
RECRUITMENT ACTION CHECKLIST

PART – A:  To Be Completed by Selecting Official

PCN: 		Date CRC Approved: Click here to enter a date.

Job Title:    Pay Plan/Series/Grade: 

# of vacancies for which you are recruiting:    PCNs for multiple vacancies:  

Organization and Duty Location of the job (city/state): 


Selecting Official name and phone number: 

PART – B:  To Be Completed by Field HR Specialist in Consultation with Selecting Official

Date SF52 Received: Click here to enter a date.                                   Union/BUS Code: 

Grade levels to recruit: 

Recruitment Source(s):
           	 	 

If Merit Promotion only, please specify your desired limitation:
			
        
 

Length of announcement:   work days (minimum of 10 unless approved by CG-1211 HR Service Center Chief)
	with cutoff’s every  work day(s)  if needed      Date of Branch Chief approval: Click here to enter a date.

Conditions of Employment:
			  
Reason: 
     
	
		 

Required travel - (Number of nights of TAD per month):
				


Work Schedule:  	  # of hours per week	     
                                  
RECRUITMENT ACTION CHECKLIST - cont
Type Appointment:						
	 		 

Other:



Additional Comments/Instructions:  


HR Spec submitting:     Date:  Click here to enter a date.

PART – C:  To Be Completed by HR Specialist

Announcement number:   Peer review approval date:  Click here to enter a date.

Announcement opens: Click here to enter a date.  Announcement closes: Click here to enter a date.

Certificate issued:  Click here to enter a date.        Peer review approval date:  Click here to enter a date.

Certificate, instructions and interview info sent to SO:  Click here to enter a date.  Password: 

PART - D:  To Be Completed by Field HR Specialist/HR Specialist

Selection made date:  Click here to enter a date. Selectee name: 

	Contact #: 
	Email: 

Peer review approval date: Click here to enter a date. 

Pay setting approval date:  Click here to enter a date.

Tentative Offer made/accepted:  Click here to enter a date.   Tentative EOD: Click here to enter a date.

Tentative Offer Letter sent:  Click here to enter a date.

Type of Incentive(s) Requested:						

Date Incentive(s) request received by Field Spec: Click here to enter a date. Date received by Ctr: Click here to enter a date.

Date forwarded to BC:  Click here to enter a date.	

Date/Type of Incentive(s) approved:  Click here to enter a date.				
	


RECRUITMENT ACTION CHECKLIST - cont

Pre-employment requirements complete (check those that apply):

	Click here to enter a date.	Completed: Click here to enter a date.

	 Click here to enter a date.	Completed: Click here to enter a date.

	Click here to enter a date.	Returned/signed: Click here to enter a date.

	Click here to enter a date.

	
     
					

		Position Sens:    Type of invest:   

	  Click here to enter a date.       DHS 11000-9:    Click here to enter a date.       3 Fingerprint cards:   Click here to enter a date.

	Click here to enter a date.    Security paperwork submitted to SECCEN:   Click here to enter a date.

	Click here to enter a date.

	Click here to enter a date.     Completed:   Click here to enter a date.

	Click here to enter a date.    Terminal leave statement completed:   Click here to enter a date.

	Click here to enter a date.	      Click here to enter a date.

	Click here to enter a date.    Click here to enter a date.

Firm Offer Letter sent: Click here to enter a date.   EOD date: Click here to enter a date.

EOD Package prepared/sent: Click here to enter a date.   EOD paperwork verified in NFC: Click here to enter a date. 

Follow up on pending EOD forms/documentation: 

Additional notes: 
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