              HQS HUMAN RESOURCES MANAGEMENT DIVISION

                          STANDARD OPERATING PROCEDURE

Activity:  Competitive Placement Plan Documentation

Responsible Branch:  Headquarters Operations Branch

Purpose:  To achieve consistency in documentation of actions

                  announced under the provisions of the NASA

                  Competitive Placement Plan

Effective Date:  April 5, 2000

Authority:   NPG 3335.1; NASA Headquarters SOP for the NASA Competitive

                    Placement Plan

Applicability:  All NASA Headquarters cases announced under the 

                         provisions of the NASA Competitive Placement Plan

                         (except those announced by the Office of Inspector

                         General)

INTRODUCTION:
In order to fill vacant positions with status candidates (current competitive civil service employees or candidates eligible for reinstatement), both internal and external to NASA Headquarters, it is necessary to announce these positions so that interested candidates may apply.

PURPOSE:
The purpose of this Standard Operating Procedure is to achieve consistency in documentation of all Headquarters competitive placement cases.  This will establish a quality record for use by employees, personnel office staff, and code representatives, and assist auditors in reviewing the case files.

PROCEDURES:
The following procedures are to be followed when announcing any vacancy under the provisions of the NASA Competitive Placement Plan:

1. Prepare a Headquarters Merit Promotion Announcement (NHQ Form 79)

and upload it to the OPM job vacancy website, while at the same time

listing it on the Headquarters home page. 

2. Mailed in applications must be date stamped upon receipt by the clerical assistant for the Headquarters Operations Branch.  Internal applicants are directed to date stamp their applications at one of two drop sites (Information Center and/or Room 6J79).  The clerical assistant retains all applications (including those faxed) in a folder for each specific vacancy until the vacancy has closed.

3. The clerical assistant prepares an Applicant Acknowledgment form

      (NHQ-777) for each applicant.  This notifies them that their application has           

      been received, and that they will receive further information as the case

      progresses.

4. After the vacancy period is closed, the clerical assistant prepares a listing of all applicants for the vacancy (NHQ-768) and provides it to the Personnel Management Specialist, along with all the applications received.

5. The Personnel Management Specialist reviews the applications to

      determine basic qualifications.  This review is documented on the NASA 

      Headquarters Qualifications Worksheet; a Worksheet is completed for each 

      applicant.

6. The Personnel Management Specialist uses the Candidate Rating Sheet (NHQ-767) to rate candidates.

7. If there is a rating panel, the individual ratings are consolidated on the

Rating and Ranking Consensus Form (NHQ-766).

8. A listing of candidates eligible for promotion to the position is provided

      to the selecting official on the Merit Promotion Plan Certificate of Eligibles

(NHQ-196).

9. A listing of candidates who do not have to compete under competitive

placement procedures is provided to the selecting official on the Non-

Competitive Certificate of Eligibles (NHQ-197).  This is provided at the

same time as #8 above.

10. The selecting official writes in the name of the selectee on either NHQ-196

      or NHQ-197, whichever is appropriate, signs the certificate, and returns the

      entire package to the Personnel Management Specialist so that an offer can

      be made.

11. All applicants are notified of the final disposition of the case using the

Applicant Acknowledgment Form (NHQ-777).

DOCUMENTATION OF COMPETITIVE PLACEMENT FILES:
All of the forms listed above which were used in a particular case must be filed in the competitive placement file.  The competitive placement file must also contain the job analysis and crediting plan (if applicable).  In addition, a copy of the NASA Headquarters Qualifications Worksheet for the selectee must also be filed on the left side of the selectee’s official personnel folder.

___________________________                  _______________

Alfred Castillo                                                            Date

Director, Headquarters Human

Resources Management Division

