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Career Management Information #FY 02-13 

CAREER PROGRAM FILL REQUESTS:  The attached is an updated list of requirements for submitting an RPA to the directorate.  One of the changes is that we no longer require CPFs to submit the supervisory approval by the installation commander.  In addition, it is no longer necessary to include the selecting official/CPF's mailing address.  All certificates are now e-mailed to the selecting official and CPF.          

All required information in the attachment must be submitted with the RPA or it will be returned.  

RPA INSTRUCTIONS (As of Sep 2002)

To fill a Career Program covered position, the following steps and information are required or the RPA will be returned: 

· Flow all fill RPAs to the DPKXINBOX-ACP

· Complete the following information in the NOTEPAD of the RPA:

· Is the signed Coredoc/Position Description available in PARIS (Y/N)

· If YES, do not attach

· If  NO, attach signed Coredoc/PD to RPA

· Date PPP cleared; Priorities cleared (specify):  1,2,3, and/or Mil Spouse

· Type of Certificate:  Promotion Only (Y/N)

· External Candidates:  (Y/N)

· Overseas Tour (if applicable):  Number of months

· Encumbered:  (Y/N)

· If yes, Name:

· Limit area of consideration to:

· Temporary:  (Y/N)

·  NOTE:  DPK does not fill temporary or term positions

·  DPK fills covered positions temporarily NTE one year or more

·  If yes, limit area of consideration to:  

· APDP Requirements:  (Y/N)

· Special Processing Instructions (e.g., VSIP, TDP, e-mail certificate package to CPF instead of selecting official, etc.):

· Selecting Official  

· Name:

· E-mail address:

· DSN:

· CPF Personnel Specialist

· Name:

· E-mail address:

· DSN:

· Name of CPF INBOX to return RPA when DPK issues referral certificate:

IF THE ABOVE INFORMATION IS NOT PROVIDED FOR EACH RPA, IT WILL BE RETURNED.  DPK cannot process an RPA without this information.  
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