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FIRES Program Office

Standard Operating Procedure

Announcement Case Files
The FIRES Program Office (FPO) and the local Servicing Personnel Offices (SPO) have specific responsibilities regarding maintaining proper documentation for announcement case files in both hardcopy and electronic format.
FPO Documentation Responsibilities

Hardcopy announcement case files will include at a minimum:
· Recruitment request information

· Email correspondence (i.e., notice to review / notice of approval for announcements)
· Final opened announcement from the USAJOBS website

· Notice of issuance of certificate(s)

· Email notification to SPO regarding non-receipt of certificate/close out no-selections made

· OPM Qualification Standards

· Selective Factor(s) (if applicable)
· Position Description(s)
Electronic (system) case files will include at a minimum: 

· Certificate(s) annotations submitted by the SPO (i.e., selections, declinations, failed to reply)

· Electronic audited certificate with final annotations or documentation of non-use

· Email notification to veteran(s) annotated as declined

· Email notification to veteran(s) annotated as Failed to Reply (FR)

SPO Documentation Responsibilities

Hardcopy announcement case files will include at a minimum:

· Certificate(s) with appropriate annotations (i.e., selections, declinations, non-selections)
· Documentation for applicant(s) annotated as FR 
· Documentation for applicant(s) annotated as Declined
· Selected applicant information

· SF-50 (Notification of Personnel Action)
· Resume 
· Offer Letter 
Other documents for announcements case files:

· Vacancy announcement as posted on USAJOBS

· Position Description(s)
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