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MEMORANDUM THRU

CPAC Address

FOR Commander, U.S. Army Training and Doctrine Command, ATBO-C (SQA), 5F North Gate Road, Fort Monroe, VA  23651-1048

SUBJECT:  Request for Superior Qualification Appointment, Position Title, Pay Plan-Series-Grade

1.  Request approval for a Superior Qualifications Appointment for candidate’s name, Position Title, Pay Plan-Series, at level Grade, step.  This is a highly demanding position and requires extensive knowledge and experience in …. .

2.  Summary of duties for Position Title, Series-Grade:

a.

b.

c. etc.

3.  Summary of Recruiting History:  This is a new position (if applicable).  This recruitment was open to both internal and external applicants.  A total of number applicants were referred and considered.  A panel was convened.  Each application was rated against an established set of criteria.  The panel then ranked the resumes in order and presented the top number candidates to the selecting official (Title, Office) for further consideration (priority list at enclosure 1) .  Number candidate(s) declined further consideration; the other number candidates were interviewed either in person, or if outside the geographic location, were interviewed telephonically.  All candidates were asked the same questions.  At the end of the process, one superior candidate was selected.  
4.  Justification for Superior Qualification Appointment:   Candidate’s name possesses extensive experience and expertise working (be specific in the functional expertise as it relates to the job description and as stated in the resume).  See EXAMPLE Below:

Mr. John Doe possesses extensive experience and expertise directly related to many of the requirements integral to the position.  Mr. Doe is the only candidate of those selected who has extensive and comprehensive experience and knowledge of system supportability in the context of tactical, operational, and strategic Army and Joint logistics; in conjunction with knowledge and experience with the Joint Capabilities Integration and Development System and materiel acquisition processes.  During the interview phase of the hiring process, Mr. Doe was the only candidate who could comprehensively address questions and challenges regarding current and planned Army and Joint logistics initiatives supporting the development of the Future Force.   Mr. Doe’s superior qualifications include:

a.  Comprehensive background and experience in combat developments conducting rigorous operational and organizational analyses, designing operational architectures, and performing Integrated Logistics Support assessments of materiel systems’ supportability needs.

b.  Recent experience in working Joint Capability Integration and Development System and Capability Integration Development to include the joint perspective of logistics concepts development, experimentation, and capabilities based assessments.

c.  Worked the Interim Brigade Combat Team analysis for the CSA Task Force performing supportability analyses for materiel (vehicles and equipment) and organization design.  

d.  etc.

5.  Current Salary, Consideration of Recruitment Incentive, Competing Job Offer:  Candidate’s name was the only candidate who possesses the superior qualifications outlined above.  His current salary is $ amount (pay statement at enclosure 2).  Annual salary falls between the pay scale for a Pay Plan-Grade, step # and Pay Plan-Grade, step # (Salary Table 2005 -    ).  A recruitment incentive was considered….(state justification decision reference incentive).  Candidate’s name has/has not indicated receipt of a competing job offer.  (NOTE:  If there is a competing job offer, include copy of offer or signed statement from individual affirming job offer.) 

6.  The following documents have been provided (a) Position Duty Description; (b) Job Vacancy announcement; (c) Referral List; and (d) Resumes (enclosure 3).

7.  Point of contact is name, DSN, commercial telephone number, and email address.

3 Encls






Signature








TYPE NAME








TITLE

  SQAs should be forwarded through servicing CPAC who will


forward to HQ TRADOC CPD.  SQA request may sent as an


Attachment to an email to patricia.bowser@us.army.mil or


mailed to:	HQ TRADOC


		ATTN:  ATBO-C (SQA)


		5F North Gate Road


		Fort Monroe, VA  23651





  SQA request should be in the format provided.





  Ensure the following documents accompany the SQA


memorandum:  (1) Vacancy; Announcement, (2) Position


Description, (3) Most Recent Pay Statement; (4) Referral List; 


(5) Resumes [at a minimum, provide the top 3-4 candidates]; 


and (6) Copy of Job Offer [if there is a competing offer].





  Do not forward SQAs in notebooks.





  Tabs are not required (optional).





  HQ TRADOC POC:  Patricia Bowser Batts, DSN 680-5234,


commercial 757-788-5234, �HYPERLINK "mailto:patricia.bowser@us.army.mil"��patricia.bowser@us.army.mil�











SUPERIOR QUALIFICATIONS APPOINTMENT


SQA Submission
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