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FIRES Program Office

Standard Operating Procedure

Making Selections from Certificates of Eligibles
The FIRES Program Office (FPO) will retain selections for Temporary Seasonal Fire recruitment files for the participating offices in the Bureau of Land Management (BLM), US Fish & Wildlife Service (USFWS), and the National Park Service (NPS).

All notification of selections from certificates of eligibles will be submitted and honored only through the Servicing Personnel Office (SPO).  NOTE:  The FPO is unable to see any dispositions until the electronic certificate has been submitted.
Steps for Annotating and Submitting Certificates to FPO
1. Annotate each selection and/or non-selection with the correct disposition on the electronic certificate.  For Certificates not used, skip to next step as dispositions do not need to be coded, but the certificate needs to be submitted to FPO.
2. Steps for submitting selections/non-selections to FPO.
a. Select the Submit Certificate button at the bottom of the screen once all dispositions have been annotated, and complete all fields provided as shown below:
b. To:  Defaults to show FPO (blm_fa_fires@blm.gov) – no change permitted

c. CC:  Remove default email shown; enter email of SPO (multiple emails can be entered by separating with a semi-colon.) Note: If only FPO receives, we confirm with SPO that selections were submitted.
d. Selection Official Name:  Enter name of selecting official.
e. Selection Date: Enter the date of selection from drop-down menu.
f. Options:  Select one of the statements from drop-down menu.
g. Comments:  Use this block to provide additional information such as non-selection, reason for non-use of certificate, etc.  
i. When using the NN-‘Not Selected-Not Contacted’ or NS-‘Not Selected’ codes AND an additional certificate or new announcement is requested, reason for NN and NS codes need to be provided.  Note: These codes are not used for veterans.
ii. Failure to provide adequate justification may delay request for additional certificate(s) or announcement(s).  See Standard Operating Procedures for “Requesting Recruitment Action/Announcement” and “Requesting Certificates of Eligibles” for detailed information.
iii. Signed:  Check the box shown (by checking “Signed” you are approving the annotated certificate for submission to HR.)

h. Select the Send Button at bottom of screen to submit
Servicing Personnel Office (SPO)
1. Review selections reported to ensure legal selections have been made and, if applicable, proper justification has been provided.
2. Obtain supporting documentation for applicants annotated as Failed to Reply and Declined to include in SPO Announcement Case File.
3. If applicable, SPO can request a copy of the scanned veteran’s preference documentation.
FIRES Program Office (FPO)
1. Review and annotate disposition codes on electronic certificates.
2. Notify veterans by email through the automated system if their disposition is Declined
3. Close and audit certificates.
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