and flowing PERSACTION SF52s are found in the Functional Process Improvements Desk Guide.  The most recent version may be found on the web at www.cpocma.army.mil/TMD/tools/ppi.htm“, then scroll down to “other sources” and click on “FPI Desk Guide”.  There are also several WCPOC External Standing Operating Procedures (SOPs) available to assist you in accurately completing your recruitment request.  These are available on the WCPOC web site at www.wcpoc.army.mil, click on “Policy & Guidance Information”, then click on “SOPs”.  Of particular importance to an accurately completed PERSACTION SF52 is SOP #E-01-01, PERSACTION Routing and Legacy System Gatekeeper Procedures.  This SOP contains current guidance on routing PERSACTIONS and required information that must be included on each PERSACTION SF52 request, so that the action can be accomplished without delay.  A sample PERSACTION SF52 is also included in this kit.  Attach the existing or proposed PD to the PERSACTION SF52 and forward the action through your established chain for approval authorities.  

  2.  Recruitment Sources:  

        a.  As a selecting official, you have the option of recruiting from any source that provides a sufficient number of qualified applicants.  You should also take into consideration your EEO affirmative action goals when deciding on the appropriate source.  A “source” is defined as a group of applicants eligible for a specific appointment authority, i.e. VRA - all applicants eligible for a Veterans Readjustment Appointment.  These are also referred to as “Employment Categories” or “Area of Consideration”.  You may recruit from one, some or all sources.    Examples of the various sources that may be used through the Resumix automated referral system are:


Inservice – all internal career and career-conditional employees.


VRA – Veterans Readjustment Appointment applicants.


VEOA – Veterans Employment Opportunity Appointment applicants.


Reinstatement – previous career or career-conditional Federal employees eligible for reappointment to the Federal Service.


EO – external applicants eligible under Executive Order 12721 (family members).


Transfer – all current career or career-conditional employee employed with other Federal Agencies, i.e. Navy, Air Force, Social Security, etc., who are eligible for transfer to Army.


CIPMS Interchange Agreement Eligibles – all permanent CIPMS employees eiligible for transfer to a competitive service position.


30% DAV – all applicants who are 30% Disabled Veterans. 


Handicapped Program – all applicants who are certified as severely disabled by the State Rehabilitation Office.

The sources cited above are the more common sources used.  There are many other appointing authorities available.  You should work with your servicing CPAC in selecting the recruitment source appropriate to your needs.  

        b.  If you want to recruit from all sources available to you, you simply identify “All Sources” as the area of consideration on your gatekeeper checklist (SOP-E-01-01).  This will result in a referral of all qualified candidates from Resumix that possess your required and desired skills.  However, you should use this option wisely.  If narrowing your search for candidates to one source will provide an adequate pool of candidates, then you should only identify that source.  For example if you know that you have a sufficient number of current employees eligible for promotion, and you will likely select from that source, then only identify “inservice” as your recruitment source.

        c.  You may also choose to fill your vacancy from a competitive referral list established by the Delegated Examining Unit (DEU) at the WCPOC.  This source should be utilized only when considering applicants that are not eligible to be considered through Resumix.  Resumix considers applicants with some type of “appointable” status, such as Inservice, VRA, Transfer, Temporary, etc.  However, all U.S. citizens may apply on a DEU announcement.  Consult your local servicing CPAC for required documentation to recruit using this source.  If you feel that you will need to recruit through this means, you need to specifically identify “DEU” as a recruitment source on your recruit action, regardless of the other sources you have identified.  You may recruit through DEU as your sole means of recruit, or you may recruit through DEU in addition to using Resumix.  

REMEMBER – You only need to identify sources that will provide you a sufficient number of qualified applicants.  It is not necessary to recruit from all sources when one source is sufficient and you will likely fill from that source.  Unnecessary expansion of recruiting sources may only delay issuance of a referral.  Knowledge of the type position you are filling and previous sources used will aid you in your decision.  You may also contact your servicing CPAC for advice.

  3.  Required and desired skills:
        a.  Resumix uses “skills” to distinguish the highly qualified applicants, which are shortened versions of the old Knowledges, Skills and Abilities.  There are two types of skills:

REQUIRED SKILLS:  Job-related skills which applicants must possess to successfully perform the duties of the position within a reasonable period of time.

DESIRED SKILLS:  Job-related skills that are desirable but not required for successful job performance.  These are skills that can be learned on the job.  It is highly recommended that you to identify the required and desired skills relevant to the position be filled, and to enter this information the notes section of the PERSACTION SF52 or as an attached document (reference SOP #E-01-01).   You will need to state these skills in one or two word statements.  

IMPORTANT:  You must protect the confidentiality of the required and desired skills.  This information is the candidate evaluation criteria.

  4.  Other information:  It is also necessary for you to identify any special requirements of the position (see SOP #E-01-01), such as Acquisition Certification, maximum entry age, security clearance requirements, required travel, licenses, employment physicals, drug tests, etc.  Please also, as selecting official, include your name, email address, DSN phone, FAX number, and mailing address.

  5.  Forwarding the PERSACTION SF52:  

        a.  Once your PERSACTION SF52 is completed, you need to send your request through your organization’s established channels, to your local servicing CPAC.  Your CPAC representative will review the PERSACTION SF52, ensure that all required information is included, and contact you to discuss your recruitment options, as necessary.  

        b.  The CPAC representative will then forward the PERSACTION SF52 to the WCPOC Customer Focused Division Gatekeeper.  The gatekeeper will ensure that all required information is included and forward the action to the respective Classification representative.  Upon completion of Classification procedures, the Classification representative will then flow the PERSACTION SF52 to the WCPOC Customer Focused Division, Staffing representative.  .

        c.  The Staffing representative will begin the recruitment process.  This entails initiating procedures to clear the DOD Priority Placement Program (PPP) during the recruitment process, entering your vacancy information on the Recruitments in Progress (RIP) (see block below) on our web page, and beginning the referral procedures.  The WCPOC representative developing the Resumix referral will contact you (at the phone number you provided on the PERSACTION SF52) to further discuss the required and desired skills and to refine the skills if necessary.  The completed referral will then be forwarded to you via email with a copy to the CPAC.  The WCPOC Customer Focused Division has a working standard to issue Resumix referrals within five days of receipt of the PERSACTION SF52 in the Staffing Services Division.

Recruitments in Progress (RIP) is a listing of all recruits action in the WCPOC Customer Focused Division (CFD) that are currently being processed.  The recruit action is placed on the RIP listing when it is received in WCPOC CFD and removed from the RIP listing when a referral list is issued, committed to a priority candidate, or canceled by management.  Referrals are issued as soon as possible, therefore candidates who do not already have their resume on file, may miss consideration.
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6.  The Referral:
        a.  The Resumix referral is composed of several sections, each providing you with valuable information.


COVER LETTER:  Identifies the position for which the referral is issued, the Requisition number used for tracking purposes within the WCPOC, and the PERSACTION SF52 number of the recruit action you submitted.  It also reflects a suspense date by which you should complete your selection process.  Please read this letter carefully as it provides guidance on the selection sources, interview requirements, and selection documentation.


EEO STATISTICS:  This section identifies the numbers and types of applicants who have been referred, by male and female, and by ethnic background.


REFERRAL LIST:  The actual referral list also identifies the vacancy for which you are recruiting.  The list will reflect the various recruitment sources you requested and the applicants within each source.  The referral also includes a place for you to document your selection, alternate slection, and reason for selection.


APPLICANT RESUMES:  You will receive the Resumix resumes for each applicant referred.  You will not find any supporting documentation with the resumes, such as DD214s, SF 50s, appraisals, etc.  These documents will be obtained by the CPAC for the selected candidate only.

        b.  Upon receipt of the referral list, it is now time for you to do the most difficult portion of the recruiting process – make a selection.  You will have available to you the resumes for all applicants referred.  You will not receive any additional documentation with the resume such as certificates of awards, appraisals, etc.  You may also interview the applicants.  Follow your agency’s guidelines on interview requirements.  If you choose to interview some interviewing tips are provided on the following page:

INTERVIEWING DO’s

· Schedule the same amount of time for each interview.  Allow yourself time between interviews to record ratings and complete notes.
· Allow candidates time to read the job description before the interview.  This saves time for you and avoids any appearance of administering a speed-reading test.
· Welcome the candidate and explain the interview process.
· Discuss any unusual working conditions; i.e. shift work, overtime, frequent travel, etc. with the candidate before the actual interview.  State these up front as conditions of employment.
· Ask each candidate the same set of questions.  Document the results of the interview.  The interview process, along with other evaluation factors, help determine the best candidate for the position.
· Compare all candidates on the same basis.  Review the total picture after you have completed all interviews.
· Avoid the “Halo Effect”.  Don’t weigh your decision on a single accomplishment, association with a particular group, the college attended, etc.  Avoid stereotyping candidates.
· Keep your interview questions and selection notes.



INTERVIEWING DON’Ts

· Don’t interview or promise to interview anyone who is not listed on the referral list.

· Don’t make promises to candidates, or assumed potential candidates.

· Don’t use acronyms or local/unique terms.

· Don’t ask questions that do not distinguish between candidates, such as “Why do you want this job?”

· Don’t use multiple part questions.

· Never indicate you have already made a selection before all interviews are completed.

· Don’t ask personal questions, i.e., is your spouse in the military, do you have children, do you make coffee, or how old are you?  These are not job related questions.

· Don’t ask test questions or give hypothethical situations, i.e. what would you do if....?

· Avoid questions with only yes or no answers.

· Don’t use terms such as “girl”, “gal”, “boy”, “dear”, etc.

· Don’t assume an accent to be a liability.

· Don’t assume men can, women can’t (lift, travel, etc.)

· Don’t inquire into views on politics, civil rights, religion, etc.

        c.  After reviewing all of the available information on each candidate, you are now ready to make and document your selection.  It is necessary to properly document the selection and other contacts with applicants to ensure that your selection meets all legal and regulatory requirements.  Each referral contains “Action Codes” for your use in indicating the results of your contacts with the applicants.  Simply annotate the appropriate code by the name of the candidate, for example code “S” should be placed by the name of the selectee.  If any applicants have declined consideration, you simply enter code “D” by that name along with the corresponding reason code, i.e. DL for Declined location.  This helps the Civilian Personnel staff in determining if that applicant should be removed from the applicant data base.  Tracking reasons for declinations also helps in determining future recruitment efforts.  A sample completed referral is provided.  

        d.   Follow your installation’s guidelines for obtaining approvals for selections made.  The referral should have been approved by a reviewing official(s) before it is returned to the CPAC for processing.

        e.  Should you choose not to make a selection from any referral, you should contact your servicing CPAC to discuss your options.  Reasons for not making a selection should be documented on the referral, and the referral returned to the CPAC.  The CPAC will work with the WCPOC on returned referrals and alternate options.  

        f.  A completed and approved referral should be returned to your servicing CPAC.  The CPAC will then contact the selectee, obtain required documentation to verify employment eligibility, make a tentative job offer pending receipt of required documentation, schedule any required pre-employment physicals or drug tests, initiate clearance requirements, etc.  Only after all required actions are completed will the CPAC confirm and commit your selection.  

Referral suspense date:  Every referral you receive will have a suspense date for completion and return to the CPAC annotated in the top right hand corner of the cover letter.  Any mitigating circumstances that may  cause a delay in meeting this suspense date should be addressed through your servicing CPAC.

        g.  Scheduled Entrance on Duty (EOD) dates will be negotiated between yourself, as the gaining official, the losing organization (if applicable), and the servicing CPAC.

        h.  A Management Feedback form will be forwarded to you via email from the WCPOC upon completion of your selection.  Please complete the Management Feedback Form and return it to the WCPOC.  This information helps the WCPOC evaluate our recruitment processes and make any necessary changes to improve the system.

        i.  Employees are notified of their non-selection for this vacancy through the Resumix On-line Applicant Response (ROAR) system.  It is no longer necessary for you to send out non-selection notices.  You should, however, be prepared to respond to applicant inquiries regarding reasons why they were not selected.

REFERRAL LIST OF ELIGIBLE CANDIDATES

Servicing CPAC: Tooele Army Depot            Date Issued: 01/20/2000

PERSACT Number:  00ABCD001111                Requisition ID:TO994385

Title: Secretary (OA)                        Position Type: Permanent Full

Pay Plan, Series, Grade: GS-0318-05          CPOC Staffing Specialist

Organization: IOC, Dir Instal Support        Kathleen Jones, 555-1580





& Logistics

 ______________________________________________________________________

CODES: Please indicate results of your contact with the applicant(s) who declined consideration or were not available..

DA – Declined, Appointment type
DO – Declined, Accepted another offer

DB – Declined, Benefits reason(s)
DP – Delined, Personal/family reasons

DG – Declined, Grade/salary

DR – Declined, Relocation/No PCS

DL – Declined, Geographic location
DW – Declined, Work schedule

DN – Declined, No reason given
DS – Declined, specific position

O – Other, please specify

S - Selection

      Eligibility                         Applicants

_______________________________________________________________________

Promotion Eligible



Aaron, John  
__________

Change to Lower Grade Eligible 

Green, Kathryn
_____DG___

Reassignment Eligible



Oliver, Keith
__________

Transfer Eligible 



Green, Sylvia 
_____DL___

VRA 10 pt 10% and above Compensable Pref 
Logan, Candy  
____S___

VRA 5 pt Preference 



Shyrock, John 
Alternate S

VRA Non Preference Eligible


Jacobs, Jamie 
__________

VRA Non Preference Eligible 


Strand, Autumn 
__________

NAF Interchange Eligible 


Blue, Robin 
__________

NAF Interchange Eligible 


Summer, Laura 
__________

Reinstatement Eligible 



Cole, Barbara 
__________

_______________________________________________________________________

IT IS STRONGLY RECOMMENDED SELECTING OFFICIALS CONDUCT INTERVIEWS.

      A C T I O N   B Y   S E L E C T I N G   O F F I C I A L

Selectee:  Candy Logan

Alternate Selectee: John Shyrock

Reason for Selection: Selectee possesses excellent secretarial experience, poise and oral communication skills.

Name of Selecting Official: Robert Harris

Date of Selection: 01-28-2000
E.  Candidate notification:
  1.  An integral part of any recruitment system is candidate notification.  It is important for you to understand when and how applicants are notified of the status of their resumes.  Candidates receive written notices only in the following instances:

· When the resume and supplemental data have been received, or

· When the applicant is selected.

Reminder:  The servicing CPAC will notify the selectee of their tentative selection pending verification of eligibility, completion of physicals, etc.

  2.  Applicants also may obtain feedback on the status of their resumes through Resumix On-line Automated Response (ROAR) system.  This automated system allows all applicants to view information and activity regarding resumes on file, such as employment categories, occupational series, and locations applied for, etc.  Applicants may also see the positions for which they were considered and the results of that consideration.  This program can easily be accessed by going to the WCPOC web site (www.wcpoc.army.mil), click on “Employment Information”, and then clicking on Resumix On-line Automated Response (ROAR).  

  3.  Interested applicants may find out what vacancies are currently being recruited for at the WCPOC, by viewing the “Recruitments in Progress (RIP)” on our web site (www.wcpoc.army.mil).  They simply click on “Employment Information”, then click on “Recruitments in Progress”.  This allows all applicants to view the positions that are in the WCPOC Customer Focused Division for which no referral has been issued.  The vacancy is entered on the RIP immediately upon receipt in CFD and is taken off the RIP when a referral is issued, commitment is made to a priority candidate, or cancellation of the recruitment request.

F.  Congratulations:  You have just completed a successful recruitment effort.  Hopefully you found this kit a useful tool in your efforts to recruit for qualified candidates to successfully perform the duties of your position.




� EMBED PBrush  ���










































































� EMBED MS_ClipArt_Gallery  ���





� EMBED Word.Picture.8  ���






















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































� EMBED PowerPoint.Slide.8  ���


�





PAGE  
12

[image: image6.wmf]BELGIUM

GERMANY

ITALY

UK

DC

Pacific (USARPAC)

West (FORSCOM)

Korea

Japan (USARPAC)

Southwest (FORSCOM)

North Central (USACE)

South Central (AMC)

Northeast (AMC)

National Capital Region (MDW)

Southeast (TRADOC)

Europe

Control Sites

Stewart (FORSCOM)

CRRL (USACE)

CPOC (Regional Service Center) - also includes co-located CPAC

CPAC (Customer Service Unit)

ALASKA

Ft Richardson

WASHINGTON

MONTANA

NORTH DAKOTA

SOUTH DAKOTA

OREGON

IDAHO

NEVADA

UTAH

CALIFORNIA

ARIZONA

NEW MEXICO

WYOMING

COLORADO

KANSAS

NEBRASKA

OKLAHOMA

TEXAS

MINNESOTA

WISCONSIN

IOWA

ILLINOIS

MISSOURI

ARKANSAS

TENNESSEE

LA

MISS

ALABAMA

MICHIGAN

INDIANA

OHIO

KENTUCKY

MAINE

NH

VT

NY

MA

CT

RI

W. VA

PENNS

NJ

DE

MD

VIRGINIA

NO. CAROLINA

SO. CAROLINA

GEORGIA

FL

MD

VA

Chievres

Hythe

Vicenza

Hanau am Main

Grafenwoehr

Bad Kreuznach

Kaiserslautern

Heidelberg

Wurzburg

Stuttgart

Seckenheim

KOREA

Camp Henry (Taegu)

Camp Humphreys

Yongsan Garrison (Seoul)

Camp Red Cloud

JAPAN

Camp Zama

HAWAII

Ft Shafter

USACE Seattle

Ft Lewis

USACE Walla Walla

USACE Portland Dist.

Sierra AD

MTMC West (Oakland)

USACE Pac Div

DLI Monterey

Ft Irwin

Yuma PG

Dugway PG

Tooele AD

Ft Carson

Ft Huachuca

Ft Riley

Ft Sill

McAlester AAP

Corpus Christi

Ft Sam Houston

Ft Hood

Ft Bliss

WSMR

USCE SWest Div

Red River AD

USACE Omaha

USACE St Paul

Ft McCoy

Rock Island Arsenal

Ft Leavenworth

USACE Kansas City

Ft Leonard Wood

USACE St Louis

ATCOM

TACOM

USACE Pittsburgh

USACE Huntington

USACE Louisville

Blue Grass AD

Ft Knox

Ft Campbell

USACE Nashville

USACE Memphis

Ft Polk

USACE New Orleans

USACE Mobile

USACE Vicksburg

Pine Bluff Arsenal

Redstone Arsenal

Ft McClellan

Anniston AD

Ft Rucker

USACE Jacksonville

USACE Savannah

Ft Stewart

Ft Benning

USACE So Alt Dis

Ft McPherson

Ft Jackson

USACE Charleston

Ft Bragg

USACE Wilmington

Sunny Point

USACE Cold Rgns Res Lab

Ft Drum

USACE Buffalo

National Research Lab

Wateryliet Arsenal

DC

USMA

Carlisle Brks

Letterkenny AD

Tobyhanna AD

USACE Philadelphia

Ft Dix

USACE NYC

Ft Monmouth

MTMC Bayonne

Ft Belvoir

Ft Lee

USACE Norfolk

Ft Monroe

Ft Eustis

USACE Baltimore

Army Rsch Ctr

Aberdeen PG

HQ,USACE

NGIC

Hoffman

HQ,AMC

P&ES(Pent)

HQ,MTMC

Ft Myer

WRAMC

USACE Winchester

Ft Meade

Ft Detrick

Ft Ritchie

Picatinney

[image: image7.png]


[image: image8.png]PART D--Remarks by Requesting Office

(Note to Supervisors: Do you know of additional or conflicting reasons for the employee's resignation/retirement? YES NO
If "YES", please state these facts on a separate sheet and attach to SF52.)

I PART E-- Employee Resignation/Retirement |

Privacy Act Statement

You are requested to furnish a specific reason for your resignation or retirement and regulations with regard to employment of individuals in the Federal service and their records, while
a forwarding address. Your reason may be considered in any future decision regarding your re- section 8506 requires agencies to furnish the specific reason for termination of Federal service to the
employment in the Federal service and may also be used to determine your eligibility for Secretary of Labor or a State agency in connection with administration of unemployment compensation

unemployment compensation benefits. Your forwarding address will be used primarily to mail you programs.
copies of any documents you should have or any pay or compensation to which you are entitled.
The furnishing of this information is voluntary; however, failure to provide it may result in your not
This information is requested under authority of sections 301, 3301, and 8506 of title 5, U.S. Code.  receiving: (1) your copies of those documents you should have; (2) pay or other compensation due you;
Sections 301 and 3301 authorize OPM and agencies to issue and (3) any unemployment compensation benefits to which you may be entitled.

1. Reason for Resignation/Retirement (NOTE: Your reasons are used in determining pessible unemployment benefits. Please be specific and avoid generalizations.
Your resignation/retirement is effective at the end of the day--midnite—unless you specify otherwise.)

2. Effective Date 3. Your Signature 4. Date Signed 5. Forwarding Address (Number, Street, City, State, Zip Code)

PART F-- Remarks for SF 50

SAMPLE ONLY

12



[image: image9.png][y v—

gy 20 St REQUEST FOR PE
PART A~ R i OFROe (o corpéce e 8 form 1. 722,52,50, 5989

RSONNEL ACTION

1t 2 reauestumes
HEIRBERUIT. swimH, JomN [ reqstnne: |
3 R i PR © roprsa e o oax
Rictard Brown (20) 55-1364 02-03-00
SR, Tt T S e R R T e Ty w7 G
Joha Jones Stirely Clatc
Division Supervory 010500 Chiet of Davison or1000
PAFIT ~ For Preparaon of 5 50 oo n St 2921, S af e ot chyses o)
ot 2 st St f ot -
RRST AGTION SECODAGTION
e EEREET
e EERE=T
i ot O
= N =
e m— T Tooae Ay Dot
Dis Instatition Support & Logistics
EquipmentProperty Division IF
Toocle, Utah 86388-5000
EVPLOWEDATA
e P £ T E——
f—N e [ T PEE ) e [we
F Full Time [ —r
POSTONDATA
a4 post Cezpra e s o8 s 7. emigeses
— [ 155=.  |sancoooseses
o= [ 53 i 0~ -5 Gty
[Toocte Army Deget il
e = = @ o
[Merwnaaaioriss
= T e e [T e T Rmm,sm }i‘s.w_.
[ eam
PARTC: Pesicnsand gronls otio ey requstig offce)
+omer e e oar omsrucon e oar
Manpower ™w 01-11-00
Py r————— g FPeTTE

SAMPL

E ONLY



_1010209741.doc


WEST Region 












_1043237092

_1006840401

_1009690960.ppt


BELGIUM

GERMANY

ITALY

UK

DC

Pacific (USARPAC)

West (FORSCOM)

Korea

Japan (USARPAC)

Southwest (FORSCOM)

North Central (USACE)

South Central (AMC)

Northeast (AMC)

National Capital Region (MDW)

Southeast (TRADOC)

Europe

CPOC (Regional Service Center) - also includes co-located CPAC

CPAC (Customer Service Unit)

WASHINGTON

MONTANA

NORTH DAKOTA

SOUTH DAKOTA

OREGON

IDAHO

NEVADA

UTAH

CALIFORNIA

ARIZONA

NEW MEXICO

WYOMING

COLORADO

KANSAS

NEBRASKA

OKLAHOMA

TEXAS

MINNESOTA

WISCONSIN

IOWA

ILLINOIS

MISSOURI

ARKANSAS

TENNESSEE

LA

MISS

ALABAMA

MICHIGAN

INDIANA

OHIO

KENTUCKY

MAINE

NH

VT

NY

MA

CT

RI

W. VA

PENNS

NJ

DE

MD

VIRGINIA

NO. CAROLINA

SO. CAROLINA

GEORGIA

FL

MD

VA

Chievres

Hythe

Vicenza

Hanau am Main

Grafenwoehr

Bad Kreuznach

Kaiserslautern

Heidelberg

Wurzburg

Stuttgart

Seckenheim

USACE Seattle

Ft Lewis

USACE Walla Walla

USACE Portland Dist.

Sierra AD

MTMC West (Oakland)

USACE Pac Div

DLI Monterey

Ft Irwin

Yuma PG

Dugway PG

Tooele AD

Ft Carson

Ft Huachuca

Ft Riley

Ft Sill

McAlester AAP

Corpus Christi

Ft Sam Houston

Ft Hood

Ft Bliss

WSMR

USCE SWest Div

Red River AD

USACE Omaha

USACE St Paul

Ft McCoy

Rock Island Arsenal

Ft Leavenworth

USACE Kansas City

Ft Leonard Wood



USACE St Louis

ATCOM





TACOM

USACE Pittsburgh

USACE Huntington

USACE Louisville

Blue Grass AD

Ft Knox

Ft Campbell

USACE Nashville

USACE Memphis

Ft Polk

USACE New Orleans

USACE Mobile

USACE Vicksburg

Pine Bluff Arsenal

Redstone Arsenal

Ft McClellan

Anniston AD

Ft Rucker

USACE Jacksonville

USACE Savannah

Ft Stewart

Ft Benning

USACE So Alt Dis

Ft McPherson

Ft Jackson

USACE Charleston

Ft Bragg

USACE Wilmington

Sunny Point

USACE Cold Rgns Res Lab

Ft Drum

USACE Buffalo

National Research Lab

Wateryliet Arsenal

DC

USMA

Carlisle Brks

Letterkenny AD

Tobyhanna AD

USACE Philadelphia

Ft Dix

USACE NYC

Ft Monmouth

MTMC Bayonne

Ft Belvoir

Ft Lee

USACE Norfolk

Ft Monroe

Ft Eustis

USACE Baltimore

Army Rsch Ctr

Aberdeen PG

HQ,USACE

NGIC

Hoffman

HQ,AMC

P&ES(Pent)

HQ,MTMC

Ft Myer

WRAMC

USACE Winchester

Ft Meade

Ft Detrick

Ft Ritchie

Picatinney



















































Stewart (FORSCOM)

CRRL (USACE)

Control Sites













ALASKA

Ft Richardson













KOREA







Camp Henry (Taegu)

Camp Humphreys

Yongsan Garrison (Seoul)

Camp Red Cloud











JAPAN



Camp Zama



















HAWAII



Ft Shafter
























































