INSTRUCTIONS FOR PREPARING SUPPLEMENTAL INFORMATION (For External Applicants Only)

 1.   Name (as it appears on your resume)

 2.   Social security number                                                 

 3.   U.S. citizen?  (Yes/No)

 4.   Current permanent Federal employee?  Yes/No

 5.   Employment category?  Select category from those defined in this kit.

 6.   Are you  currently on leave without pay?  (Yes/No)  If Yes, indicate the not to exceed date  

       (calendar  year/month/day)

 7.   Retired military?  (Yes/No)             

 8.   Date of military retirement? (calendar year/month/day)

 9.   Veteran’s preference?   (Yes/No)   Select preference from those defined in this kit.

10.  Veteran’s preference claimed:  5 point; 10 point/disability; 10 point/compensable;                                                                 

                                                       10 point/compensable/30%; or 10 point/other.

11.  Dates of military service?  (calendar year/month/day to calendar year/month/day)

 12.  Have you received separation incentive pay?  Yes/No   If yes, give date of separation

 13.  Last performance rating/date?  (Rating – calendar year/month/day)

OPTIONAL DATA:

 14.  Date of Birth: (calendar year/month/day)

 15.  Sex: (Male/Female)

 16.  Race or National Origin (RNO):  Please identify one of the following:                                                           

       A -  American Indian or Alaskan Native                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      

       B  - Asian or Pacific Islander 

       C  - Black, not of Hispanic origin 

       D  - Hispanic     

       E  - White, not of Hispanic origin   

       F  - Other                                                                                                                                                                                   

Note:  DOB, Sex, and RNO is optional information collected for statistical purposes only and is not used as a factor for employment consideration.                                                                                                                                            

_____________________________________________________________________________________________

Privacy Act Statement

This information is provided pursuant to Public Law 93-579 (Privacy Act of 1974), 31 Dec 1974 for individuals completing Federal records and forms that solicit personal information.  AUTHORITY:  Sections 1302,33-1, and 7201 of Title 5 U.S. Code.  This information will be used to update your resume for employment purposes.  Collection of your social security number is authorized by Executive Order 9397.  Furnishing the supplemental information  (excluding optional data) is mandatory.  Failure to do so may result in non-referral.

___________________________________________________________________________________________________________

INSTRUCTIONS FOR SUBMITTING YOUR RESUME VIA ELECTRONIC MAIL

Internal Applicants:

1.  Prepare as an ASCII/text file, not as an attachment.  If you are typing your resume in a word processing package, such as Word or Word Perfect, highlight the resume on the screen, then copy, and paste into the body of an email message.

2.  Use the word “Resume” as the  subject of your electronic mail message.  The subject line 

should only contain the word “Resume”.  Please do not type any other heading in the subject box (e.g., Resume for Mr. Smith, Resumes,  or Resume submittal) .

3. Read and follow the Email resume sample provided.

4.   Set the receipt acknowledge on your email.

5.   Transmit via electronic mail to: resume@cpocser.army.mil

External Applicants 

1.  Prepare as an ASCII/text file, not as an attachment.  If you are typing your resume in a word 

processing package, such as Word or Word Perfect, highlight the resume on the screen, then copy, and paste into the body of an email message.

 2.  Use the word “Resume” as the subject of your electronic mail message.  The subject line 

should only contain the word “Resume”.  Please do not type any other heading in the subject box (e.g., Resume for Mr. Smith, Resumes, or Resume submittal).

3.  The required supplemental information must be included as part of the email following your resume.
4. Read and follow the email resume sample provided.

5. Set the receipt acknowledge on your email.

6. Transmit via electronic mail to:  resume@cpocser.army.mil 

