CD10- ON - 003
REVI SI ON A
EFFECTI VE DATE: July 12, 2000

ORGANI ZATI ONAL WORK
| NSTRUCTI ON ( OW )

CD10

STAFFI NG AND
PLACEMENT

APPROVI NG
AUTHORI TY
NAME TI TLE ORG DATE
Danny R. Hi ght ower Manager CD10 07/ 12/ 00

CHECK THE MASTER LI ST—
VERI FY THAT TH S I S THE CORRECT VERS|I ON BEFORE USE



Mar shal | Space Flight Center Organizational Wrk Instruction

CD10
Title: Staffing and CD10- ON - 003 Revision: A
Pl acenent
Date: 07/12/00 Page 2 of 4
DOCUMENT HI STORY LOG
St at us
(Basel i ne/
Revi si on/ Docunent Effective
Cancel ed) Revi si on Dat e Descri ption
Basel i ne N/ A 10/:29/99 Basel i ne
Revi si on A 07/ 12/ 00 Records paragraph revised and expanded.
05/ 28/ 03 Document Revi ew
09/9/03 Docunent Revi ew

CHECK THE MASTER LI ST-VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Mar shal | Space Flight Center Organizational Wrk Instruction

CD10
Title: Staffing and CD10- ON - 003 Revision: A
Pl acenent
Date: 07/12/00 Page 3 of 4

PURPOSE

The purpose of this Organizational Work Instruction is to
docunent the procedures used by the Human Resources
Department in filling positions at the Marshall Space
Flight Center (MSFC).

APPLI CABI LI TY

This ON applies to all MSFC positions in grades GS-1

t hrough GS/ GWk 15 i ncludi ng MSFC positions |ocated at duty
stations other than MSFC. It does not apply to “NASA
Except ed” positions, Senior Executive Service positions or
any position at a grade | evel above GS/ Gv 15.

APPLI CABLE DOCUMENTS

The Guide to Personnel Recordkeeping (U S.O P.M)

The Guide to Processing Personnel Actions (U S. O P.M)
NPG 3300. 1 Appoi ntnment of Personnel To/ From NASA

NPG 3330.1 NASA Career Transition Assistance Program
NPG 3335.1 Internal Placenment of NASA Enmpl oyees
DEFI NI TI ONS

OPF — O ficial Personnel Fol der

USOPM — United States Office of Personnel Managenent

I NSTRUCTI ONS

The procedures contained in the “APPLI CABLE DOCUVENTS”
listed above will be adhered to at all times when filling
GS-1 through GS-15 | evel vacancies at MSFC and at Marshall
resident offices in other |ocations.

NOTES

None

SAFETY PRECAUTI ONS AND WARNI NG NOTES

CHECK THE MASTER LI ST-VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Mar shal | Space Flight Center Organizational Wrk Instruction
CD10

Title: Staffing and CD10- ON - 003 Revision: A

Pl acenent

Date: 07/12/00 Page 4 of 4

10.

11.

12.

None

APPENDI CES, DATA, REPORTS, AND FORMS

None

RECORDS

Record Type: Conpetitive Placenent Plan record fol ders
Responsi bl e Party: Human Resources Specialists
Locati on: Human Resources Depart ment

Bui | di ng 4200

Room 334
Records Retention Schedule: Folders will be retained in
accordance with the schedule contained in Part |, Appendix
A of NPG 3335. 1.

Record Type: Official Personnel Fol ders
Responsi bl e Party: Human Resources Departnment Team Leader
Locati on: Human Resources Depart ment

Bui | di ng 4200

Room 334
Records Retention Schedule: Official Personnel Folders
(OPFs) will be maintained in accordance with the OPM Gui de
to Personnel Recordkeeping.

TOOLS, EQUI PMENT, AND MATERI ALS

None

PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None

FLOW DI AGRAM

None
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