AUTOMATIC CONSIDERATION

CASE FILE CLOSEOUT CHECKLIST

VACANT POSITION INFORMATION:

POSITION TITLE, SERIES,GRADE:____________________________________________________________________

POSITION LOCATION/ORG CODE: ___________________________________________________________________    

PERMANENT POSITION:  (     ) YES   (     ) NO 

TEMPORARY PROMOTION NTE: ______________________

VACANCY ANNOUNCEMENT:

VACANCY ANNOUNCEMENT CONTROL NUMBER: ____________________________________________________

LIST OF CURRENT EMPLOYEES BY SERIES (LISTING PROVIDED BY HR, SYSTEM MANAGER):

DATE REQUESTED:  _____________________(DATE)

DATE RECEIVED:  _______________________(DATE)

ACTION TAKEN:

POSITION ADVERTISED BY CC:MAIL TO ALL EMPLOYEES IN THE AREA OF CONSIDERATION BY LOB WHO 

ARE CURRENTLY IN THE SERIES OF THE POSITION TO BE FILLED OR HAVE PREVIOUSLY SERVED IN THE

SAME SERIES OF THE POSITION TO BE FILLED:

_____ DATE NOTICE SENT OUT: _____________________(DATE)    

_____ DATE NOTICE CLOSED: _______________________(DATE)

_____ NAMES OF EMPLOYEE’S RECEIVED FROM LOB:________________(DATE)

_____ SELECTION CERTIFICATE ISSUED: 

________________(DATE)

_____ SELECTION CERTIFICATE RETURN TO HR:  
________________(DATE)

_____ COPY OF SF-50, PERSONNEL ACTION OF SELECTEE

NAME OF PERSONNEL REPRES:___________________________________________________________________

CASE FILE CLOSED BY: ____________________________________________ DATE ________________________

CASE FILE AUDITED BY: ___________________________________________ DATE ________________________

This is a competitive internal process that involves automatically referring all eligible employees within a defined area of consideration to the selecting official for consideration.  This can apply to a permanent or temporary promotional assignment.  It is to allow a selecting official to obtain a certificate more rapidly than if you issue a vacancy announcement.  Automatic consideration may be used to promote employees to significantly different occupational families if they have previous qualifying experience in the field.  Automatic consideration may not be used to move an individual into his/her first supervisory or managerial assignment.  Area of consideration for all automatic consideration lists will be the principal organizational unit within the Washington Headquarters, region or center.  HR may prepare a selection list with ALL eligible/qualified candidates within the area of consideration.  Once the selection is issued, it is treated just like any other promotional selection list; the selecting official may choose to interview or may make a selection without the interview process.
