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FIRE RECRUITMENT CHECKLIST 

[bookmark: _GoBack]Region or Agency Name:      
Title, Series, Grade:      
Organization Code:       
 Standard PD Number (example: DOI105):       
[bookmark: Text6]Position Number (example: 4430001):          Duty Station:       

   
|_|	Organization Chart  (This is not required to submit when filling a Temporary Position)
|_|	Standard Position Description (Always include the Addendum for Telework Policy & Motor Vehicle Operation) 
|_|	Interagency Wildland Fire Hiring Official Recruitment Checklist Form  (Always submit this form)
|_|	BIA-0501, Position Justification/Review Form  (Always submit this form)
|_| 	Relocation Expense Worksheet Form  (This is not required to submit when filling a Temporary Position)

Is request to include advertisement via DEU authority?   		|_| YES		|_| NO	
Is Government Housing Available?			      		|_| YES		|_| NO			
Is position subject to the conditions of furlough?			|_| YES		|_| NO	

Is this a Temporary position?  |_| YES     |_| NO	
If so, specify duration of Temporary Appointment:____________________________________________

	Charge the Background Investigation to this account:
	     
	     
	     
	     

	
	Functional Area
	Cost Center
	Fund
	WBS Element



Name & Title of Immediate Supervisor for position: 								_

IMPORTANT INFORMATION:  The servicing 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 the primary assigned HR Staffing Specialist in your Servicing Human Resources Office (SHRO).

REQUESTING OFFICE CONTACT INFORMATION:

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

FOLLOW LOCAL PROTOCOL TO SEND THIS PACKAGE TO THE SERVICING HR CLASSIFICATION SPECIALIST:
                                                                           
Center for Jobs & Compensation Design              Center for Jobs & Compensation Design              Alaska Region:               (405) 247-1523
Office of Human Capital Management                 Office of Human Capital Management                  Central Office:               (405) 247-1581
P.O. Box 1487                                                  1011 Indian School Road NW, Suite 163              Eastern Region:             (405) 247-1617
Anadarko, OK 73005                                         Albuquerque, NM 87104-2303                            Eastern Okla. Region:     (405) 247-1581
Main Phone:  (405) 247-1661                            Phone:  (505) 563-5194                                     Great Plains Region:       (405) 247-1617
                                                                                                                                             Navajo Region:              (505) 563-5194
           Northwest Region:         (405) 247-1617
FEDEX Address:                                                                                                                      Pacific Region:               (405) 247-1581
1 Mile North on Highway 281                                                                                                    Rocky Mtn Region:         (405) 247-1523
Anadarko, OK 73005           							           Southern Plains Region:  (405) 247-1523
                                                                                                                                             Southwest Region:         (505) 563-5194
									           Western Region:            (405) 247-1615

FOR HR OFFICIAL USE ONLY:

WTTS#:_____________  FPPS/RFE #:______________________  Date Action Forward to SHRO:________________
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