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LEAF Centralized Package Processing 

This job aid provides the steps required in Centralized Package Processing. This process is a single source 
intake tool for the submission of centralized packages and is intended to streamline the submission workflow 
and allow customers and leadership to view package status in real-time. 

 

What You Do: What the System Does: 

Initiate a Request 

• Select the following link to access the HCS LEAF 
Portal: 

https://leaf.va.gov/Other/101YA/VBA_Consolidated
_Classification_Unit/ 

• Access the LEAF Portal. 

Access request process via LEAF. 

Select New Request/Start a new request icon at the 
top left of the screen. 

Generate a new request document. 

Populate and Submit a Request 

Step 1: General Information 

a. Select appropriate Service from the dropdown 
menu. 

b. Enter Title Request using the following naming 
convention:  
Service_Position title_Type of Request 

Example:  
LGY_Program Analyst_GS-15 Nomination 

 

a. Add Service Line information to the request. 
 

b. Provide Title for the request. 

Step 2: Type of Request 

a. Select GS-15 Packages checkbox. 

b. Select Click here to Proceed. 

 

a. Choose the GS-15 request. 

b. Proceed to Step 3. 

Step 3: Requesting Point of Contact (POC) 

a. Select the Organization/Service Line from 
the dropdown menu. 

b. Enter the requesting Point of Contact. 

c. Enter the Servicing Human Resource 
Center (HRC). 

d. Enter the Servicing Human Resources (HR) 
Specialist. 

e. Select Next Question to continue. 

 

a. Add the Services Line to the request. 

b. Enter the requestor’s name from the 
organization submitting the package. 

c. Enter the name of the HR Center that 
provides service to the organization 
submitting the package. 

d. Enters the name of the servicing HR 
Specialist assigned to the organization 
submitting the package. 

e. Upload information and proceed to Step 4. 

https://leaf.va.gov/Other/101YA/VBA_Consolidated_Classification_Unit/
https://leaf.va.gov/Other/101YA/VBA_Consolidated_Classification_Unit/
https://leaf.va.gov/Other/101YA/VBA_Consolidated_Classification_Unit/
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What You Do: What the System Does: 

Step 4: Point of Contact (POC) Information 

a. Select the Nature of Request. 

b. Enter the Requested Position Information 
(Title/Series/Grade). 

c. Enter the Position Location. 

d. Enter Employee/Applicant name. 

e. Select Next Question to continue. 

 

a. Provide the type of request. 

b. Identify the position. 

c. Provide the location of the position. 

d. Provide the full name of the applicant for 
consideration. 

e. Upload information and proceed to Step 5. 

Step 5: Requested Action 

Upload all required documents. Scroll down to upload 
all attachments.  

NOTE: Request is not processed if a required 
document is missing.  

a. Select Choose File to attach the Certificate 
of Eligibles. 

b. Select Choose File to attach the Vacancy 
Announcement. 

c. Select Choose File to attach the Best 
Qualified (BQ) Matrix. 

d. Select Choose File to attach the Reference 
Checks (signed). 

e. Select Choose File to attach Background 
Investigation 

f. Select Choose File to attach the Nominee’s 
Resume. 

g. Select Choose File to attach the Justification 
Memorandum (signed). 

h. Select Choose File to attach the 
Concurrence Sheet. 

i. Select Choose File to attach Form SF-50. 

j. Select Choose File to attach Form SF-52. 

k. Select Choose File to attach the Position 
Description and OF-8 (signed within the last 
2 years). 

l. Select Choose File to attach the 
Organizational Chart (signed). 

m. Select Choose File to attach nominee’s 
performance appraisals from the last two 
FYs. 

n. Select Next Question to continue. 

 
 
 
 
 
 

Attach and upload all required documents: 

a. Required document for package review 

b. Required document for package review 

c. Required document for package review 

d. Required document for package review 

e. Required information for security check 
request 

f. Required document for package review 

g. Required document for package review 

h. Required document for package 
concurrence 

i. Required document for package review 

j. Required document for package review 

k. Required document for package review 

l. Required document for package review 

m. Required document for package review 

n. Document upload and progression to Step 6 
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What You Do: What the System Does: 

Step 6: Submit Request 

Select Submit Request. 

 

Submit request for processing.  

 

Access HCS LEAF Portal 

Select the following link to access the HCS LEAF Portal: 
https://leaf.va.gov/Other/101YA/VBA_Consolidated_Classification_Unit/ 

c 

Create a Request 

Select New Request/Start a new request icon at the top left of the screen. 

 

 
  

https://leaf.va.gov/Other/101YA/VBA_Consolidated_Classification_Unit/
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Step 1: General Information 

a. Select appropriate Service from the dropdown menu. 

b. Enter Title of Request using the following naming convention: 
Service_Position title_Type of Request 

 

 

Step 2: Type of Request 

a. Select GS-15 Packages checkbox. 

b. Select Click here to Proceed. 
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Step 3: Requesting Point of Contact (POC) 

a. Select the Organization/Service Line from the dropdown menu. 

b. Enter the Requesting Point of Contact. 

c. Enter the Servicing Human Resource Center (HRC). 

d. Enter the Servicing Human Resource (HR) Specialist. 

e. Select Next Question to continue. 
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Step 4: Point of Contact (POC) Information 

a. Select the Nature of Request. 

b. Enter the Requested Position Information (Title/Series/Grade). 

c. Enter the Position Location. 

d. Enter Employee/Applicant name. 

e. Select Next Question to continue. 
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Step 5: Requested Action 

a. Select Choose File to attach the Certificate of Eligibles. 

b. Select Choose File to attach the Vacancy Announcement. 

 
 

c. Select Choose File to attach the Best Qualified (BQ) Matrix. 

d. Select Choose File to attach the Reference Checks (signed). 
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e. Select Choose File to attach the Background Information. 

f. Select Choose File to attach the Nominee’s Resume. 

 
 

g. Select Choose File to attach the Justification Memorandum (signed). 

h. Select Choose File to attach the Concurrence Sheet. 
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i. Select Choose File to attach Form SF-50. 

j. Select Choose File to attach Form SF-52. 

 
 

k. Select Choose File to attach the Position Description and OF-8 (signed within the last 2 years). 

l. Select Choose File to attach the Organizational Chart (signed). 
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m. Select Choose File to attach nominee’s performance appraisals from the last two FYs. 

n. Select Next Question to continue. 

 
 

Step 6: Submit Request 

Select Submit Request. 

 

 


