TEMPORARY AUTHORIZATION UTILIZATION (TAU) CHECKLIST

(Completed by C&P Analyst)

TAU Classification:


Program Requesting:


RPA:


THE FOLLOWING LISTS WERE REVIEWED WITH PERSONNEL LIAISON (PL) AND NOT AVAILABLE: 
 FORMCHECKBOX 
 DGS list:


 FORMCHECKBOX 
 DGS comparable list:

 
 FORMCHECKBOX 
 Other department list:



 FORMCHECKBOX 
 Other department comparable list:





 FORMCHECKBOX 
 LEAP list:





 FORMCHECKBOX 
 Appropriate requested? 
 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No

From:



 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
 Denied

Number of applications received?  


Comment: 








 FORMCHECKBOX 
 Re-advertisements 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
FFD:


    Comment:






PROGRAM RECRUITMENT INCLUDED (JOB MUST HAVE INCLUDED APPROPRIATE LANGUAGE):

 FORMCHECKBOX 
 SROA/Surplus 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  
Cleared FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  Comment:






 FORMCHECKBOX 
 Reinstatement 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
Cleared FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  Comment:






 FORMCHECKBOX 
 Transfer
 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  
Cleared FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  Comment:






 FORMCHECKBOX 
 Training & Development 
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
Cleared FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  Comment:






 FORMCHECKBOX 
 Out-of-Class assignment
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 N
Cleared FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  Comment:






 FORMCHECKBOX 
 Transfer of list eligibility
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
Cleared FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  Comment:






 FORMCHECKBOX 
 Retired annuitant

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
Cleared FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  Comment:





Note:  The C&P Analyst Should Compare And Discuss Results Of Recruiting/Checklist To Ensure Appropriate Course Of Action Is Taken.

Reason for the TAU request:













C&P Analyst concurs all alternatives are not available (Name):




Date:




APPROVAL TO MOVE FORWARD WITH TAU 

The Selections Unit Supervisor shall review and authorize or deny the TAU request; this does not approve a hire:
Selections Manager Approval/Denial







Date:




Denial explained:














HIRE AND TAU/RPA COMPLETION 

 FORMCHECKBOX 
 C&P Analyst sent e-mail to PL authorizing TAU application (aps) submission.


Date:



 FORMCHECKBOX 
 C&P Analyst routes RPA to cert to order a cert (indicate for TAU purposes in e-mail).

Date:



 FORMCHECKBOX 
 PL keeps original applications and sends copies to C&P Analyst.



Date:



 FORMCHECKBOX 
 C&P Analyst sends TAU 215 with aps to Selections Manager for review.


Date:



 FORMCHECKBOX 
 Selection Analyst returns annotated TAU 215 to C&P (Selection keeps applications).

Date:



 FORMCHECKBOX 
 C&P Analyst notifies PL of qualified TAU applicants via email (do not forward copy of 215).
Date:



 FORMCHECKBOX 
 PL notifies C&P Analyst of applicant selected-effective 
   -pending medical/background.
Date:



 FORMCHECKBOX 
 C&P Analyst completes Step 2 of TAU 215 with selected applicant’s name, position number,


promo/open info, effective date, expiration date and ensures this Checklist is complete.
Date:



 FORMCHECKBOX 
 C&P Analyst scans and attaches TAU 215 to RPA (use ATW in RPA versus 9 months).
Date:



 FORMCHECKBOX 
 C&P Analyst forwards completed TAU 215 to Selections within 2 days of processing RPA.
Date:



 FORMCHECKBOX 
 C&P Analyst places a copy of Checklist and TAU 215 in the TAU subject file within 2 days.
Date:




*C&P has two days to forward 215 and aps to Selections; Selections has two days to review and return up to 20 TAU aps—more aps take longer
