
4
RSD

Clear PPP
Prepare announcement, as
necessary
Open announcement (5
days), as necessary
Perform skills match in
RESUMIX
Refine search criteria with
management, as necessary
Generate referral list
Coord w/CPAC on LN
FMS/MSPS
Email referral and resumes to
management, with copy to
CPAC
Update PERSACT tracker
information
Issue notices to applicants

24 Days
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1
Complete PERSACTION
Include skills criteria and
area of consideration in
Notes
Obtain organization approval
(fund cite, TDA, etc.)
Identify “Hard to Fill”
vacancy for LQA
Coordinate PERSACTION
to CPAC

2
Provide advice to
management
Update Notes section of
PAR, as necessary
Identify “Hard to Fill”
vacancy for LQA
Coordinate w/CPOC/CPD if
necessary
Coordinate PERSACTION

2 days

3  PMCD

(4 to 39 Days) depending if
class action is routine or non-
routine
Refer to PMC-02 ( 4 days),
or  PMC-05 (39 days)
minimum:            4 days

5
Review resumes
Interview (optional)
Make primary and alternate
selection
Notify candidates not
selected
Return completed referral
and customer feedback form
to CPAC

10 Days

6
Receive selection from
management
Verify selectee’s eligibility
for appointment
Make job
offer/commitment/set EOD
Notify RSD by email -
selectee name & SSN,
PERSACT#, Annc#, type of
appt., proposed effective
date, and date of
commitment

Inprocess employee prior to
EOD
Inform employee when first
pay should be expected
Forward inprocessing
package to arrive in RSD
NLT 3 workdays prior to eff
date
Forward completed referral
and customer feedback form
to RSD

4 Days
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RSD
Complete/code and authorize
PERSACTION after receipt of
all information and
documentation from CPAC
Update PERSACT tracker
information
Coordinate PERSACTION
and forward inprocessing
packet to ISD NLT 1 workday
prior to effective date
Update RESUMIX tracking
detail
Close-out merit case file

2 Days

7

8
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