 SEQ CHAPTER \h \r 1
Checklist for Requesting Certification for Proposed Appointment 


of Schedule C and Noncareer SES Employees into the 


Competitive Service

1.    Provide complete information on the current or former appointment under which the candidate is serving or has served.  Included title, series, grade, date of appointment, and the date(s) of any subsequent promotion(s) and /or extension(s).

2.    Provide a copy of each position description for the candidate’s current or former appointment(s) and for the proposed action.

3.    Describe the recruitment procedures used to identify/select the candidate for the current or former appointment.

4.    Describe the relationship between the candidate’s current or former position and the  requested position (duties, reporting relationship, organizational location, etc.)  If the duties of the requested position are similar to duties previously in the excepted service, state when and why the position is being moved to the competitive service and the basis for doing so.  Describe the evolution of the position. 

5.    If a selection is made for the requested position, what will happen to the position being vacated?  If the position will be abolished, what will happen to the duties of the position being vacated?

6.    What recruitment efforts have been made to identify other qualified candidates for the career vacancy?  How was the candidate identified?  Was the position announced under your agency’s merit promotion program? 

7.    Furnish a copy of the competitive and/or merit promotion vacancy announcements, the public notice distribution list, and a copy of the job analysis and rating schedule.

8.    Who is the selecting official?  (Give name, title, phone number, and type of appointment, e.g., career, Schedule C, etc.)

9.    Will you accept a certificate of other qualified candidates if your candidate is ineligible or not within reach for referral?

Certification
I have reviewed this request and determined that it meets merit and fitness requirements of  5 U.S.C. §§ 2301 and 2302, and  Civil Service rules §§ 4.2 and 7.1.

_____________________



______________________

Signature of Personnel Officer


Director for Human Resources Management  

Date__________________



Date___________________



