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RECRUITMENT ACTIONS – DELEGATED EXAMINING UNITS (DEU)
I.  PURPOSE:  Proscribes procedure, processes, and responsibilities for DEUs. 

2.  APPLICABILITY:  This SOP applies to all activities serviced by a CPAC and a CPOC.  CIPMS positions are authorized direct hire authority by OPM and are exempt from DEU requirements.  

3.  PROCESSES and RESPONSIBILITIES:

a.  When the area of consideration includes non-status candidates, the CPOC staffing specialist sends a request for announcement and referral to the DEU.  [Block 1]

b.  Each CPOC has delegated examining authority for specific occupational series and grades.  Each CPOC maintains a current list of their DEU occupational series and grade coverage, requests expansions of the delegated authority when necessary, performs periodic program evaluation, and assures their unit certification is current.  Expanded delegated examining authority is obtained from SAMR-CPP-SM.  [Block 2]


c.  If the CPOC has no DEA for the position under recruitment, the CPOC can obtain a referral list from OPM.  [Block 3]

d.  The DEU prepares the vacancy announcement and posts it on CPOL and the Federal Job Opportunity Board (FJOB).  The announcement identifies the CPAC as the applicant’s point of contact.  The CPOC advises the CPAC of the announcement number.  The DEU reviews applications and resumes, identifies qualified candidates, rates and ranks the applicants, prepares a certificate in accordance with OPM procedures (numerical ratings, veteran preference, etc.) and sends the certificate to the CPAC.  The CPOC sends notices to applicants who were not qualified.  The CPOC enters appropriate productivity status codes.  [Block 4]


e.  The CPAC provides the certificate to the selecting official.  [Block 5]


f.  The manager evaluates the DEU candidates together with the candidates on any other referral list provided to him/her.  The manager makes a selection, annotates the DEU certificate, and returns it to the CPAC with all required approvals.  [Block 6]


g.  The CPAC makes a tentative job offer to the selectee, informs the CPOC of the selection, and returns the package to the CPOC.  [Block 7]


h.  The CPOC closes the PPP and enters all appropriate productivity status codes.  [Block 8]


i.  After the selectee accepts the position, the manager sends non-selection notices.  The manager responds to any questions from applicants who were referred but not selected.  [Block 9]

4.  REFERENCES AND RELATED DOCUMENTS:


a.  CFR 332 & 337


b.  Department of Defense Delegated Examining Unit Operating Procedures, February 19, 1998


