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RECRUITMENT CHECKLIST 

                                                           
SF-52#_____________________ 

 
Please submit this form with a: 
 
(1) signed SF-52 (one needed for each position to be filled); 
(2) position description with signed performance plan cover sheet (CD-516), Part A; 
(3) performance plan (only required when PD library is used and position is outside the office normal 
functional responsibility (e.g., budget analyst recruited by other than a budget office); 
(4) Completed “Hiring Waiver Request Form” or “Hiring Freeze Exemption Memo (ITA) if applicable;  
(5) Accurate organizational chart that highlights the vacant position  
 
1.  POSITION INFORMATION  
 
Proposed Position Title, Series, Grade (to be announced) and number of 
openings:_____________________________________________________________________ 
 
Promotion Potential: ______________ 
 
Organization/Duty 
Location:_____________________________________________________________________ 
 
Newly established Position (Waiver or Hiring Freeze Exemption Memo (ITA) included in package):  
 
This recruitment is to replace (Name, Title, Series and Grade): __________________________ 
 
Security Clearance required for this position:  Top Secret_______     
        Secret_________              

   N/A__________    
 
Will the employee be subject to Financial Disclosure Requirements: Yes _____ No ______ 
 
Will the employee be a Procurement Official: Yes ____   No_____ 
 
 
2.  RECRUITMENT INFORMATION 
  
Area of Consideration: 
 
____X____ All Qualified U.S. Citizens 
     
 
Length of open period: __________________ (i.e. – 2 weeks, 3 weeks, etc.) 
 
Relocation expenses: _________will be paid 
    ________ will not be paid (There is a sufficient number of candidates in the commuting 

area so payment of relocation expenses is not warranted). 
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Temporary Employment Justification: ____Attached _______          N/A________ 
  
3.   EVALUATION CRITERIA (For use with Quick Hire) 
 
Job Announcement Questions Attached: (with ID Numbers included identifying questions if the 
QuickHire Question Library was used to get the questions) ______ 
 
Specific duties statement and position summary used to advertise: (also send electronically) ________  
     
 
4.  SPECIAL CONDITIONS OF EMPLOYMENT    
 
____ Frequent Overtime 
 
____ Frequent Travel (domestic and/or foreign) 
 
____ Unusual tour of duty or part-time (please specify) 
 
____ Special permit(s), license(s) required 
 
____ Other: Explain - __________________________________________________ 
 
           ______________________________________________________________  
 
 
5.  JOB SUMMARY (a marketing tool to attract candidates to your organization) 
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6. MAJOR DUTIES STATEMENT (for the vacancy announcement) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Administrative Contact (Name and phone #): _______________________________ 
 
Selecting Official (Name and phone #): _____________________________________ 
 
Special Comments/Requests: _____________________________________________________ 
 
           _________________________________________________________________ 
 


