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Management Instruction EL-350-94-1 1

EAS Selection Policies for
Filling Headquarters and
Headquarters Field Unit
Positions
This instruction revises the policies and procedures for filling nonbar-
gaining positions at Headquarters and Headquarters field units. It re-
places Headquarters Circulars 91-2 and 91-4. This instruction is effec-
tive immediately for all vacancies.

Standard Instructions

Goal of Recruitment Process
The goal of the recruitment process is to ensure that the applicant who
best meets the position requirements for a vacancy is selected for that
vacancy. The term best meets is meant to describe the applicant under
consideration whose knowledge, skills, and abilities are of such high
quality as to strongly indicate a high probability of successful perfor-
mance in the position.

Positions Excluded
These instructions do not cover the filling of officer positions, positions
in the Office of the Postmaster General, secretarial positions to officers,
PCES positions, attorney positions, or positions in special servicewide
programs such as those of management associates or management
interns.

Generally, these procedures are followed in filling security force supervi-
sory positions and EAS-24 postal inspector (program manager and
projects coordinator) positions through the competitive process. Howev-
er, the policies regarding eligibility requirements, area of consideration,
and recruitment are established by the chief postal inspector.
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Selection Process

Noncompetitive Selection
Managers may consider noncompetitive applications for voluntary reas-
signment at the same level or change to lower level before the competi-
tive process begins, during the process, or after they have assessed the
competitive application pool. Individuals with saved grade may be con-
sidered noncompetitively for positions up to the grade of their former
position or at any intervening grade.

Management may periodically announce opportunities for movement
laterally or down to provide opportunities for employees to change ca-
reer paths independent of a specific job advertisement.

Competitive Selection

Announcement

If a position in Headquarters or a Headquarters field unit is not filled
through any of the noncompetitive procedures, it is filled competitively
through employee application in response to an announcement. An-
nouncements are posted for 15 calendar days. The distribution of the
vacancy announcement is the responsibility of the selecting office when
advertising to the minimum area of consideration. (Informational copies
of the postings must be sent to the appropriate personnel specialist in
Corporate Personnel Operations before the distribution date.) Any va-
cancy advertised outside of the minimum area of consideration is distrib-
uted by Corporate Personnel Operations.

Additional Vacancy

A vacancy does not have to be announced if an identical vacancy has
been announced previously and fewer than 60 calendar days have
elapsed since its closing date. The two vacancies must have the same
position title, occupation code, grade, location, tour (where applicable),
selection requirements, and selecting official.

Eligibility

Only employees serving under career appointments are eligible for
promotion. The following considerations apply:

1. Time in Postal Service. Career employees must have been
employed with the Postal Service for a minimum of 1 year
immediately preceding the closing date of the announcement to
apply for a new position.
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2. Geographic area of consideration. The minimum area of
consideration is all Headquarters and Headquarters field unit EAS
employees within the functional area within commuting distance.
Expansion of the area of consideration is determined by the
selecting manager, and is shown on the vacancy announcement.

Vacancy Announcement and
Application Process

Vacancy Announcement
See Attachments for instructions for preparing a vacancy announce-
ment.

Application Using Form 991
Following the specific instructions in the vacancy announcement, eligi-
ble employees may apply by submitting Form 991, Application for
Promotion or Assignment, pages 1 and 2, plus a separate statement of
qualifications (page 3 of Form 991) for each knowledge, skill, or ability
that must be addressed. Test certifications may also be required for
some vacancies (e.g., typing and stenographic positions).

No supervisory evaluation is required. The review committee and/or
selecting official may discuss with appropriate supervisors relevant in-
formation about qualifications if necessary for verification purposes.

Applicants should submit their applications directly to the address speci-
fied on the vacancy announcement for receipt on or before the stated
closing date.

External Recruitment
When it has been determined that the internal applicant pool has not
produced, or will not produce, an adequate number of qualified appli-
cants for selection of an applicant who best meets the position require-
ments, external recruitment can be initiated. Considering postal em-
ployees for vacant positions before considering outside applicants does
not mean that management is required to select minimally qualified
postal applicants over better qualified outside applicants. Approval from
the appropriate vice president or senior vice president must be obtained
for outside recruitment. Advertising and selection of outside applicants
are described in detail under External Recruitment — EAS Vacancies
later in this instruction.
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Assessment of Applications
Selection methods are described in the Application Review/Interviewing
Participant’s Manual, EAS Selection Methods, which can be found in
personnel offices.

The selecting official is the manager with the vacancy, and the next
higher level is the reviewing official.

The selecting official, with or without the assistance of a review commit-
tee, identifies applicants whose knowledge, skills and abilities best meet
the requirements of the position and who have a high probability of
successful performance in it.

Selecting managers have the option of designating a review committee
to reduce the size of the applicant pool to only those highly recom-
mended, or to assess the entire applicant pool themselves. The commit-
tee, if used, should consist of at least three members who are knowl-
edgeable of the vacancy and EAS selection methods. In assembling a
review committee, the selecting official should make an effort to include
at least one minority or female.

It is the function of the review committee to assist the selecting manager
in assessing the applicants. Committee members need to be fully aware
of the nature of the position and the needs of the vacancy office before
recommending any applicants.

Expansion of Vacancies
If the selecting official determines that the current pool of applicants
does not produce an adequate number of candidates that best meet the
position requirements, he or she may request that Corporate Personnel
Operations reannounce the position with one of the following forms of
expansion:

1. Expanding the geographic area of consideration.

2. Expanding the functional area of consideration.

3. Advertising outside of the Postal Service if the vice president or
senior vice president approves (coordinating with the appropriate
processing personnel office).

Roles and Responsibilities

Vice President or Senior Vice President
The vice president or senior vice president provides policy and direction
to selecting officials and assists with needs assessment as necessary
to ensure a quality selection process.
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Selecting Manager
The selecting manager has the following responsibilities:

1. Selecting candidates for designated vacancies and defining the
area of consideration after assessing the potential applicant pool.

2. Accepting responsibility for distributing the vacancy
announcement if it is advertised to the minimum area of
consideration (all Headquarters and Headquarters field unit EAS
employees in the functional area within commuting distance).

3. Determining the need for a review committee and approving
membership.

4. Providing background information to the review committee, if
needed, including discussion of needs assessment and
guidelines for the maximum number of applicants to be referred.

5. Coordinating salary, effective date, and job offer procedures with
Corporate Personnel Operations.

6. Ensuring that selections are made in accordance with all
applicable selection principles, including equal employment
opportunity laws.

7. Ensuring that all actions taken in the review and selection
process are properly documented.

8. Responding to any inquiries concerning rationale for the selection
process followed and the selection made.

Corporate Personnel Operations
Corporate Personnel Operations has the following responsibilities:

1. Providing support and guidance to operating management on
selection and placement policies.

2. Distributing any vacancy announcement advertised outside of the
minimum area of consideration.

3. Maintaining vacancy file for the selecting official after completion
of the selection process.

Vacancy File
The vacancy file is retained by Corporate Personnel Operations for 2
years and then destroyed unless an audit, investigation, appeal, or other
litigation is pending. The file is subject to review by management, EEO
professionals, and officials of the Postal Service on a need-to-know
basis. The file may be forwarded through postal management channels
to officials of the Office of Personnel Management, Merit Systems
Protection Board, and Equal Employment Opportunity Commission who
are acting in the performance of their duties.
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After a selection has been made, all vacancy file and selection forms are
submitted to Corporate Personnel Operations. These include the offer
and acceptance letter; Standard Form 52, Request for Personnel Ac-
tion; the Standard Position Description; Form 990, Vacancy Announce-
ment; and all PS Forms 991, Application for Promotion or Assignment.
These must be submitted at least 15 days before the effective date.

Note:   Any notes made by individual review committee members to
assist in evaluating applicants are considered their own proper-
ty and not records of the Postal Service. Such notes are not to
be circulated among other committee members, nor are they to
be included in the vacancy file.

Implementing Selection

Effective Dates
Effective dates should be coordinated between the gaining and losing
organizations to ensure appropriate coverage.

Notifying Applicants Not Chosen
After a final selection has been made, the review committee notifies
applicants not chosen about the same time the job offer is made to the
chosen applicant. If no review committee is designated, the selecting
official makes the notification.

Transition
Whenever possible, the gaining manager and the successful applicant
should meet to share expectations and concerns and assist with an
effective transition to the new position.

Funding

Travel Expenses

Authorized travel expenses for interviews or review committee meetings
are paid by the selecting official’s organization.

Relocation Expenses

An employee who is selected, competitively or noncompetitively, as a
result of applying or being nominated under a vacancy announcement,
is entitled to reimbursement of authorized relocation expenses as de-
scribed in Handbook F-12, Relocation Guidelines, or Handbook F-11,
PCES Relocation Policy. This rule also applies when an employee vol-
untarily applies for an announced position at his or her present or lower
grade and is selected. Allowable relocation expenses are paid by the
gaining office.
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Relocation expenses are not paid by the Postal Service incident to other
voluntary reassignments or other voluntary changes to lower grade
positions that are not initiated by management.

Exceptions
Any request for exception to these policies must be approved by the vice
president of Employee Relations.

External Recruitment — EAS
Vacancies

Purpose
If the normal internal selection process has been exhausted without
producing a candidate who best meets the requirements of a position,
the selecting official may propose outside recruitment. Outside recruit-
ment may also be done at the same time as internal selection efforts if
the selecting official has reason to believe that the internal pool of appli-
cants may not produce an adequate number of applicants who best
meet the requirements of a position.

Additional Vacancy
The outside applicant pool may be used to fill another position with
similar requirements within the same functional area when the vacancy
opens within 60 days of filling the original vacancy.

Advertising and Application Process
Vacancies are publicized by Corporate Personnel Operations through-
out a determined geographic area of consideration by placing a com-
mercial advertisement to reach the diversity of professionals repre-
sented in the specialty of the vacancy.

Acceptable applications from nonpostal applicants include Form 2591,
Application for Employment; Standard Form 171, Personnel Qualifica-
tions Statement; or a resume.

Recruitment of nonpostal applicants is conducted by the appropriate
personnel processing office. The personnel processing office collects
the applications and forwards them to the selecting official.
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Assessing Applicants
The procedures used for reviewing outside applicants are essentially
the same as those used for reviewing inside applicants under the com-
petitive procedures.

Care should be taken to ensure that outside applicants are required to
meet the same selection requirements as internal applicants.

The selecting official is responsible for choosing the individual who best
meets the position requirements from among the applicants in com-
pliance with any veteran preference requirements.

If no applicant who best meets the requirements is found during the
course of interviews with those who responded, the selecting official
may request additional recruiting efforts from the responsible personnel
office.

Roles and Responsibilities

Vice President or Senior Vice President
The vice president or senior vice president approves the selecting offi-
cial’s request to advertise outside the Postal Service.

Selecting Manager
The selecting manager has the following responsibilities:

1. Submitting justification, with vice president’s or senior vice
president’s approval, to Corporate Personnel Operations.

2. Determining the need for a review committee and approving
membership.

3. Selecting a candidate for the designated vacancy.

4. Ensuring that selections are made in accordance with equal
employment opportunity laws.

5. Coordinating salary, effective date, and job offer with appropriate
processing personnel office.

6. Preparing nonacceptance notifications to those applicants not
selected.

Processing Personnel Office
The responsible personnel specialist is one of the following:

1. At Headquarters or at a Headquarters field unit without a
personnel office, a member of the Corporate Personnel
Operations staff.
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2. At a Headquarters field unit with a personnel office, a staff
member from the office on site, reporting to the installation
manager.

The responsible personnel specialist reviews and coordinates the out-
side advertising of the position, providing support and guidance to the
selecting official on selection and placement policies.

Vacancy File
The vacancy package, including the commercial advertisement, ap-
plications and/or resumes recommended for consideration, copies of
letters to the finalists, and Standard Form 52 are retained in Corporate
Personnel Operations.

Implementing Selection

Effective Date
Effective dates should be coordinated between the gaining organization
and the selectee. Preemployment medical examinations, drug screen-
ing, reference and record checks, salary, etc., must be coordinated with
the appropriate processing personnel office.

Making an Offer
The processing personnel office makes a formal job offer to the selected
candidate. All nonselected applicants are notified by the responsible
personnel officer.

Funding
The selected applicant may be eligible for reimbursement of authorized
relocation expenses as described in Handbook F-12, Relocation Guide-
lines, or Handbook F-11, PCES Relocation Policy, subject to approval
of the appropriate vice president or senior vice president.
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Attachment A

Preparing a Vacancy Announcement

National Vacancy Announcements

Posting Vacancy Announcements
The office of Corporate Personnel Operations (CPO) produces a booklet of national vacancy announcements
for positions of level EAS-17 and above. Organizations must devise their own process for posting non-EAS
positions. See Local Postings for information on posting vacancies within specific organizations and locales.

National vacancy announcements are open for a 15-day calendar period, and opportunity to post vacancy
announcements occurs every 15 days.

A posting schedule for vacancy announcements is published in the Postal Bulletin at regular intervals. The
posting schedule includes the Deadline Date by which CPO must receive the final and complete vacancy
announcement, the Issue Date when applicants may begin applying, and the Closing Date (at close of
business) after which the position is closed to applicants. Vacancy announcements must be in their absolute
approved and final state with all relevant supporting memos and approvals at the time they are submitted to
CPO.

Note the deadline date for the next posting appropriate to your needs and observe the steps on the checklist
below. Submit your vacancy announcement and any additional supporting documentation, if applicable, as far
in advance of the deadline date as possible to ensure timely posting.

Checklist for Submitting a Vacancy Announcement
Step 1 Check vacancy status.

Before you prepare the vacancy announcement, verify the position’s vacancy status. A position
cannot  be posted in the national vacancy package unless it is vacant or will be vacated on or
before the end of the posting period. The Organization Management Staffing System (OMSS)
report and/or the on-line OMSS must indicate that the position is vacant, or you must provide
documentation with the vacancy announcement indicating that the position is vacant.

When Posting Newly Established and Relocated Positions:  If a position is either newly
established or in the process of having its corresponding office finance number changed, consult
the office of Organization Structure and Job Evaluation located in Postal Service Headquarters
for approval.

Step 2 Acquire a copy of the vacancy announcement template.

CPO’s administrative assistant in vacancy announcements (202/268-3672) can provide a tem-
plate of Form 990, Vacancy Announcement, prepared in MS Word (also see the detachable copy
of this in Attachment B).

Headquarters and Headquarters Field Unit (HFU) organizations must use this template to post a
vacancy announcement.

Field offices may use either the template or  the standard vacancy announcement format found
on-line in OMSS. Use F3fill only if the form version available is current with the Form 990, Va-
cancy Announcement, available in Microsoft Word.
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Step 3 Use the template or standard format to make up the vacancy announcement.

� Be sure the Postal Service signature       is located at the upper left of the
vacancy announcement.

(Exceptions:  Vacancy announcements generated from OMSS by field offices.)

� Leave Position Number blank.

� Include an Issue Date  and Closing Date  consistent with the schedule.

� Identify the details of the position to be posted.

You will need the following information about the position that you intend to post:

� Title.

� Grade (EAS level).

� FLSA designation.

� Occupation code.

� Nonscheduled days and (for field units ) hours.

� Salary range (using current salary schedule appropriate to that position).

� Finance number (see Step 1 on previous page).

� Functional description.

� Requirements (also called Knowledge, Skills, and Abilities (KSAs)).

� Location of the position (and duty station, if different from location).

� Mailing address of the office or address responsible for receiving the applications.

� Use standard eligibility language.

Standard eligibility language for announcements destined for servicewide posting is as
follows: 

PERSONS ELIGIBLE TO APPLY:   All qualified EAS
career postal employees with at least 1 year of current
continuous service are eligible to apply for this position.

When Posting Inside and Outside:  An alternative to the standard eligibility is to remove
the restrictions in order to post the position “inside” and “outside” the Postal Service. Eligibil-
ity language would be as follows: 

PERSONS ELIGIBLE TO APPLY:  All qualified postal
employees are eligible to apply for this position.

Your vice president makes the decision to post a position externally and submits an informa-
tional memo to the manager of Corporate Personnel Operations (CPO), justifying why re-
strictions are being removed. A copy of this memo must be attached to the vacancy an-
nouncement when it is submitted for posting.
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When Requesting Special Conditions for Eligibility:  Another alternative is to amend the
standard eligibility statement to reflect special eligibility conditions. One example of a special
condition would be to remove “EAS” from the standard eligibility statement to include bar-
gaining unit or craft employees as applicants. Any changes to the standard eligibility state-
ment are considered “special conditions” and must  be justified in an informational memoran-
dum to CPO, telling why the special conditions are needed. A copy of this memo must be
attached to the vacancy announcement when it is submitted for posting.

� Use Functional Purpose  from position description.

Language for this section of the vacancy announcement must be the same as the functional
purpose in the position description found in OMSS. Questions about the functional statement
must be addressed to the office of Organization and Evaluation (telephone 202/268-4193).

When Posting Professional o r Specialist Trainee (PST) Positions:  Before submitting a
vacancy announcement for a PST position to CPO, refer to the office of Organization Struc-
ture and Job Evaluation for review of the Functional Purpose section if it varies from the
standard language of the position description. Include documentation indicating approval for
any language variations when you submit the vacancy announcement to CPO.

� Use Requirements from position description.

Language for this section of the vacancy announcement must be the same as the official
statement of knowledge, skills, and abilities (KSAs) in OMSS for this position. Questions
about KSAs must be addressed to the office of Employment and Placement psychologist-
team leader, telephone 202/268-3848, and/or psychologist, telephone 202/268-3955).

When Requesting Changes in Requirements:   If language in the Requirements section of
the announcement varies from the standard so that it corresponds more realistically with the
nature of the position to be filled and/or if you revise any part of the official KSAs yourself,
then contact the office of Employment and Placement for review and approval of any lan-
guage changes before submitting the vacancy announcement to CPO for posting. Include
documentation such as Form 8023, Requirements Worksheet, indicating review and approv-
al of the exception when you submit the vacancy announcement to CPO.

When Posting Professional o r Specialist Trainee (PST) Positions:   Before submitting a
vacancy announcement for a PST position to CPO, refer to the office of Employment and
Placement for review of the Requirements section if the KSAs vary from the standard KSAs
for this position. Include Form 8023 documentation indicating approval for any language
variations when you submit the vacancy announcement to CPO.

� Include How to Apply.

The language should be as follows:

Employees must complete and submit Form 991, Application
for Promotion (Pages 1 and 2), plus a separate statement of
qualifications for each knowledge, skill, or ability (KSA)
(page 3) to the application address for receipt on or before the
closing date. Applicants for EAS positions will now be required
to provide an information copy of their Form 991 to their
current manager. Employees are encouraged to include the
ZIP + 4 in their mailing list.
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� Complete Mail To.

Include the address to which the applicant should send his or her application for this posi-
tion. Be sure to include the room number or other specific information needed for the ap-
plication to arrive on time.

Step 4 Check the accuracy of the vacancy announcement form.

Make certain to check the accuracy and spelling of the final draft of your vacancy announcement
before you submit it to CPO.

Step 5 Prepare  a Standard Form 52, Request for Personnel Action.

Process the selection action for the requested recruitment on a blue Form 52. Obtain the neces-
sary signatures and position information, and make a notation on the reverse indicating the
reason for the vacancy and the date the position will be vacated.

Step 6 Submit the Vacancy Announcement to Corporate Personnel Operations.

Ensure that the final and complete vacancy announcement arrives at the CPO office no later
than the close of business of the deadline date for the posting period. Send the vacancy an-
nouncement and any other relevant documentation in any of the following ways:

� U.S. or interoffice mail.

� Electronic mail (call 202–268–3672 for address).

� OMSS.

� FAX:  202/268-6195 or 202/268-3488).

� Hand delivery (Headquarters, Room 1813).

Reissuing a Vacancy Announcement
Once a vacancy announcement is issued, the issuing office may elect to amend it or extend the application
period for another 2 weeks. To reissue, contact CPO at 202/268-3672 and state the vacancy announcement
position number and the purpose for reissuing. This request may also be submitted through cc:Mail.

If vacancies previously posted locally (but never before posted nationally) are posted nationally, write one of
the following targeted to the needs of the local area where the position was initially posted.

� PREVIOUS  [__name of area or district__]  APPLICANTS NEED NOT REAPPLY.

� PREVIOUS  [__name of area or district__]  APPLICANTS NEED TO REAPPLY.

Canceling a Vacancy Announcement
Once a vacancy announcement is issued, the issuing office may elect to cancel it for any reason, such as a
noncompetitive selection or a decision not to fill the position at the time. Contact CPO and state the position
number of the announcement you want to cancel:

� Telephone (202-268-3672).

� Mail.

� Electronic mail (call 202–268–3672 for address). 

� Fax (202-268-3488 or 202-268-6195).

� Hand delivery (HQ, Room 1813).



15Management Instruction EL-350-94-1

Local Postings

Areas, districts, headquarters, and HFU organizations may post vacancies within their specific organizations
and locales. Issuing offices have the option to post any vacancy within their own local areas as follows:

� Within the Postal Service at the vacancy site.

� Inside and/or outside the Postal Service within a 50-mile radius to the vacancy site.

� Inside and/or outside the Postal Service within the district.

� Inside and/or outside the Postal Service within the area.

CPO does not post local vacancies other than those cited below.

When Posting in the Washington, DC, Metro Area:  CPO offers another option for posting vacancy
announcements for positions at level 16 or below for local posting in the Washington, DC, metro area only.
These local postings are distributed to local-area USPS offices (within a 50-mile radius of Washington, DC)
according to the same issue and closing schedule used for the national posting.

An issuing office choosing to submit an announcement, level 16 or below, to CPO for local posting,  follows
the same general process as outlined above with one exception. When posting a local vacancy announce-
ment, the Eligibility statement should be: 

PERSONS ELIGIBLE TO APPLY:   All qualified EAS ca-
reer Postal Service employees who have at least 1 year
of continuous service and whose permanent duty stations
are within local commuting distance (50 miles) of the va-
cancy office are eligible to apply.

Exceptions on a local vacancy announcement must follow the previously outlined process (see National
Vacancy Announcements) for eligibility.

When Posting in the Mid-Atlantic Area:  CPO also receives vacancy announcements from the Mid-Atlantic
Area for local posting. CPO makes no changes to these vacancy announcements, and their posting does not
follow the same schedule used for national and local posting. Mid-Atlantic Area vacancy announcements are
duplicated and distributed within 1 or 2 days of their arrival in the CPO office.

Summary
In submitting a vacancy announcement package to CPO for posting, an issuing office should include the
following items:

� A final and complete Form 990, Vacancy Announcement .

� A completed blue Standard Form 52, Request for Personnel Action  (if applicable).

� A completed Form 8023, Requirements Worksheet  (if applicable).

� A memo or letter  to the Manager, CPO, justifying removal of EAS and/or 1 year
restrictions from the eligibility statement (if applicable).

� Any relevant supporting documentation  verifying approval of nonstandard language.

If you have any questions regarding the posting of vacancy announcements, please call CPO’s vacancy
announcement administrative assistant at 202/268-3672.
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Attachment B

Vacancy Announcement Template

Vacancy
Announcement

Position Number:

Issue Date:

Closing Date:

TITLE:
GRADE:  EAS –
FLSA DESIGNATION:
OCCUPATION CODE:
NON–SCHEDULED DAYS:                                  HOURS:
SALARY RANGE:  $                – $

FINANCE NUMBER:

PERSONS ELIGIBLE TO APPLY:  All qualified EAS career Postal em-
ployees servicewide with at least one year of current continuous service
are eligible to apply for this position.

LOCATION:

FUNCTIONAL PURPOSE:

REQUIREMENTS:

1.
2.
3.
4.
5.

MAIL TO:

HOW TO
APPLY:

Employees must complete and submit Form 991, Application for Promotion (Pages 1 and 2), plus a separate statement of
qualifications for each knowledge, skill, or ability (KSA) (Page 3) to the application address for receipt on or before the closing date.
Applicants for EAS positions will now be required to provide an information copy of their  PS Form 991 to their current manager.
Employees are encouraged to include the ZIP + 4 in their mailing list.

PS Form 990, March 1994 (Facsimile)
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