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CHECKLIST FOR REQUESTING FIRE RECRUITMENT ACTION 

Region/Agency Name:      
OPM Position Title, Series, Grade:      
Organizational Position Title:       
[bookmark: Text6]Position No.:       

|_|Yes		|_|No		Approved Organization Chart
|_|Yes		|_|No		BIA-0501, Position Justification/Review Form
|_|Yes		|_|No		Position Description
|_|Yes		|_|No		Job Analysis (KSAs) 
|_|Yes		|_|No		Interagency Wildland Fire Hiring Official Recruitment Checklist
|_|Yes		|_|No		Is Government Housing Available?
|_|Yes		|_|No		Are Relocation Expenses Authorized for Payment? 
If yes, complete and attach the PCS Relocation Expense Worksheet.

|_|Yes		|_|No		Requesting a Delegated Examining Unit (DEU) advertisement?
				
|_|Yes	|_|No		Is position subject to the conditions of furlough?

|_| Less than 6 Months	If a Temporary position, specify duration of Temporary Appointment (check one)
|_| More than 6 Months	Notes:_________________________________________________________
|_| 1 Year 	
|_| Term Appointment

Charge the Background Investigation to this account:       

IMPORTANT INFORMATION:  The servicing HR Center for Recruitment and Placement HR staff will notify the requesting office contact when to create an SF-52 (Request for Eligibles) in FPPS/WTTS-EODS upon completion of the HR Classification process.  Questions may be directed to your servicing HR Staffing Specialist in the Center for Recruitment and Placement.

REQUESTING OFFICE CONTACT INFORMATION:

[bookmark: Text2][bookmark: Text3]Name:       		Title:       	
[bookmark: Text4]Phone number:       
Date:       

FOLLOW LOCAL PROTOCOL TO SEND THIS COMPLETE PACKAGE TO YOUR SERVICING HR CLASSIFICATION OFFICE:

Center for Jobs & Compensation Design              Center for Jobs & Compensation Design          
Office of Human Capital Management                  Office of Human Capital Management               
P.O. Box 1487                                                       1011 Indian School Road NW, Suite 163            
Anadarko, OK 73005                                             Albuquerque, NM 87104-2303                           
Phone:  (405) 247-1660                                         Phone:  (505) 563-5194                                     

FEDEX Address:
1 Mile North on Highway 281
Anadarko, OK 73005

Note: A list of the servicing HR contacts is available at:  http://inside.bia.gov/Org/AS-IA/OHCM/EList/index.htm
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