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' 1. Applicability, This regulation is applicablé to all employees and applicants for-employment = . .

- with the Installation Mahagement Agency Northwest Region Office;

2. Purpose, This regulation establishes policy, procedures, and sets forth the basic principles.
* which are consistent with the Office of Personnel Management (OPM) and:Department.of the * :
- Amy (DA) regulations governing the fill of positions by promotion-and other placemient action..
- When provisions of this plan differ from changes in law or regulation, the changes in lav.or-
* regulation will apply. ' : RN .

3. Policy.’

a. Equal Employment Opportunity (EEO), Evaluation of qualifieations, ranking of
“candidates, and selection for promotion will be made solely on the basis of metit and fitness
- without regard to political, religious, or labot organization affiliation ot non-affiliation, marital ~ |
status, race, color, sex, national origin, non-disqualifying ,heindicap' or age, and shall be based. -

solely on job-relafedpriteﬁa.-

v b, Nepotism/Persbnal Favoritism,” No individual may, in rating/raﬁking, redomménding, or
) selecting candidates, show or.give preferencé to any candidate based on factots not pértinent to
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the candidate’s quahﬁcatrons, mcludrng personal fnendshrp, kinship, or political connectrons A

public official may not appornt employ, promote, or advance one of his/her relatives (by blood
or marriage) to a position in his/her agency, nor may he/she advocate a rélative for appointment,
employment, promotion, or advancement in the agency. Likewise, an individual may not be
appomted employed promoted ot advanced if the action was advocated by a piiblic official

who is serving in or exercrsmg jurisdiction or control over the agency and who is a relative of the

individual.. These provisions apply to.all individuals in the ratmg, ranlcrng, evaluatmg, and/or
selecting process for aot10ns under this regulation. *

4, Resnonsrbrhtres.

a. The ‘Civilian Personnel Operations Center (CPOC) is responsible for:

* (1)’ Administering the merit promotion and placement program to ensure the provrsrons of ‘

thrs plan and the splnt and- mtent of Trtle 5°USC are met;
(2) Prepanng ment promotron vacancy announcements
(3) Electromc drstnbutron of vacancy announcements

- (4) Issumg referral lrsts

(5) Notrfymg mehgrble apphcants, apphcants who are eligible but not referred for

,selectron consrderatron, and candidates on referral lists who are not seledted.

6) -Vahdatmg.selections in accordance with applicable laws, rules, and 'reg-'ulations"‘ ’

(7) Provrdrng rnfonnatron and data, relative to actrons under thls plan, in response to
inquiries, -

(8) Mamtammg records of aetrons ‘taken under this plan.
b The Civilian Personnel Advrsory Center (CPAC) is responsrble for:

( 1) Advising, assrstmg, and disseminating mformatron pertamrng to 1ecrurtment strategres,
approprrate areas of oonsrderatron, development of crediting plans/job seaich plans, determining
conditions of employment, supervrsory and employee responsrblhtres and regulatory

' requrrements

)] F.orwarding referral lists prepa'red by the CPOC to selecting'ofﬁcials.'
(3) Ensuring that selections are properly documented on referral lists, . -

B (4) Notifying the CPOC of selections,
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(5) Makrng tentatlve/actual _]Ob offers and estabhshmg proposed effective dates.

(©6) ‘Responding to inquiries e1ther dlreetly or by requesting appropnate information from
the CPOC.

c. Servromg EEO Ofﬁce is respons1ble for reviewing the 1mt1al referral hst before selectlon -
to compile and provide- EEO statistics.

d. Managers and supetvisors are responsible for:’
(1) Communicating the provisions of this plan to employees.

~ (2) Anticipating personnel'requirements and initiating appropriate actions on-a timely :
_ basis, C R : e :

(3) Rev1ew1ng and monitoring select1on prooedures to ensure eomphance with the spirit of
 the affirmative action program goals and obJeotwes and the merit prmcrples of Title 5 USC:

(4) Ass1st1ng employees in‘applying for vacancies, and upon wntten requests from
employees, submitting applications or resumes/self-nominations for ment promotion . -~

‘ % © announcements durrng the employee’s authonzed absence,

ey m—
=

‘ (5) Developmg tecruitment strategies and 1dent1fy1ng appropnate areas of consrderatron
with the assrstanoe of the' CPAC .

(6) Developmg cred1t1ng plans or prov1dmg and approvmg 1nput to JOb searoh orrtena a
- with CPAC assistance as needed _ ,

(7) Obtaining any re'qulred organizational approvals for recruitment 'ections

. (8) Promptly making and documenting selectrons from referral lists, and obtalmng
necessaty revrews of seleouons by higher management OfﬁClalS :

(9) Promptly returnmg documented referral hsts |
- (10) Arrangmg for SubJect Matter Experts (SMEs) for ratlng/ranlﬂng panels

(11) ProVrdmg assistance and/or counsehng to employees on self- development
opportunities, apphoatton procedures and reasons:for non-selectwn :

e, Employees are respons1ble for:

i (1) Reviewing designated apphoable web sites (e.8., C1v111an Personnel Online or USA -
(2" . Jobs) for job announcements.
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(2) Careful review of job annouficements prior to appllcatlon for promotion eons1derat10n
to determine whether or not they meet the specific expenence and training requlrements for the

pos1t1ons o . :

(3). Applymg for jobs that they are qualified for and interested in by prov1d1ng all
information and forms  requested on vacanoy annotincements.

(4) Nonfymg their supemsors/managers in wr1t1ng of Job opportumtxes for which they are
interested in applying during periods of leg1t1mate absences. Employees must furnish necessaty
information required by announcements in order that the supervisor may forward applications for
the pos1t1on desired to melude electromc resumes or self-nonrnnatmn decisions, '

) Seekmg advice and ass1stance from their superv1sor on the provisiens of ﬂnS plan,
preparatlon of apphcauon materials, and self~development opportunities. :

(6) Respondmg promptly (generally within 2 workdays) of acoeptance or dechnatlon ofa

5, Combetmve Actlons . The act10ns below must follow the compet1t1ve procedures of this plan v T

a, Permanent promotlon toa hlgher graded posmon or.to a position with more promotlon
potentlal than, any pos1t10n prev10us1y heldon a permanent bas1s in the competitive service.

b. Reass1gnment or demotlon toa pos1t10n w1th more promotion potentlal than any other - .
position; ipreviously held on a permanent basis in the competmve serv1ce except as permltted by ..

, Reduetlon-m—Force (RIF) regulatlons

"¢, Time-limited promotion for more than 120 days Prior service during the preceding
12 months undet non-competitive time limited promotion and details to higher graded positions. "

- . count toward the 120-day total. A temporary promotion may beniade permanent w1thout further -

competition provided the temporary promotion was- originally made under competitive -
procedures and it was made lmown to all potential oandldates that it may lead to pemlanent

. promotion. .

d. Detail of more than 120 days toa thher graded posmon or to-a position with hlgher
promotlon potential, Prier service during the preceding 12 months under non-competitive detail -
and time limited promotion to higher graded positions counts toward the 120- day total.

0

e. Selection for careetr development which will Iead to promotlon at a later time without
further oompetmon ' . Lo :
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f Appomtment transfer, or remstatement toa posmon at a higher grade or w1th more

' promotlon potential than any posmon previously Held on a permanent basrs in the competrtrve

service.

6, Bxclusions. The followihg actions are excluded from the competitive procedures of this plan:'

a, Promotlon resulting from the upgrading of a pos1t10n without significant change in the
duties and responsibilities due to issuance of a new olassrﬁcaﬁon standard or the correction of an

1mt1a1 classification error.
b. Placements made durmg or in lieu of RIF as permitted by governing regulations. -

c. Action involving statutory, regulatory, or administrative placement to include actions
drrected by hrgher command levels, legal decisions, or settlement agreements.

d Career Ladder Promotion. A promotron without further’ compet1t10n of an employee Who
was appointed inthe competitive service from a civil-service register by direct hire, by
noncompetltlve appointment or noncompetitive conversron, or under the competitive promotlon '
procedures of this plan for an assignment intended to prepare the employee for the position being

- filled (the intent must be made a matter of record’ and career ladders must be dooumented)

e. Promotion, reassrgnment demotion; 'transfer, reinstatement;: .or detail to a position having
no greater promotion potent1al than that of a posmon the employee currently holds or previously - -

" held on a permanent basis in the competitive service (ot:other merit system with which OPM has o

an interchange agreement) from which the employee was separated or demoted for other than -

. performance’or eonduct reasons,

f. Promotions resulting from an employee s posmon being elass1ﬁed at a higher grade

because of additlonal dutles and responsrblhtres

g Temporary promotrons of 120 days or less Pnor service dunng the: precedmg 12 months

" under noncompetitive time-limited promotions and noncompetmve detalls to hlgher graded
" positions counts toward the 120aday total. . :

_h. Detailto a higher graded pos1t10n or a position With known promotion potential of |

+ 120 days or less, Prior.service during the preceding 12 months under noncompetitive details to
“higher graded pos1t10ns and noncompetrtrve t1me~l11mted promotions counts toward the 120- day

“total.

i, Promotion or placement of an employee entitled to noncompetitive priority consideration |
as corrective action for failure to be given proper cons1derat10n under the requirement of th13 .
plan. : : :

]
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'j.. Impact of the person on the job as deﬁned in the 1ntroduct1on to the Position Class1ﬁcat10n :

Standards

k., Placement of employees who have e11g1b111ty for special consideration for repromotron

/These are employees who are receiving grade or pay retention benefits due to involuntary

placement in lower grade ot declmatlon of functlonal transfer.

L. Noncompet1t1ve conversion of severely disabled individuals and. promotion after
convers1on prov1ded the pos1t1on occupied has an estabhshed full performance level. -

m. Noncompet1t1ve conversion of students under Student Career Experience Pro gram and .
promot10n after conversion provrded the position has an established full performance level '

n, Noncompet1t1ve appomtmcnt of el1g1ble veterans with a 30 percent or more disability who

" are serving on temporary appomtments and promotion aﬂer conversmn provxded the position-

occup1ed has an. estabhshed full performance level

o. Noncompeutlve appomtment of Veterans ReadJustment Appomt:ment eligibles and

l‘ promotlon after .conversion prov1ded the position occup1ed has an estabhshed full performance
: level i ; : S S :

p Noncompet1t1ve appomtment of OPM mterchange agreement e11g1bles rcmstatement

'ehglbles, and Executlvc Order- ehglbles

q Noncompeutwe appomtment of Worker-Tramees (e g. Welfare—to-work etc) and ‘
promot1on after convers1on prov1ded the pos1t10n has an established full performance level.

I, Other types of actions not specxﬁed above WhJOh are permitted by regulation and are
consistent with the spirit and intent of the merit principles delineated in Title 5 USC.

A Locatm,q Candldates R T

a, Area of Consrderauon

(1) ‘The area of cons1derat1on must be sufﬁciently broad to ensure the availability of a
reasonable number of high quality candidates taking into account the nature and level of the
position to be filled, merit principles, EEO affirmative action goals and object1ves, and
applicable regulatioris and requlrements of negotlated agr eements

(2) The area of consideration w1ll be determxned between the CPAC and management and
w1ll be 1dent1ﬁed in the ment promot1on vacancy announcement :

(3) As a minimum, the area, of conmderatron for internal announcements will include the
aot1v1ty or major orgamzatlon segment where the vacancy is located plus apphcatlons recelved

6
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| by the closing date of the vacancy announcement from current permanent DA employees with
competitive status who are outsrde the minimum area of consideration (DA Voluntary

Applicants).

(4) To the maximum extent practical, nnmedlately appomtable family members who are
relocating to accompany DA military and civilian sponsors and candidates eligible for special
noncompetitive appointments should be considered for competitive service jobs w1thrn the

restraints set by the specral appointing authontles

(5) The area of consideration may be expanded beyond the minimum area of cons1derat10n
- atany tlme up to the closmg date of the announcement, - :

b Appllcatlon procedures will be described in merrt promotron vacancy announcements,

¢: 'Job announoements will be pubhshed on electrome medid when: ﬁllmg vacancies through
the competmve procedures descrrbed it this plan, Job announoements will include:

(1) .’I ob announcement number, openmg and closmg dates

(2) Posrtron utle/semes/grade (to include full performance leVel 1f appropnate),
orgamzatron and loeatron B -

(3) Area of Consrderatron

(4) A summary of the _]Ob dutres

(5) Summary of minimum quahﬁcatlons standard estabhshed or approved by OPM or
1nformat10n on where the quahﬁcatrons requrrements may be found

(6) Desrgnatron of any spee1a1 requrrements

N A statement of EEO.

. (8) Ifthe posrtron being filled i is one with known promotlon potential and a subsequent
career promotron is poss1b1e, this fact will be stated in the job announcement. :

(9) Instructlons on how to apply or 1nformat10n on Where the 1nstruct10ns may be found -

8. Competltrve Procedures and Candidate Evaluat1on Under RESUMIX, RESUMIX 18 the ‘
, standard system for eompetrtwe fill of posrtrons

a. In order to apply, apphcants will be requrred to submrt a resume for processing into an
“- automated database. Incomplete or unscanable resumes will be rejected. All resumes received
7. . and accepted will be stored in the database. After submitting a resume and any required

t

r7\‘
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supplemental data, applicants may self.-nominate for subsequent vacancies, Self-nominations -
must be received by the closing date of the.job announc’ement

b. To be elrgrble for promotlon .or placement under this plan, applicants must meet all

eligibility requirements and minimum quahﬁcatlons requrrements presonbed by OPM: wrthm
" .30 days of the closing date of the announcement ‘ o

¢. Time in Grade R'equrrements Time in grade restrictions are intended to prevent -

- excessively rapid promotions in competrtlve service General Schedule, posrtlons Trme in grade
'reqmrements wﬂl be adhered to in accordance wrth 5 CFR 300.601. oo

d. The resumes of employees who self-nominated will be matched against the:

'requlred/desn‘ed skills criteria defined by the. selecting official. To be referred, oandldates must .

meet applicable quahﬁeatlons standards and-other regulatory requlrements

e. Cand1dates are referred in alphabetloal order The Reférral L1st along with resumes is sent
to the selecting ofﬁclal o : : :

‘ of Announcements may be used in ﬁlhng subsequent vacancies for a perrod of one. hundred '
eighty( 180) days from; the closing: date.of the announcement Lo : S :

9 Seleotron Proeedures

a A reasonable number of best—quahﬁed candldates will be referred to the: selectmg ofﬁelal

' along with any cand1dates from non—competltrve or other recrurtment 80UI06S,

b. Selecting officials have the nght to con51der and/or seleet candidates from any. appropnate
source in accordance wrth governing regulatrons : .

c. The selectmg official may select or not seleet from among a.group of best-quahﬁed

* candidates referted for selection considetation. Selections-will be based: solely on Job-related

ctiteria and the reasons for, selectlon will be annotated on the referral list,:

d. Aspart ofthe selection progess, selectlng officials will cons1der the host 1nstallatron -
approved Afﬁrmatlve Action Plan and review all appllcatlons referred. - :

e. Selecting. ofﬁelals have the optlon to interview any, all, or none of the cand1dates on the |

~ referral list.

q

f: Selectmg officials should maintain 1ecords Wlneh 1nclude the criteria used and reasons for
the1r seleetron ~ '

10. Notxﬁeatron and Release of Selected Employee The CPAC w1ll ensure nouﬁeatron of the

- selected candidates, make. tentative job offers, and' estabhsh entrance on duty or proposed
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effective dates. Norrnally, employees selected under merit promotlon and internal placement
procedures for positions outside their current supervisory unit will be effective the beginning of
the second pay petiod following receipt of the selection in the CPAC and/or notification to the
losing activity. By mutual agreement the gaining and losing act1v1t1es may negotiate a shorter or

- longer release date.

11, Corrective Actrons Correouons of errors or oversight will be made as soon as they are
discovered to ensure that actlons are processed in accordance with regulatory and/or procedural .

reqmrements

12. Emnlovee Complalnts And Gnevanoes

a. Management and the CPAC will make every effort to mformally resolve employee

' concerns regardmg placement aetions under this plan

b. An employee who believes- that governing procedures were not. properly followed in .
filling a position under thisplan, or who believes that his or her qualifications were.not properly
evaluated, may gneve or complaln under apphoable gnevanoe prooedures

. Allega‘uons of d1scr1m1nat1on may be consrdered under relevant prov1s1ons of the EEO
Program, _ o ' — iy

' 13 Order of Placement Cons1derat10n

a, Statutory, regulatory, and mandatory placements directed by hlgher authomty
b. R[F actions or placements in lieu of RIF, '

C Looal repromotlon ehg1bles

N

d. Certam actrons perrmtted under the DOD Program for Stabﬂlty of C1v1han Bmployment
(Job swaps, medical’ aoeommodatlons, etc.). .

e. Reemployment Pnomty List (RPL) reg1strants for pos1t10ns at or below grade last held

f. DOD Pnonty Plaoement Prograrn (PPP) reg1strants and the remamder of the RPL
candidates. o ,

g Special consideration after failure,to receive proper. consideration under this plan. "
h. TInteragency Career Transition Assistance Plan (ICTAP) eligibles.

i, Allother oompetitive/noncompetitive placernent actions.
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14, Where this plan is s1lent the ﬂex1b111tles prov1ded by 1aw, regulatlon, or guldance frem
higher authonty are preserved. S
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