CASE FILE CLOSEOUT CHECKLIST

VACANT POSITION INFORMATION:

POSITION TITLE, SERIES GRADE:_____________________________________________________________________________

ORG CODE:___________________________________________________________________       PROMOTION POTENTIAL:_____________________________

RELOCATION EXPENSES AUTHORIZED::________________________________________        NUMBER OF VACANCIES:  ____________________________        

PERMANENT______________________   TEMPORARY, NTE_________________________        PART TIME______________  HRS/ PAY PERIOD __________

VACANCY ANNOUNCEMENT:

NUMBER:_____________________________________________________________________        OPEN ____________________  CLOSED _________________     

PREVIOUSLY ADVERTISED UNDER ANNOUNCEMENT NUMBER: __________________________________________________________________________

AREA OF CONSIDERATION: ____________________________________________________       FJOL JOB ENTRY SHEET ATTACHED: __________________

 DATE AMENDED________________________  DATE EXTENDED ____________________        DATE CANCELLED:__________________________________

REASON CANCELLED: _________________________________________________________________________________________________________________

REQUIRED CASE FILE DOCUMENTATION:

_____REQUEST FOR PERSONNEL ACTION (IPPS FORM)                           REC’D ON__________________________________

_____JOB DOCUMENTATION OR POSITION DESCRIPTION (USED TO ADVERTISE POSITION VACANCY) 

_____ PRIORITY PLACEMENT LISTING CLEARED                                          DATE CLEARED _________________________

_____VACANCY ANNOUNCEMENT (FINAL COPY)

_____AMENDED/CANCELLED VACANCY ANNOUNCEMENT, IF APPLICABLE

_____APPLICANT TRACKING REPORT (LIST OF APPLICANTS TO APPLY)

_____QUALIFICATION WORKSHEET (PROMOTION PLAN RECORD)

_____MANAGEMENT’S REQUEST TO CERTIFY ALL QUALIFIED CANDIDATES

_____QUANTIFIABLE DIFFERENCES STATEMENT OR EQUIVALENT (NO NUMERICAL SCORES USED)

_____RATING SHEETS USED IN DETERMINING CATEGORY GROUPING (WELL QUALIFIED or QUALIFIED) 

_____RATING SHEETS USED TO RATE AND RANK CANDIDATES    _______EVAL SHEET USED TO COMBINE SCORES

_____JOB ANALYSIS     

_____CREDITING PLAN
_____SUBJECT MATTER EXPERT/PANEL MEMBER’S 

          NAME(S)_______________________________________________________________________________________________________________________

_____COPY OF TIE BREAKING METHOD
_____SELECTION CERTIFICATE DATE TO LOB ____________________   DATE RETURNED TO HR ________________

_____INTERVIEW DOCUMENTATION (CRITERIA FOR WHY SOME AND NOT ALL CANDIDATES WERE INTERVIEWED)
_____DOCUMENTATION TO PASS OVER A VETERAN                                     

          DATE RECEIVED _________________   APPROVED BY HR_________________   DISAPPROVED BY HR______________________

_____DOCUMENTATION TO SUPPORT HIRING ABOVE THE ENTRY GRADE LEVEL 

          DATE RECEIVED _________________   APPROVED BY HR_________________   DISAPPROVED BY HR______________________

_____SF-50, PERSONNEL ACTION OF SELECTEE (SEE REVERSE SIDE FOR ADDITIONAL INFORMATION)

          SELECTEE:      _______OUTSIDE HIRE     _______WITHIN FAA      _______WITHIN DOT       _______ WITHIN ANOTHER GOVT AGENCY 

_____ALL APPLICATIONS RECEIVED (including copy of selected candidate’s applications)

_____CANDIDATES NOTIFIED OF NONSELECTION                                         DATE SENT ____________________________

NAME OF PERSONNEL REPRES:____________________________________________________________________________

CASE FILE CLOSED BY _______________________________________________________    DATE______________________

CASE FILE AUDITED BY______________________________________________________     DATE _____________________

REMARKS_______________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Case file must include complete and accurate documentation for the following reasons.  Documentation of competitive placement actions is essential to the reconstruction of the evaluation of selection process.  Documentation must be retained for 2 years from the selection date or cancellation date of the vacancy announcement. PLEASE DO NOT REMOVE ANY DOCUMENTS FROM THIS FILE ONCE IT IS CLOSED OUT. 

