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1. PURPOSE

To establish a standard operating procedure for the
Del egated Exam ning Unit (DEU) operated by the Marshal
Space Flight Center (MSFC) Human Resources Depart nment
(HRD). The provisions of this procedure apply to al
MSFC DEU operations, regardl ess of the |ocation of the
vacancy.

2. APPLI CABI LI TY

This procedure applies to conpetitive exam ning used to
fill civil service positions with candi dates applying
fromoutside the Federal workforce. Conpetitive

exam ning is also used to enabl e enpl oyees who do not
have civil service status to conpete for a pernmnent

appoi ntment and to enable enployees with civil service
status to conpete for other positions. There is a
substantial difference between del egated conpetitive
exam ning and internal nmerit pronotion. Unlike nerit
pronotion, conpetitive exam ning requires the application
of veterans’ preference, the rule of three, pass over and
obj ecti on procedures, and public notice.

3. APPLI CABLE DOCUMENTS

The Del egat ed Exam ni ng Operati ons Handbook issued by the
U S. Ofice of Personnel Managenent (OPM serves as the
primary procedure for Del egated Exam ning Unit (DEU)
operations conducted by MSFC. Mbst procedural and
operational issues are fully addressed in the OPM
Handbook. This procedure provides additional guidance on
areas of |ocal discretion and areas not fully addressed
in the primary guidelines.

4. DEFI NI TI ONS

See J ossary in Del egated Exam ning Operations Handbook.

5. I NSTRUCTI ONS

The MSFC Human Resources Departnent will conduct
Del egat ed Exam ning in accordance with the |nteragency
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Del egat ed Exam ni ng Agreenment (NASA 1) between OPM and
t he National Aeronautics and Space Adm nistration. At
this time, MSFC will use case exam ni ng procedures as

described in Part D.

The Del egat ed Exam ni ng Operati ons Handbook and the
foll owing detail ed operating procedures will be used in
operating the Del egated Exam ning Unit.

PART A — Initiating the Exam ning Process
PART B — Public Notice and Recruitnment
PART C — Accepting Applications and Adjudicati ng
Vet erans’ Preference
D — Rating and Ranki ng Candi dates for GCeneral
Schedul e (GS) Positions
PART Certification and Auditing Procedures
PART — Conducting Internal Reviews
PART M scel | aneous I nformation and Instructions

PART

m
I

GO M
I
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PART A

| NI TI ATI NG THE EXAM NI NG PROCESS

Hiring Options Avail able. For each vacancy, a decision
must be made as to whether a conpetitive process, such as
del egat ed exam ni ng, should be used or whether an internal
pl acenent process such as nerit pronotion, reinstatenment,
or transfer authority would be nost appropriate. |If a
decision is made to announce a position under both nerit
pronoti on and del egated exan ning procedures, status

candi dates will only be considered under nerit pronotion.

Request for Referral of Eligibles. Once a decision has
been nmade to use the del egated exam ni ng process, the
organi zation with the vacancy provides a Standard Form 52,
Request for Personnel Action, and a position description
docunenting the significant facts about the job to be
filled. Areviewis nade to ensure that the request
contains all the informati on necessary to issue an
announcenent. An SF-52 is submtted for each vacancy and
| ogged with the date of receipt. A Wrk Fol der may be
established. The Case File will be available, for audit
pur poses, through NASA STARS, NASA's STaffing and
Recruiting System

Tenporary and Term Appoi ntnments. Del egated exam ni ng
authority may be used to fill Tenporary and Term
posi tions.

Career Transition Assistance Plan (CTAP) and the

I nteragency Career Transition Assistance Plan (I1CTAP).
When vacancies are to be filled using the del egated
exam ni ng process, special referral/selection priority is
given to eligible well-qualified surplus or displaced

enpl oyees for vacancies in the |local commuting area.

Wel | -qualified CTAP and | CTAP candi dates are those who are
rated in the top level of the three quality levels to

whi ch qualified candi dates are assigned.

There is no provision for filing an objection to a CTAP or
| CTAP eligible.
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PART B

PUBLI C NOTI CE AND RECRUI TMENT

1. The Marshall Space Flight Center (MSFC) has inplemented an
automated recruiting system NASA STARS. Those positions
announced usi ng Del egated Exam ning procedures are |isted
in the USAJOBS government -w de aut omated enpl oynent
i nformation system at http://ww. usaj obs. opm gov. The
normal open period for conpetitive announcenents is 10
wor kdays. However, if an early consideration date is used,
it will not be earlier than 5 workdays fromthe opening
date of the announcenent.

2. Announcenent nunbers will be assigned using the follow ng
exanmpl e:

M5 Marshall Space Flight Center
02 Fi scal Year
D One letter indicating type of announcenent:
D — Del egat ed Exani ni ng
C — Conpetitive Placenent
B — Both DE and CPP (conbi ned announcenent)
N — Notice (Reassignnment Bulletin)
0001 Sequenti al nunmbers begi nning with 0001
Exanpl e: MS02D0001

3. M nimum Requi renents for Vacancy Announcenents Provided to

Dat abase

a. Title, series, pay plan, grade, and potential;

b. Duty | ocati on;

cC. Openi ng and cl osing dates, plus any other
information dealing with how application receipt
will be controlled, such as the use of early cut-off
dat es;

d. Name of issuing office and announcement nunber;

e. Qual ification requirenents;

f. VWho may apply (generally, any U S. citizen may apply
unl ess the position is restricted to veterans and/or
CTAP/ | CTAP el i gi bl es);

g. Type of appoi ntnment (permanent, term tenporary,
i ncludi ng not-to-exceed dates, if applicable);
h. Begi nni ng sal ary;
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IS

Brief description of duties;

i

J - Basi s of rating;

k. What to file;

l. | nstructions on how to apply;

m Equal enpl oynment opportunity statenent;

n. Reasonabl e accommodati on st at enent;

0. | nformati on about filing as a CTAP/ I CTAP eligible,
including the definition of “well-qualified”; and

p. Addi tional itenms when appropriate (i.e., nunber of

vacanci es).

. | Appendi x 1|contains a sanple of a MSFC vacancy

announcenent. This shows the standard format and | anguage
to be used in the standard paragraphs.

After posting to the Federal Jobs Database, a copy may be
printed and maintained in the Woirk Folder. A copy should
be kept in the Master File. (A Master File of all
announcenments shoul d be maintained for easy reference).

Any tinme a closing date is nodified or an announcenent is
cancel l ed, the Federal Jobs Database nust be updat ed.
Applicants who have applied for the announcenent are
notified of a cancellation. Sanple letter to the
applicant is at Appendi x 2.

Recruiting is an effort to attract the best candi dates
avai l abl e to support hiring goals. There are a variety of
tool s avail abl e under Del egated Exam ning authority.
These may i ncl ude:

Pai d adverti sing

Speci al Internet-based Recruiting Wbsites
Recruiting support from other Federal agencies
Recrui t ment bonuses

Col | ege canpus visits

®aoo

Pai d advertising requires special approval fromthe Human
Resour ces Departnent Manager and the nmanagenent staff in

t he organi zation with the vacancy. Arrangenents nust be
made in advance to assure adequate funds are avail abl e and
can be used for paid advertising.
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PART C

ACCEPTI NG APPLI CATI ONS AND
ADJUDI CATI NG VETERANS' PREFERENCE

Applicants will normally apply electronically via NASA
STARS. All nmailed applications nust be received in the
DEU by 11:00 p.m CST on the closing date of the
announcenent. Applications dropped off nust be received
by the closing date. Extensions will not be granted for
appl i cants who becone aware of DEU announcenents late in
t he open period. As applications are received, the
applicant is mailed an acknow edgenent of receipt.

Applications will be rated based on the information
furnished by the applicant. |f selected, the sel ectee
w ||l be asked to provide any required supporting

docunentation within 5 work days of the enploynment offer

Experi ence and education can only be credited up to the
cl osing date of the announcenent. Applicants still in
coll ege can be rated provisionally eligible if they are
expected to receive their degree within 9 nonths.

Veterans’ preference will be granted in accordance with
OPM s Federal Enploynent Policy Handbook: Veterans and the
Civil Service (VetGuide).

When applications have been rated and an appoi nt nent has
been made fromthe certificate, applicants wll be
notified of their referral status. A sanple of the Notice
of Rating is at Appendix 3.

There are certain valid exceptions to the general rule
prohibiting | ate applications. The exceptions are shown in
Chapter 6 of the OPM DEU Manual. One of the exceptions is
a 10-point veterans’ preference eligible, who can file an
application at any tinme for any position for which a non-
t emporary appoi ntment has been nade froma conpetitive
list of eligibles in the preceding 3 years.

NASA STARS mai ntains a 10-point veterans' file. All
unsolicited applications from 10-point veterans will be
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accepted at any tine. These applications will be revi ewed

for each DEU vacancy to determne if any qualify.

PART D
RATI NG AND RANKI NG CANDI DATES FOR
GENERAL SCHEDULE (GS) POSI TI ONS

1. Applicants will be rated using NASA STARS. The NASA STARS
(STaffing And Recruitnent System is an automated staffing
and recruitment process that uses a commercial off-the-
shel f (COTS) software system called Resum x. The Resum x
wi |l conduct the rating procedure using a Wb-based tool
call ed the Weighting and Referral Tool. Applicants wll
be assigned a quality |evel point value (70, 80, 90) that
best reflects the |l evel of their experience and educati on.
Vet erans’ preference points are added after the assignment
of quality level and additional points, if applicable.
VWhere the application of veterans' preference points
rai ses the applicant to a higher quality level, the
applicant will be placed in the higher |evel.

2. An applicant’s request for reconsideration of an ineligible
rating or nunerical score nmust be in witing and nust be
based on the information originally supplied in his/her

application. Upon receipt, the DEU Specialist will do a
conplete review and prepare a witten response to the
applicant. A team | eader will review the response.
Generally, the Human Resources Department Manager signs the
response. Because this process will automatically
constitute a two-level review, the decision is final. There
is no further appeal. Normally, responses will be sent to

t he applicant within 8 cal endar days after receipt of the
request.
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PART E

CERTI FI CATI ON  AND AUDI TI NG PROCEDURES

After the rating and ranking process has been conpleted, a
register is established for the Case File. The register
is alist of all eligible applicants in score order

i ncludi ng veterans’ preference. A certificate consisting
of the top 3 applicants is then issued for one vacancy,
with an additional name for each additional vacancy if
applicable (i.e., for 3 vacancies, 5 nanes would be issued
on the certificate).

Certificates are nunmbered as foll ows:

MSFC - Marshal | Space Flight Center
02 - Fi scal Year
01 - Sequential (This would be the first certificate

issued in the fiscal year 2002)
The certificate nust contain the foll ow ng:

a) Certificate nunber

b) Type of appoi nt nent

c) Position titlel/series/grade

d) Duty | ocati on

e) | ssue date

f) The eligibles names, addresses, phone nunbers and
Soci al Security nunbers

g) The rating of each eligible certified, including
their veterans’ preference, and the appropriate
preference synbol of each eligible (CPS, CP, XP, TP,
or NV)

h) The number of vacanci es

i) Selecting official’s signature and date

All eligibles listed on the Certificate of Eligibles are
listed in score and veterans’ preference order. The order
of certification for Professional and Scientific Positions
at GS-9 and above is different than the regul ar order of
certification. Refer to the OPM Del egat ed Exam ni ng

Oper ati ons Handbook, Chapter 8.4, for “Order of
Certification.” The certificate is sent to the

organi zation and a copy is placed in the Work Fol der.
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10.

Tied nunerical ratings (within the sane veterans’
preference category) will be broken in the follow ng
or der:

a) Name request
b) Random nunber (set each day)

Applications received fromapplicants with status will be
rated and ranked and certified in score order. Any
applicant that is eligible to be considered w thout
conpetition will be issued on a separate non-conpetitive
list along with the certificate. The selecting official
can select fromeither |ist.

The organi zation is asked to return the certificate within
10 busi ness days. Verbal extensions are granted.

Ext ensi ons nust be docunented on the Work Fol der copy of
the certificate.

The certificate my be used for 90 days fromthe date of

i ssuance to fill additional vacancies (sanme title, series,
and grade) w thout re-advertising the vacancies. |If a

sel ection has not been made within 90 days, MSFC is
required to re-advertise for CTAP/I CTAP. The sane |ist of
qual i fied and avail abl e candi dates nmay be used to issue a
new certificate for identical positions w thout re-
announci ng at any time during those 90 days.

A sel ected candi date should normally be appointed to the
position within a reasonable amunt of time (30 days from
t he date of selection). However, to accommpdate speci al
situations, such as the conpl etion of education, a

geogr aphi cal nove, obligations to current enployers,
tenmporary agency hiring restrictions, and processi ng of
security clearances, an agency nay del ay appointnment up to
6 nmonths from date of selection. |If a selected candidate
cannot be appointed to the position within 6 nonths, the
position would have to be re-advertised to clear
CTAP/ | CTAP.

Sel ecting officials will occasionally object to candi dates
referred, based on factors such as qualifications,
suitability, or nmedical considerations. Wen the
selecting official objects to a candi date or proposes to
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pass over a preference eligible, he/she will forward to
HRD witten justification for the requested action. |In
all cases of objections/pass overs, the request will be in

the formof a SF-62, Agency Request to Pass Over a
Preference Eligible or Object to an Eligible, or other
conpar abl e docunents with full supporting docunentation.
The DEU Speci alist who issued the certificate will review
t he request and take action as indicated bel ow

a) Objections based on Suitability or Medical

Di squalification. The DEU Specialist will prepare a
packet (including all relevant information and a
recommendation) for review by the HRD Team Leader. |If
the decision is to sustain the request, the DEU
Specialist will prepare the docunentation to send to

OPM for review and final approval.

b) Obj ecti ons and pass over requests based on
Qualifications. 1In the case of non-preference
eligibles and preference eligibles | ess than 30%

di sabl ed, the DEU Specialist will prepare a packet
(including all relevant information and a
recomendati on) for review and approval by the HRD
Manager. |In the case of conpensabl e preference
eligibles with 30% or nore disability, the DEU
Specialist will prepare a docunentation (including a
cover letter signed by the HRD Manager) for subm ssion
to OPM Appropriate followup action will be based on
OPM s deci si on.

I N ALL CASES LI STED ABOVE, THE SELECTI NG OFFI CIl AL MJUST HOLD A
VACANCY FOR THE APPLI CANT UNTIL THE OBJECTI ON OR PASS OVER
REQUEST | S SUSTAI NED BY THE HRD MANAGER OR OPM

NOTE: Before initiating action on an objection or pass over
request, the DEU Specialist should carefully reviewthe
certificate to determ ne whether a formal objection/pass over
action is necessary. In many cases, the candidate can sinply
be reported as “not selected.”

11. When a certificate is returned, it nust be audited to make
sure the selection is in order. If actions on the
returned list are not correct or there is an illegal
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appoi ntnent, the certificate is imediately returned to
t he organi zation for correction.

12. An audit of the certificate consists of the foll ow ng:

a)

b)

f)

“Rul e of Three” is followed. Selections nust be made
fromthe top three avail abl e candi dates on the |i st
of eligibles. A veteran cannot be passed over and a
non-veteran selected unless an objection based on
qualifications is approved by the HRD Manager or an
obj ection based on suitability or nedical

di squalification has been approved by OPM An

obj ection based on qualifications of a 10-pt veteran
that has a disability at 30% or nore nust al so be
approved by OPM

Correct report action codes are on the certificate by
each eligible s nanme. See Appendix 4.

Entered on Duty (EOD) date of selectee is provided on
the certificate.

Records of declination and failure to reply are
provi ded and properly docunented.

If certificate is not used, reason is provided on the
certificate.

Certificate is returned by suspense date or extension
date (extension was granted and properly docunented
in file).

The returned copy of the Certificate of Eligibles nust be
signed and dated by the selecting official. Wen the audit
is conpl eted, the person auditing the certificate nust sign
and date the report copy as docunentation for the Work

Fol der .
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PART F

CONDUCTI NG | NTERNAL REVI EW5

An audit of del egated exam ning activities using staff not

associ ated with del egated exam ning activities will be
done annual ly. MSFC wi Il certify conpletion of the audit
to OPMand will maintain a list of all discrepancies and

corrective actions for a period of three years after the
audi t .

A current MSFC enpl oyee(s) who is not involved with

del egat ed exam ning activities, but is currently certified
in del egated exanmining, will performthe audit.
Certification to OPMthat the audit has been conpl eted

wi |l be acconplished at the tinme the Quarterly Wrkl oad
Report is prepared (Item 13 on the form.

A Del egated Exam ning Audit Checklist (Appendix 5) is to
be used by the auditor. This checklist consists of the
points to be covered when conducting an internal review.
One checklist is used for each Case Exam ning File. The
checklist will be filed in the Work Fol der. A witten
report of the auditor’s findings will be forwarded to the
OPM Service Center. The MSFC nust maintain a |ist of al

di screpanci es and corrective actions for a period of three
years after the audit.
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PART G

M SCELLANEOUS | NFORMATI ON AND | NSTRUCTI ONS

The Del egated Exam ni ng staff nust be trained and
certified by the Ofice of Personnel Managenent.

Del egat ed Exam ni ng staff nenbers nust notify their
supervi sor when they, a famly nenber, or a nmenber of
hi s/ her household intends to apply for a Del egated
Exam ni ng announcenent .

I n accordance with the DEU Handbook, the Del egated

Exam ning Unit staff will provide Quarterly Workl oad
Reports to the servicing OPM Service Center. Quarterly
reports are due 15 workdays after the end of the quarter
(i.e., January 15, April 15, July 15, October 15). The
wor kl oad reporting formand instructions for conpleting
are in Appendi x K of the DEU Operations Handbook.

SFC wi Il devel op and print any forms necessary for
exam ni ng operations. Forms that collect information
directly fromthe public must be cleared with the Ofice
of Management and Budget (OVMB). Refer to 2.9g. of the

Del egat ed Agreenent between NASA and OPM  NASA and MSFC
forms nmust be approved and nunbered in accordance with
current instructions.
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APPENDI X 2

LETTER TO APPLI CANTS — ANNOUNCEMENT CANCELLED

Dear Applicant:

This is in reference to your application for Recruiting
Bul l etin MS02D0001.

The vacancy announcenent for this position has been cancell ed.
Any subsequent vacancies will be announced through the Ofice
of Personnel Managenent (OPM). You may reapply for any
vacancies for which you wish to be considered. Information on
current job opportunities with the Marshall Space Fli ght
Center and other Federal agencies is available from OPM s
USAJOBS website. That electronic address is
http://ww. usaj obs. opm gov.

| appreciate the opportunity to consider you for enpl oynment
and regret that we are unable to respond favorably.

Si ncerely,

Danny R. Hi ght ower
Manager
Human Resources Depart nent

Encl osur e
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APPENDI X 3

NOTI CE OF RATI NG

(Dat e)

(Name of Applicant)
(Addr ess)

Dear (Nane):

We appreciate your interest in our (Title of Position)
position advertised under vacancy announcenent (Nunber of
Announcenent) with NASA' s Marshall Space Flight Center

Al t hough you were not selected for this particular position,
we encourage you to pursue further opportunities with NASA by
visiting ww. usaj obs.opm gov. |If you see other positions that
interest you and for which you qualify, you can use NASA' s
Quick Apply at this site.

| f you have any questions, please contact the Human Resources
Departnment. Thank you again for your interest in enployment
with the Marshall Space Flight Center. W w sh you success in
your enpl oynent goals.

Si ncerely,

(DEU Speci al i st)
Human Resour ces Depart ment
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APPENDI X 4

ACTI ON CODES FOR DEU CERTI FI CATES

1. DA — Declined Agency

2. DD - Declined until a Later Date — Can renpve the
candi date tenporarily until date provided. Mist be
avail able in 6 nonths.

3. DG — Declined Grade

4. DL Decl i ned Locati on

5. DP

Declined for the Position Certified Only

6. DX — Declined Further Consideration for Federal
Enpl oynent

7. A — Sel ect ed

8. CR — CRU -Communi cation Returned Uncl ai ned

9. FR — Failed to Reply — Failure to respond to e-mail is
acceptabl e provided the person sending the e-nmai
documents with a copy of the e-mail and a signature that

t he person did not respond. Should also be used for
anyone selected who fails to report.

10. CE - Career or Career-Conditional Enployee

11. TE

Tenporary (or Indefinite) Enployee

12. NC

Appoi nted by Non- Conpetitive Action

13. NS - Not Sel ected
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APPENDI X 5

DELEGATED EXAM NI NG FI LE
AUDI T CHECKLI ST - NON- DEU STAFF

1. | nformati on about the announcenent.

Recruiting Bulletin Nunber
Job Title, Series, and G ade
Posi tion Nunber

Announcenment Openi ng Date
Announcenent Cl osi ng Date
Nurmber of Applications

D0 QOO TD

2. Fol der docunents on |eft side:
a. Selection Sheet:
(1) Nane of sel ected person

(2) Supervisor’'s signature
(3) Date of Sel ection

b. Certificates with referred candi dat es:

(1) The certificate is properly conpleted with the
foll owi ng information:

(a) Action informtion

(b) Rati ng score

(c) Veteran’ s preference

(d) Nanmes of top scoring applicants__

(e) Addr ess
(f) Phone nunbers
(9) Soci al Security nunber

(2) The Non-Conpetitive certificate when applicable
is properly conpleted with the foll ow ng
i nformation:

(a) Nanes of applicants
(b) Address
(c) Phone nunbers
(d) Social Security Nunber

CHECK THE MASTER LI ST-VERIFY THAT THI S | S THE CORRECT VERSI ON BEFORE USE
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c. The conpetitive register is a list of eligible
candi dates in score order for referral on
certificates. The following information is provided
on each eligible candi date:

(1) Action information
(2) Rati ng score
(3) Veteran's preference
(4) Nanes of eligible applicants
(5) Address
(6) Phone nunbers
(7) Soci al Security Nunber

d. The Non-Conpetitive register is an al phabeti cal
listing of names of eligible, qualified applicants
based on current or prior Federal service who may be
sel ected for placenent in the conpetitive service.
The following information is provided on each
candi dat e:

(1) Name of eligible applicant
(2) Address
(3) Phone Nunbers

e. Al phabetical list of applicants (eligible and
ineligible) with name, address, social security
nunber, phone nunber, rating, score, veteran's
preference, and final score.

f. Pass over docunents, if applicable

g. Copy of announcenent
MSFC Recruiting Bulletin

h. Request for Personnel Action (Standard Form 52)

i Position Description (NASA Form 692)

3. Fol der docunents on right side:
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a. CTAP/ | CTAP candi dates and other priority
consi deration eligibles were considered

b. 10-pt veteran applicants were consi dered
C. Docunent ati on pertaining to sel ection/selectee
(1) Conpleted Standard Formb52

(2) Acceptance/Declination from Sel ectee to
Manager, HR

(3) Letter of position offer from Manager, HR

(4) Resune or application
(5) If applicable, declination information

(6) If applicable, approval of advanced step

d. Docunentation pertaining to the record of the rating
of other eligible qualified candi dates.

(1) Notice of Rating mailed to candidate with
rating score
(2) Date of Notice of Rating

e. Docunent ati on pertaining to the record of the rating
of ineligible candi dates.

(1) Notice of Rating sent to candi date
(2) Date
(3) Reason for ineligible rating

Revi ewed by:

Si gnature Dat e
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