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FIRES Program Office

Standard Operating Procedure

Making Selections from Certificates of Eligibles
The FIRES Program Office (FPO) will code all selections in the automated system and maintain vacancy announcement files for temporary seasonal fire positions 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.  

1. Selecting Official

a. Annotate each selection and/or non-selection using the drop-down menu in the ‘Disposition’ column on the certificate on the web.  For Certificates not used to make a selection from also complete the steps below.

b. Select the ‘Submit to HR’ button at the bottom of the screen after all dispositions have been annotated, and complete all fields provided as shown below:
i. To:  Enter the email address of the SPO to report selections.
ii. Selection Official Name:  Enter name of selecting official.
iii. Selection Date: Enter the date of selection from drop-down menu.
iv. Options:  Select one of the statements from drop-down menu.
v. Comments:  Use this block to provide additional information such as non-selection of veterans, reason for non-use of certificate, etc.  
1. When using the NN-‘Not Selected-Not Contacted’ or NS-‘Not Selected’ codes for non-veterans AND an additional certificate or new announcement is requested, reason for NN and NS codes need to be provided.  
2. Failure to provide adequate justification may delay request for additional certificates or announcements.  See Standard Operating Procedures for “Requesting Recruitment Action/Announcement” and “Requesting Certificates of Eligibles” for detailed information.

c. Select the ‘Send’ Button at bottom of screen to submit information on selections/non-selections

2. Servicing Personnel Office (SPO):

a. Review selections reported to ensure legal selections have been made and, if applicable, that proper justification has been provided.
b. Forward email received from selecting official, with any necessary changes, to the FIRES Program Office (FPO) at fa_fires@nifc.blm.gov 
c. If applicable, servicing personnel offices should request a copy of the received and scanned veteran’s preference, BIA form or transcript documentation from the FPO.  
3. FIRES Program Office:

a. Review and annotate disposition codes on permanent record certificates
b. Notify veterans of their disposition

c. Close and audit certificate
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