Electronic Referral Process

Current Process:

1. CPAC prints referral list;

2. CPAC prepares cover memo with sample of non-select letters and takes to EEO;

3. EEO prepares their cover memo and calls the Admin POC for pickup; 

4. Return original referral to CPAC with copy of selection page to EEO

New Process effective immediately:

1. CPAC sends an email note to EEO with a .cc to the Admin POC.  This

     note will contain a web link in which you can view/print your referral.

2.  EEO will print whatever pages are appropriate for their need i.e., 1-6 

3. EEO will attach their memo and forward the original note to the admin

     once again.

4. Admin POC will print the referral and give it to management

5.  Admin POC will return the original referral to the CPAC with a copy for

EEO.  Both can be placed in the CPAC drop box for processing.    

This new process has been proven to save time with all parties.  It is especially appealing for the admins’ who I have tested it with on a trial basis, because they do not have to make that additional trip to the Bldg. 82.

Since the referrals are put on the CPAC homepage in a special directory there is no worry about the size of the file.  This was an issue when I was emailing the referrals because of the current size limitation the DOIM has set on file attachments.

If you have any problems retrieving these referrals, please direct those calls to Kim Rhoades at x2759 or email: Rhoadesk@monroe.army.mil
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