Registration Checklist

To be completed upon the initial registration of an employee into the automated RPL program.


Section A – to be completed by the CPAC:
Date
Task
_____
Received updated resume and performance rating from registrant

_____
Hardcopy registration completed

_____
Employee Notification Sheet signed by registrant & HRO representative

_____
Received copy of RIF Notice/CES and copy of separation SF50 (if 

            applicable)

_____
Input registration in ASARS – RPL holding queue

_____
Forwarded registration package to CPOC

_____________________________________
______________________

      CPAC HRO Representative


             Date


Section B – to be completed by the CPOC:
Date
Task
_____
Received registration package from CPAC

_____
Reviewed registration and resume

_____
  Input initial registration into ASARS – RPL 


(Must input NLT 10 calendar days after the CPAC receives the completed employee package)

_____________________________________
______________________

      CPOC HRO Representative


             Date
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