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Purpose. This policy guidance describes the procedures for recruiting for corporate positions, 
as defined by ER 690-1-1203, Corporate Recruitment and Selection. 

Applicability. This regulation applies to all U. S. Army Corps of Engineers organizations. This 
guidance does not apply to attorney positions. This guidance is applicable to: 

• All supervisory General Schedule grade15 or equivalent positions (to include Defense 
Civilian Intelligence Personnel System and positions in the Laboratory Personnel 
Demonstration Project). 

• All supervisory General Schedule grade 14 or equivalent positions who report directly to 
and are rated by the Commander (to include Defense Civilian Intelligence Personnel 
System and positions in the Laboratory Personnel Demonstration Project). 

Distribution Statement. Approved for public release; distribution is unlimited. 

Proponent and Exception Authority. The proponent of this pamphlet is the CEHR-E. The 
proponent has the authority to approve exceptions or waivers to this pamphlet that are 
consistent with controlling law and regulations. Only the proponent of a publication or form may 
modify it by officially revising or rescinding it.  
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1. Purpose 

This policy guidance describes the procedures for recruiting for corporate positions, as 
defined by ER 690-1-1203, Corporate Recruitment and Selection.  

2. Distribution statement 

Approved for public release; distribution is unlimited. 

3. References 

See Appendix A. 

4. Records management (recordkeeping) requirements 

The records management requirement for all record numbers, associated forms, and 
reports required by this publication are addressed in the Army Records Retention 
Schedule. Detailed information for all related record numbers is located on the U.S. 
Army Corps of Engineers (USACE) Records Management Site 
https://usace.dps.mil/sites/INTRA-CIOG6/SitePages/Records-Management.aspx. If any 
record numbers, forms, and reports are not current, addressed, and/or published 
correctly, see DA Pam 25-403 for guidance. 

5. Associated publications 

Policies associated with this pamphlet are found in ER 690-1-1203. 

6. Recruitment strategy 

Each U. S. Army Corps of Engineers (USACE) activity shall determine the outreach 
efforts required to ensure the applicant pool consists of well-qualified candidates.  This 
must include the personal involvement of the selecting official with the vacancy.  It is 
important to note that decisions made at this stage can dramatically alter the candidate 
pool from which a selection is made.  There are two major areas to increase 
opportunities for competition: (1) area of consideration (status/non-status) and (2) an 
appropriately and correctly classified position description.  Accordingly, selecting 
officials should consult with Human Resources advisors in advance when developing 
the recruitment strategy and at each appropriate step. 

7. Recruitment plans 

Recruitment plans should include the following provisions: 

a. For permanent actions, an area of consideration that includes all Federal status 
candidates is encouraged. Including non-status candidates, such as Veterans, when 
appropriate and when expected to generate well-qualified candidates is also 
encouraged.  The minimum announcement period is 7 days, and the maximum period is 

https://urldefense.com/v3/__https:/usace.dps.mil/sites/INTRA-CIOG6/SitePages/Records-Management.aspx__;!!May37g!MveHUbahP866l9aby7t5AmP3tFokqFwzdZlJpp3p8xIOZOzJCAJqbdVllc-Mapf4FoHnL8DxesUKwsf_eKVF2NUi8Q6aGbTZ4w$
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10 days, unless directed by Career Program Manager.  However, Major Subordinate 
Command (MSC) Commanders, Senior Executive Service (SES), or the USACE Deputy 
Commanding General (DCG) may approve an announcement opening period of less 
than 7 days if consistent with the Department of Army (DA) Career Program Manager 
prescribed timeframes.  A review should be conducted of the DA Career Program 
unique requirements and the area of consideration for positions filled on a time-limited 
basis, particularly for those exceeding one year. 

b. Selecting officials should carefully review the classification of the position to 
ensure it properly reflects current duties and organizational setting, including 
appropriate occupational series. 

c. Selecting officials are responsible for approving in writing the recruitment 
strategy, panel composition, and all criteria to be used prior to advertising the position. 
These actions must be conducted in accordance with Army Regulation 690-300 and the 
USACE Merit Promotion and Placement Plan.   

d. Selecting officials are responsible for approving a panel comprised of 
knowledgeable individuals at or above the grade level of the vacancy. Individuals who 
may participate in the process who do not meet this criterion must observe only; they 
must not vote.  Also, due to their unique contributions to this process, Human 
Resources (HR) observers will not vote on panels in which they serve as advisors to the 
selection board.  This does not preclude HR officials from serving as voting panel 
members where they are not designated as the HR advisor. 

e. Upon receipt of the referral list, the panel chair will convene the panel to review 
the qualifications of the candidates and determine which candidates to interview.  
Convening of the panel may be done in person, virtually, and/or through email 
communications.  It is not appropriate to have some members of the selection panel 
interview the candidates separately.  Interviews may be conducted in person or virtually. 

8. Panel representation 

In the area of panel representation, the following guidance applies: 

a. To preclude any perception of bias, members must avoid serving as panelists 
for any position where there could be a perception of favoritism or partiality.  Members 
should discuss questionable situations with the selecting official prior to agreeing to 
serve.  For example, if a panel member personally knows a candidate on the referral list 
or is rated by a candidate on the referral list, they should recuse themselves from the 
panel to avoid favoritism or bias. 

b. The panel members represent the corporate perspective.  The panel seeks to 
align selections with the corporate agenda, ensuring the process is fair and equitable to 
all.  Members participate fully in decisions at every step of the selection process and do 
not need to be subject matter experts.  The panel does not focus on technical 
capabilities to the exclusion of key leadership abilities and leadership capabilities.  The 



 EP 690-1-828 ● 25 February 2026 3 

members must be prepared to discuss panel proceedings with the selecting official, 
upon request. 

c. Once the panel membership has been established, the selecting official must 
approve any change in panel membership.  The recruitment plan or selection package 
must include the rationale for this change. 

9. Documentation 

a. Once the panel has reached a decision on the recommended candidate 
selectee and alternates, the panel chair will forward a recommendation to the selecting 
official (sample format at Appendix B).  Significant delays require documentation of 
reasons for the delay and may cause the recruitment and selection process to start 
again.  This recommendation should include a first and second alternate in case the 
selectee declines the offer.  If the panel does not recommend an alternate selection, 
indicate in the package the proposed course of action.  The recommendation should 
include discussion of qualifications of the candidates and the rationale for the 
recommendation based on the approved selection criteria. 

b. The selection package must provide a discussion of the leadership strengths of 
the selectee and alternates.  Based on the panel members’ evaluation of the 
candidates’ experience, education/training, awards, performance appraisals, interview 
results, and other relevant factors, provide an explanation of where the “Primary and 
Alternate” falls in one of the three categories in lieu of “where each candidate” falls: 

(1) Tier I: Candidates have proven leadership and technical experiences and 
strengths sufficient to carry out the Corp's goals as outlined in the Campaign Plan. 

(2) Tier II: Candidates have some of the leadership and technical strengths to carry 
out the Corps' goals as outlined in the Campaign Plan.  They have some potential to 
drive the organization into the future.  Consequently, their impact is likely to be 
contingent upon how well they fit their particular leadership situation and the support 
they receive. 

(3) Tier III: Candidates have fewer leadership and technical strengths.  
Consequently, the candidate is not a good match for the particular position and likely 
could not carry out the Corps' goals as outlined in the Campaign Plan. 

c. The selecting official will notify the appropriate panel chair of his/her selection or 
will document that selection and return the referral list to the activity where the position 
is located for further processing. 

d. The Panel Chair or designee is responsible for notifying non-selected 
candidates of the final selection. 
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10. Records management 

The disposition and retention of recruitment and selection files, which should be in 
accordance with controlling DA and USACE regulations concerning files establishment, 
maintenance and retention for recruitment and selection actions.  These files include all 
interview notes, matrices, rankings, resumes, application packages, interview questions 
and responses, correspondence, and any other documentation pertaining to the 
selection action. 
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Appendix A 
References 

Section I 

Required Publications 

Unless otherwise indicated, all U.S. Army Corps of Engineers publications are available 
on the USACE website at https://publications.usace.army.mil. Army publications are 
available on the Army Publishing Directorate website at https://armypubs.army.mil. DoD 
Publications are available on the ESD website at https://www.esd.whs.mil. 

AR 690-300 
Employment (https://armypubs.army.mil/epubs/DR_pubs/DR_a/ARN43291-AR_690-
300-000-WEB-1.pdf) 

DA Pam 25-403 
Army Guide to Recordkeeping 

ER 690-1-1203 
Corporate Recruitment and Selection 

USACE Memorandum 
USACE Merit Promotion and Placement Plan (https://usace.dps.mil/:b:/r/sites/KMP-
HR/CPD%20Repository/Staffing-
%20Recruitment/Merit%20Promotion%20and%20Placement%20Plan/USACE%20Merit
%20Promotion%20and%20Placement%20Plan%2020250829.pdf?csf=1&web=1&e=Gc
btsy)  

Section II 

Prescribed Forms 

This section contains no entries. 

https://publications.usace.army.mil/
https://armypubs.army.mil/
https://www.esd.whs.mil/
https://armypubs.army.mil/epubs/DR_pubs/DR_a/ARN43291-AR_690-300-000-WEB-1.pdf
https://armypubs.army.mil/epubs/DR_pubs/DR_a/ARN43291-AR_690-300-000-WEB-1.pdf
https://usace.dps.mil/:b:/r/sites/KMP-HR/CPD%20Repository/Staffing-%20Recruitment/Merit%20Promotion%20and%20Placement%20Plan/USACE%20Merit%20Promotion%20and%20Placement%20Plan%2020250829.pdf?csf=1&web=1&e=Gcbtsy
https://usace.dps.mil/:b:/r/sites/KMP-HR/CPD%20Repository/Staffing-%20Recruitment/Merit%20Promotion%20and%20Placement%20Plan/USACE%20Merit%20Promotion%20and%20Placement%20Plan%2020250829.pdf?csf=1&web=1&e=Gcbtsy
https://usace.dps.mil/:b:/r/sites/KMP-HR/CPD%20Repository/Staffing-%20Recruitment/Merit%20Promotion%20and%20Placement%20Plan/USACE%20Merit%20Promotion%20and%20Placement%20Plan%2020250829.pdf?csf=1&web=1&e=Gcbtsy
https://usace.dps.mil/:b:/r/sites/KMP-HR/CPD%20Repository/Staffing-%20Recruitment/Merit%20Promotion%20and%20Placement%20Plan/USACE%20Merit%20Promotion%20and%20Placement%20Plan%2020250829.pdf?csf=1&web=1&e=Gcbtsy
https://usace.dps.mil/:b:/r/sites/KMP-HR/CPD%20Repository/Staffing-%20Recruitment/Merit%20Promotion%20and%20Placement%20Plan/USACE%20Merit%20Promotion%20and%20Placement%20Plan%2020250829.pdf?csf=1&web=1&e=Gcbtsy
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Appendix B 
Sample Selection Recommendation 

CEXXX- (DATE) 

 

MEMORANDUM FOR (SELECTING OFFICIAL) 

 

SUBJECT: Recommended Selection for (Position Title), (Pay Plan) – (Series) – 
(Grade), (Organization Title), Referral (Number), (Date) issued 

 

1. References: 

 

a.  Engineer Regulation 690-1-1203, dated 25 February 2026 

 

b.  Engineer Pamphlet 690-1-828, dated 25 February 2026 

 

c.  CEHR Memo, SUBJ: USACE Merit Promotion and Placement Plan, dated 29 Aug 
2025 

 

2.  The purpose of this memo is to provide results of recruitment and recommend 
selection for the (title, series, grade) position, for the (employing location).  For the 
reasons articulated at TAB A, the panel recommends that you select (name, 
employment location, series, and GS grade or equivalent) for the subject position.  The 
first and second alternates are also at TAB A, as are the applications. 

 

3.  As required by references, TAB B contains the recruitment strategy.  This position 
was announced under (merit promotion or delegated examining) and was open 
(number) days to federal (status) (and private sector (non-status)) candidates.  The 
referral list (TAB C) contains (number) of candidates.  (Include if delegated examining 
was used: The OPM Certificate of Eligible contains (number) of candidates.) 

 

4.  Upon receipt of the referral list, I chaired a panel (TAB D) that used the approved 
selection criteria (TAB E).  Each member of the panel independently evaluated all 
referred candidates based on available information (e.g., resume, performance 
appraisals, etc.).  We consolidated the names into a list of (Number) finalists for further 
consideration (explain process for determining breakpoint). The panel's evaluation is at 
TAB F.  

 

5.  Interviews by the panel were offered to (Number) candidates. The panel interviewed 
the top (Number) candidates utilizing the approved interview questions (TAB E).  
Names of candidates interviewed, and the results of the panel's evaluation are at TAB 
F.  TAB F reflects the consideration given to the non-selected candidates.  Based on the 
records presented, the responses to the questions asked by the panel and the 
recommendations of past and present supervisors, we recommend (Name). Our 
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rationale for recommending this individual is at TAB A. (TAB A must provide a 
discussion of the leadership strengths of the recommended selectee and alternates).  

Alternate selections have been recommended and are at TAB A. We request approval 
to move to our first and/or second alternate without prior approval in the case of 
declinations. (If alternate selections are not recommended, indicate your recommended 
course of action.) 

 

6.  The CEHR/CHRSC representative (Name, grade, employing activity) did/did not 
serve as observer and/or advisor concerning the evaluation and selection processes 
used.  We believe the processes were thorough, independent, fair to all applicants, and 
used job-related criteria to determine both the candidates to be interviewed and the 
candidates for selection. 

 

7.  The POC for additional information is (name, location, telephone number, and email 
address). 
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Glossary of Terms 

Term Definition 

CHRSC Civilian Human Resources Service Center 

DA Department of Army 

DCG Deputy Commanding General 

HR Human Resources 

MSC Major Subordinate Command 

OPM Office of Personnel Management 

SES Senior Executive Service 

USACE United States Army Corps of Engineers 
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