In-Processing Procedures 

If you are eligible and selected for the RAO, and if your medical clearance is approved, you will be contacted by our servicing Civilian Personnel Advisory Center (CPAC), which is located at the Humphreys Engineer Center Support Activity (HECSA) in Washington DC.  


The CPAC makes all formal job offers and handles all in-processing and other HR functions for the RAO program.     The CPAC will give you a tentative job offer with a tentative effective date and instructions on the in-processing forms you must complete and submit so that your personnel hiring action can be processed.   The final job offer and effective date will not be made until all of the completed forms are received by the CPAC.  Many of these will be similar to forms you filled out the last time you were hired in a federal civilian position.  You must submit the completed forms within the time allowed, or your hiring action will be delayed.


Special Note on Effective Date:  For any applicant who is currently on an appointment with any Federal agency, the effective date will only be set after a 3-day break in service from the last appointment.


For your convenience, we are providing a link to the CPAC website for the RAO Program, and other information to help you with in-processing:

Step 1  Personnel In-Process Forms 
· Select the following link to the HECSA CPAC website for more information on in-processing:  http://www.hecsa.usace.army.mil/HR/Annuitants.htm 

· NOTE: One of the In-Processing requirements is to submit a new Background Check with Fingerprints.  Click on the link at the left of this website to see more detailed instructions on how to submit those documents. 
Step 2  CAC (Common Access Card) 
The next step for New-Employee In-Processing is to obtain a civilian employee CAC, and you will not be able to work without it.    Click on the menu item to the left of this web-page for more detailed information on obtaining your civilian employee CAC.
