Workflow Process

CPAC Role & Responsibilities

· Counsel employee about RPL

· Obtain an updated copy of the employee’s resume

· Determine qualifications for initial registration

· Complete the hardcopy registration & obtain employee’s signature

· Obtain employee’s signature on the Employee Notification Sheet

· Complete the Registration Checklist

· Load initial registration into ASARS – RPL & notify CPOC

· Forward complete package to CPOC

· Provide signed copies of registration form & Employee Notification Sheet to employee

· Prints automated registration, obtains employee’s signature & provides a signed copy to the employee and to the CPOC

**CPOC and/or CPAC may defend before a third party (i.e., MSPB or Union Grievance)

CPOC Role & Responsibilities

· Create RPL file & maintain history
· Review the registration/resume
· Load initial registration into ASARS – RPL to activate registration

· File maintenance

· Work RPL matches

· Make RPL job offers

· Notify registering activity of declination/placement

· Close-out RPL file – hardcopy & automated

· Process reconstructs if necessary

Working RPL Matches

· If CPOC is both registering & gaining:

· Registrant is qualified – no issues

· Registrant is not-qualified – no requirement to ask registrant for updated resume if the sample form is updated and adopted

· If the CPOC is registering & gaining is another DoD activity:

· Request a resume to determine qualifications
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