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INTRODUCTION  
This job aid documents the procedure for processing a GS-15 package in Light Electronic Action 
Framework (LEAF). LEAF is a single-source intake tool for the submission of centralized packages 
and is intended to streamline the submission workflow, allowing customers and leadership to view 
package status in real time. 

High-Level GS-15 Package Processing Workflow  
The GS-15 package process consists of six stages, as shown in the diagram below. This process 
begins and ends with the customer (i.e., submitting office point of contact [POC]). 

 
NOTE: Review times may increase if additional information/clarification from the customer is required.  
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GS-15 Package Checklist  
The GS-15 Package Checklist indicates the required documents for a GS-15 package. The required 
documents are contingent on the type of package, as shown in the following table. 

Package Type Required Documents 

GS-15 Nomination 
(Competitive) 

1. Certificate of Eligible (COE) (annotated/signed) 
2. Vacancy Announcement 
3. Best Qualified (BQ) Matrix [selected candidates identified] (signed) 
4. Reference Checks (signed) 
5. VA Form 0235 
6. Nominee’s Resume 
7. Justification Memorandum 
8. Concurrence Sheet (Under Secretary for Benefits [USB]/Chief of Staff 

[CoS]/ Deputy Under Secretary [DUS]) 
9. SF-50 (most recent non-award) 
10. SF-52 (signed) 
11. Position Description/OF-8 (signed within last 2 years) 
12. Approved Organizational Chart (signed) 
13. Performance Appraisals (covering 24 months) 

GS-15 Nomination 
(Non-Competitive) 

1. Vacancy Announcement (Career Transition Assistance Plan [CTAP]) 
2. Reference Checks (signed) 
3. VA Form 0235 
4. Nominee’s Resume 
5. Justification Memorandum 
6. Concurrence Sheet (USB/CoS/DUS) 
7. SF-50 (most recent non-award) 
8. SF-52 (signed) 
9. Position Description/OF-8 (signed within last 2 years) 
10. Approved Organizational Chart (signed) 
11. Performance Appraisals (covering 24 months) 
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Package Type Required Documents 

GS-15 Temporary 
Promotion 

1. VA Form 0235 
2. Nominee’s Resume 
3. Justification Memorandum 
4. Concurrence Sheet (USB/CoS/DUS) 
5. SF-50 (most recent non-award) 
6. SF-52 (signed) 
7. Position Description/OF-8 (signed within last 2 years) 
8. Approved Organizational Chart (signed) 
9. Performance Appraisals (covering 24 months) 

GS-15 Detail 1. VA Form 0235  
2. Nominee’s Resume 
3. Justification Memorandum 
4. Concurrence Sheet (USB/CoS/DUS) 
5. SF-50 (most recent non-award) 
6. SF-52 (signed) 
7. Position Description/OF-8 (signed within last 2 years) 
8. Approved Organizational Chart (signed) 
9. Performance Appraisals (covering 24 months) 
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The LEAF application prevents customers from moving forward to the next step in the GS-15 
package submission process until the required documents from the GS-15 Package Checklist are 
uploaded. The submitting office must ensure the nomination justification and required documents are 
completed and signed (as appropriate) before submitting a GS-15 package in LEAF. The following 
table describes the required documents. 
NOTES:  

• Nomination justifications from a Business Line (BL) require the submitting Executive Director’s 
or designee’s signature.  

• Nomination justifications from offices aligned under Office of Field Operations (OFO) require 
the submitting Regional Office (RO) Executive Director’s or designee’s signature and may 
require a combination of the District Office/Field Office Director’s or designee’s signature (refer 
to OFO Standard Operating Procedure [SOP]). 

Required 
Document 

Description 

VA Form 0235 
(Version Feb. 
2021) 

Form required for all GS-15 packages for the HRC to request a Security 
Clearance (SC) from the Personnel Security Adjudication Center (PSAC). 

• Internal candidates must have VA Form 0235 submitted to PSAC at the 
front end of the GS-15 package process. 

• External candidates must have VA Form 0235 submitted to PSAC at the 
back end of the GS-15 package process. 

NOTES:  
• Do not save VA Form 0235 as a final closed document. Saving as a final 

closed document will obstruct the ability of PSAC to perform a digital 
signature after the review process is completed. VA Form 0235 must 
remain in an editable mode after the required information is entered into 
the document. 

• An SC and a Background Investigation (BI) are two separate actions.  
VA Form 0235 is not used to request a BI. 

An external candidate (selected outside of VA) GS-15 package follows the 
Alternate Review Process: 

1. Package is submitted in LEAF for HR review and concurrence of external 
candidate from Final Approval Authority. 

2. HRC completes Tentative Job Offer (TJO). 
3. HRC initiates BI request. 
4. Personnel Security & Suitability (PSS) notifies HR that the required level BI 

is submitted and scheduled. 
5. HRC requests SC for external candidate after confirmation from PSS that 

the BI is submitted and scheduled. 
NOTE: Guidance for emailing VA Form 0235 to PSAC is provided in the Appendix 
of this job aid. 

https://dvagov.sharepoint.com/sites/VACOOFOcentralizedHRpackets/SiteAssets/Forms/AllItems.aspx?id=%2Fsites%2FVACOOFOcentralizedHRpackets%2FSiteAssets%2FOFO%20SOP%20%2D%20Centralized%20Packages%20%28PDF%29%2Epdf&parent=%2Fsites%2FVACOOFOcentralizedHRpackets%2FSiteAssets
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Required 
Document 

Description 

COE  Signed and dated listing of all candidates referred for hiring selection.  
If more than one certificate was issued, include all COE hiring certificates.  

Vacancy 
Announcement 

(Nomination package only) Job announcement used to perform recruitment for 
position and posting on USAJOBS. 

BQ Matrix Signed and dated evaluation grid reflecting the best qualified of applications for all 
candidates from the COE list.  
The document must show total points scored for each candidate’s interview, 
writing sample, etc. The COE and BQ Matrix should reflect the same number of 
candidates. 

Reference 
Checks 

Documentation of two signed reference checks.  
At a minimum, the candidate’s current or last supervisor should be contacted for a 
reference. If the candidate is well known to the selecting official and has personal 
knowledge of the employee’s track record, then the selecting official can 
document that knowledge as justification for not having a reference check.  
Reference checks should include the following information: 

• Name of nominated candidate. 

• Name of reference (must be candidate’s current or last supervisor). 

• Contact information of reference. 

• Location of candidate’s current or last place of work. 

• Summary of reference check or questions asked (and any applicable 
scores). 

• Signature of selecting official certifying the check was completed. 

Nominee’s 
Resume 

Resume submitted by applicant for job announcement. 

Justification 
Memorandum 

Rationale provided to hiring official for recommending the nominee.  
The document must be signed by the hiring official (District Director or BL 
Director).  

Concurrence 
Sheet 
(USB/CoS/ 
DUS) 

Completed concurrence sheet populated with candidate’s name, position, title 
(from OF-8 document), grade, location, and BL.  
Only the DUS or CoS signature block should be on the document. 
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Required 
Document 

Description 

SF-50 Most recent non-award SF-50 form for the candidate (non-redacted).  
Add notes when submitting in LEAF if the candidate is not a current Federal 
employee and/or does not have an SF-50. 

SF-52 Completed SF-52 with the following fields populated:  

• Part A: Blocks 1, 3, 4, 5, and 6.  
o Block 5 signed by requestor or designated person populating SF-52. 
o Block 6 signed by person authorizing the request. 

• Part B: Blocks 1-3, 7, 8, 9, 10, 14, 15, 16, 17, 18, and 22.  

Position 
Description 
(including 
signed OF-8) 

Current position description that includes signed, up-to-date OF-8.  
If the position description has not been reviewed and/or OF-8 is not signed, the 
supervisor must review it and initial and date Block 23b on OF-8. Updated 
documents must be forwarded to the Classification team at 
VBACO_OTM_CCU@va.gov for an official position description review. The OF-8 
must be signed within the last 2 years for non-standard position descriptions and 
4 years for national position descriptions. 

Organizational 
Chart 

Current and approved USB-signed organizational chart.  
Field Offices aligned under OFO will continue to follow their process of signing 
organizational charts. 

Performance 
Appraisals 

Copies of candidate’s two most recent annual performance appraisals (0750) 
covering the last 24 months.  
Packages must include an explanation in the notes for missing appraisal periods 
not covering 12 months. If more than two appraisals were completed during the 
24-month period, all appraisals must be submitted. Add notes when submitting in 
LEAF if the candidate is not a current Federal employee and/or does not have 
performance appraisals. 
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STAGE 1 
LEAF Access 
Select the following link: https://leaf.va.gov/VBA/101/hcs_oso_leaf_page/.  

 

  

https://leaf.va.gov/VBA/101/hcs_oso_leaf_page/
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HCS Operations: OSO Intake  
Once the customer has submitted the GS-15 package request in LEAF, the OSO Intake team 
receives a notification of the request submission, reviews the request for required documents, and 
assigns the package to Servicing HRC Leadership for assignment to an HRS. 

1. Select View Request link in the LEAF notification email.  

 
2. Type comments in the OSO Intake Comments field, if needed.  

NOTE: Verify the Servicing HRC and Organization/Service Line on the request to assign the 
request to the correct HRC. 
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3. Select the Forward to HRC [Location] option that matches the Servicing HRC listed on the 
request.  
NOTE: HRC Baltimore is the Servicing HRC in this example. 
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STAGE 2 
HRC Leadership: HRS Assignment 
Servicing HRC Leadership receives a LEAF notification of the GS-15 package request and assigns it 
to an HRS for review and further action in LEAF. 

1. Select View Request link in the LEAF notification email.  
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2. Select OSO HRC Assignment from the Internal Use menu.  

 
3. Select the Edit icon for Section 1 OSO HRC Assignment.  
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4. Type the name of the HRS in the Type HR Spec Full Name field and select the name from the 
autopopulated list.  
NOTE: Employee name options populate in a table below the field as the name is typed. 

 
5. Type the name of the HRS in the Type HR Supervisor Full Name field and select the name 

from the autopopulated list, if needed.  
NOTE: Employee name options populate in a table below the field as the name is typed. 
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6. Select Save Change.  

 
7. Verify the correct HRS and HR Supervisor names display in the OSO HRC Assignment 

section.  
NOTE: If the incorrect HRS name displays, select the Edit icon and choose a new HRS name. 
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8. Select Main Request from the Internal Use Menu.  

 
9. Type comments in the HRC Comments field, if needed.  
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10. Select Send to HRS – [Location]. 
NOTE: The Send to HRS option reflects the assigned HRS’s Servicing HRC, which is 
Baltimore in this example.  
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HRS Assignment: Security Check 
The HRS receives a LEAF notification that a GS-15 package request is ready for review. Once 
logged into LEAF, the HRS views the request and verifies whether the candidate is internal or 
external. Identifying this information determines when to add the VA Form 0235 date to the request: 

• Internal candidate: VA Form 0235 is submitted to PSAC during this stage, and the submitted 
date is documented in LEAF. 

• External candidate: VA Form 0235 is submitted by the HRS to PSAC once the TJO is 
accepted and the BI is scheduled.  

During this stage, the HRS reviews the GS-15 package request to ensure documents are completed 
correctly in preparation for routing to HRC Leadership for concurrence. 

1. Select View Request link in the LEAF notification email.  
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2. Use the scroll bar to display Section 3 Package Documents │ Customer Uploads, where VA 
Form 0235 may be viewed.  

 
NOTE: Steps 3–9 apply to internal candidates only.  

3. Select the attached VA Form 0235 for download.  
NOTE: The file name displays in protected view until the user hovers over the link with the 
mouse. 
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4. Select Save as from the Downloads popup to save VA Form 0235.  

 
5. Select the Edit icon for Section 3 Package Documents │Customer Uploads once VA Form 

0235 is mailed to PSAC.  
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6. Select the (HRC Use Only) Date VA Form 0235 forwarded to PSAC for a Security Check 
(Internal Candidates) field.  

 
7. Select the appropriate date from the calendar that displays.  
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8. Select Save Change.  

 
9. Verify the date VA Form 0235 was mailed to PSAC in Section 3 Package Documents │ 

Customer Uploads.  
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NOTE: Steps 10–15 apply to both external and internal candidates.  
10. Type comments in the Comments field to indicate the request status.  

NOTE: The Comments field is small; users are advised to use the Notepad app to type 
comments, then copy and paste comments into the LEAF Comments field. 

 
11. Select Post.  
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12. Select Ok on the Note Posted Successfully window. 
NOTE: The Comments posted to this field do not generate notifications from LEAF. 

 
13. Verify that the comment displays below the Comments field. 
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14. Review the remaining GS-15 package documents for completeness and accuracy, using the 
Return to Requestor option if an issue with the document(s) is identified (e.g., mismatch 
between BQ Matrix and COE candidate lists) to return the request to the customer for 
correction. 
NOTE: Add detailed comments to the Comments field to clearly communicate to the customer 
what action must be taken to correct the request. 

 
NOTE: Steps 15–25 apply to internal candidates only.  

15. Use the scroll bar to display Section 3 Package Documents │ Customer Uploads.  
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16. Once VA Form 0235 returns from PSAC, select the Edit icon for Section 3 Package 
Documents │ Customer Uploads to replace the original VA Form 0235.  

 
17. Select Delete to remove the original VA Form 0235 attachment in the Editing # window.  
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18. Select Yes in the Delete File? window.  

 
19. Verify that the original VA Form 0235 is no longer attached.  

NOTE: If the file is deleted in error, the removal is not permanent until Save Change is 
selected. 
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20. Select Choose File. 

 
21. Select the updated VA Form 0235 from the Open window. 
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22. Select Open.  

 
23. Verify that the updated VA Form 0235 displays in the File Attachment(s) field.  
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24. Select Save Change.  

 
25. Verify that the updated VA Form 0235 displays in the Section 3 Package Documents │ 

Customer Uploads.  
NOTE: Hover over the protected view with the mouse to verify the file name. 
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NOTE: Steps 26–28 apply to both internal and external candidates.  
26. Use the scroll bar to return to the top of the Main Request screen.  

 
27. Type comments in the Assigned HR Specialist Comments field once the security check is 

complete.  
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28. Select Package Review Complete.  

 

HRC Leadership: Concurrence  
HRC Leadership receives a LEAF notification indicating that the HRS has completed their initial 
review of the GS-15 package request and that the package is ready for the next step in the review 
process. HRC Leadership reviews the request in LEAF. If HRC Leadership identifies any issues with 
the attached files, they can return the request to the assigned HRS. If the request contains no issues, 
HRC Leadership routes the request to HCS Operations. 

1. Select View Request link in the LEAF notification email.  
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2. Review the attachments on the Main Request screen, as needed.  

 
3. Type comments in the HRC Comments field.  
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4. Select Send to HRS to return the request to the HRS if any issues with the attached files must 
be resolved. 
NOTE: Ensure the information in the Comments field clearly communicates what action is 
required of the HRS to resolve the identified issue(s).  

 
5. Select Route to HCS Operations to move forward with processing the request.  
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STAGE 3 
HCS Operations: Note to Reviewer (NTR) Initiation 
HCS Operations receives a LEAF notification of the GS-15 package request. If the package is for an 
internal candidate, HCS Operations confirms that VA Form 0235 has been signed and uploaded to 
the request, reviews package documents for correctness, and confirms and assigns the Final 
Approval Authority in LEAF. HCS Operations then generates the NTR, which includes the appropriate 
purpose, employee and position and verifies the signature blocks for HCS Executive Management 
Team (EMT) concurrence. The NTR is then uploaded to the request in LEAF for signing by HCS 
EMO.  

1. Select View Request link in the LEAF notification email.  
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2. Verify the Organization/Service Line and Servicing HRC to determine the Final Approval 
Authority.  

 
3. Use the scroll bar to display Section 4 HCS Operations Section │ Final Approval Authority 

Selection & Note To Reviewer (NTR).  
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4. Select the Edit icon for Section 4 HCS Operations Section│ Final Approval Authority Selection 
& Note To Reviewer (NTR).  

 
5. Select the appropriate Final Approval Authority from the Final Approval Authority dropdown 

menu in the Editing # window.  
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6. Select Choose File.  

 
7. Select the appropriate NTR from the Open window.  
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8. Select Open.  

 
9. Verify that the NTR displays in the Editing # window.  
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10. Select Save Change.  

 
11. Verify the Final Approval Authority and NTR display in the Section 4 HCS Operations Section│ 

Final Approval Authority Selection & Note To Reviewer (NTR).  
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12. Use the scroll bar to return to the top of the Main Request screen.  

 
13. Type comments in the HCS Operations Comments field.  
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14. Select Note to Reviewer Complete to forward the request to HCS EMO.  
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HCS Executive Management Team (EMT): Concurrence 
The EMT receives a LEAF notification of the GS-15 package request, and the Track My Hire team 
prepares the request for review by the EMO. The EMO reviews the request, provides concurrence, 
signs the NTR, and routes the request to the Track My Hire team. The Track My Hire team then 
uploads the signed NTR and forwards the request to DEDO in LEAF.  

1. Select View Request link in the LEAF notification email.  
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2. Use the scroll bar to display Section 4 HCS Operations Section │ Final Approval Authority 
Selection & Note To Reviewer (NTR).  

 
3. Select the NTR file name to download the NTR for review and signing.  
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4. Select the Edit icon for Section 4 HCS Operations Section │ Final Approval Authority Selection 
& Note To Reviewer (NTR) once the EMO signs the NTR.  

 
5. Select Delete to remove the unsigned NTR.  
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6. Select Yes in the Delete File? window.  

 
7. Select Choose File.  
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8. Select the EMO-signed NTR from the Open window.  

 
9. Select Open.  

 



 GS-15 Package Processing in LEAF Job Aid 
 

 48 
 

10. Verify that the EMO-signed NTR displays in the Editing # window.  

 
11. Select Save Change.  

 
12. Verify that the updated NTR displays on the Main Request screen.  
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13. Use the scroll bar to return to the top of the Main Request screen.  

 
14. Type comments in the HCS EMT Comments field.  
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15. Select Note to Reviewer Complete to forward the request to the HCS DEDO.  
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HCS DEDO: Concurrence 
The DEDO receives a LEAF notification of the GS-15 package request, reviews the documents, signs 
the EMO-signed NTR, and uploads the newly signed NTR in LEAF. The DEDO then forwards the 
request to HCS Operations for final review.  

1. Select View Request link in the LEAF notification email.  
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2. Use the scroll bar to display Section 4 HCS Operations Section │ Final Approval Authority 
Selection & Note To Reviewer (NTR).  

 
3. Select the NTR file name to download the NTR for review and signing.  
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4. Select the Edit icon for Section 4 HCS Operations Section │ Final Approval Authority Selection 
& Note To Reviewer (NTR) once the DEDO signs the NTR.  

 
5. Select Delete to remove the EMO-signed NTR.  
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6. Select Yes in the Delete File? window.  

 
7. Select Choose File.  
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8. Select the DEDO-signed NTR from the Open window.  

 
9. Select Open.  
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10. Verify that the DEDO-signed NTR displays in the Editing # window.  

 
11. Select Save Change.  
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12. Verify that the updated NTR displays in Section 4 HCS Operations Section │ Final Approval 
Authority Selection & Note To Reviewer (NTR).  

 
13. Use the scroll bar to return to the top of the Main Request screen.  
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14. Type comments in the DEDO Comments field.  

 
15. Select Send to Chief of Staff for Signature to forward the request to the Final Approval 

Authority.  
NOTE: The selected Send to option varies, depending on the Final Approval Authority 
designated on the request. The Final Approval Authority can be verified by scrolling to Section 
4 at the bottom of the Main Request screen. 
NOTE: If the Final Approval Authority pre-signed the Concurrence Sheet, HCS Operations 
notifies the DEDO and moves the package to Stage 5 in LEAF. 
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STAGE 4 
Final Approval Authority: Concurrence 
The Final Approval Authority receives a LEAF notification of the GS-15 package request, reviews the 
request, and signs the Concurrence Sheet. The updated Concurrence Sheet is then uploaded to 
LEAF, and the request is forwarded to HCS Operations for confirmation. 

1. Select View Request link in the LEAF notification email.  
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2. Use the scroll bar to display Section 3 Package Documents │ Customer Uploads.  

 
3. Select the Concurrence Sheet file name to download the file.  

 



 GS-15 Package Processing in LEAF Job Aid 
 

 61 
 

4. Use the scroll bar to return to the top of Section 3 Package Documents │ Customer Uploads.  

 
5. Select the Edit icon for Section 3 Package Documents │ Customer Uploads.  
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6. Use the scroll bar to navigate through the Editing # window.  

 
7. Select Delete to remove the unsigned Concurrence Sheet.  
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8. Select Yes in the Delete File? window.  

 
9. Select Choose File.  
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10. Select the signed Concurrence Sheet from the Open window.  

 
11. Select Open.  
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12. Verify that the signed Concurrence Sheet displays in the Editing # window.  

 
13. Select Save Change.  
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14. Verify that the signed Concurrence Sheet displays in the Section 3 Package Documents │ 
Customer Uploads.  

 
15. Use the scroll bar to return to the top of the Main Request screen.  
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16. Type comments in the Chief of Staff Comments field.  
NOTE:  

• The title of the Comments field varies, depending on the role of the Final Approving 
Authority. 

• If needed, use the Note option to add the comment without advancing request to the 
next stage in the candidate selection process. 

 
17. Select Send for continued processing to forward the request to HCS Operations for final 

confirmation.  
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STAGE 5 
HCS Operations: HRC Notification 
HCS Operations receives a LEAF notification of the GS-15 package request and confirms the 
following package components: 

• Information on the request, including attached documents. 

• NTR signed by both the EMO and DEDO. 

• Concurrence Sheet signed by Final Approval Authority. 
HCS Operations then assigns the GS-15 package request to the Servicing HRC and the appropriate 
HRS. 

1. Select View Request link in the LEAF notification email.  

 
  



 GS-15 Package Processing in LEAF Job Aid 
 

 69 
 

2. Use the scroll bar to display Section 3 Package Documents │Customer Uploads.  

 
3. Select the attached Concurrence Sheet to view and verify the signature.  
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4. Use the scroll bar to return to the top of the Main Request screen.  

 
5. Type comments in the HCS Operations Comments field.  
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6. Select Baltimore Package Complete Stage to forward the GS-15 package request to the 
Servicing HRC and assigned HRS.  
NOTE: The Package Complete Stage option depends on the Servicing HRC identified on the 
request. 
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Servicing HRC: HRC Notification, Job Offer, Closeout, and Customer 
Notification 
The HRS assigned to the request reviews the GS-15 package request in LEAF and confirms the 
signature on the Concurrence Sheet. Once all documents are verified for completeness, the HRS 
extends the TJO to the candidate (for both internal and external candidates). 
For external candidates, the HRS updates the date that VA Form 0235 was sent to PSAC once the BI 
is scheduled. Upon receipt of the completed VA Form 0235 from PSAC, the HRS uploads the 
document to the request in LEAF. 
Once the FJO is extended to the candidate (internal or external), the HRS completes the GS-15 
package request.  

1. Select View Request link in the LEAF notification email.  
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NOTE: Steps 2–7 apply to both internal and external candidates. 
2. Use the scroll bar to display Section 3 Package Documents │ Customer Uploads.  

 
3. Select the Edit icon for Section 3 Package Documents │ Customer Uploads.  
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4. Use the scroll bar to navigate through the Editing # window.  

 
5. Select the Concurrence Sheet file name to view/verify the signature and download a copy.  
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6. Select Cancel to close the Editing # window.  

 
NOTE: Steps 7-20 apply to External Candidates only. 

7. Use the scroll bar to display Section 5 HRC Action (External Candidate only) │ VA Form 0235 
Upload – (Completed by HRC).  
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8. Select the Edit icon for Section 5 HRC Action (External Candidate only) │ VA Form 0235 
Upload – (Completed by HRC) once the BI is scheduled for the external candidate and VA 
Form 0235 is submitted to PSAC.  

 
9. Select the Date VA Form 0235 forwarded to PSAC field on the Editing # window.  

 



 GS-15 Package Processing in LEAF Job Aid 
 

 77 
 

10. Select the appropriate date from the calendar that displays.  

 
11. Select Save Change.  
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12. Verify that the date was added to the Date VA Form 0235 forwarded to PSAC field in Section 5 
HRC Action (External Candidate only) │ VA Form 0235 Upload – (Completed by HRC).  

 
13. Once VA Form 0235 returns from PSAC for the external candidate, select the Edit icon for 

Section 5 HRC Action (External Candidate only) │ VA Form 0235 Upload – (Completed by 
HRC) to upload the document to the request.  
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14. Select Choose File from the Editing # window.  

 
15. Select VA Form 0235 from the Open window.  
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16. Select Open.  

 
17. Verify that VA Form 0235 displays in the Editing # window.  

 



 GS-15 Package Processing in LEAF Job Aid 
 

 81 
 

18. Select Save Change.  

 
19. Verify that VA Form 0235 displays on the Main Request screen. 

NOTE: Hover over the protected view with the mouse to verify the file name. 
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20. Use the scroll bar to return to the top of the Main Request screen.  

 
21. Type comments in the Assigned Specialist Comments field.  

NOTE: If needed, use the Note option to add the comment to the request without finalizing the 
candidate selection process. 
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22. Select Candidate Selection Process Complete to complete the request.  

 
  



 GS-15 Package Processing in LEAF Job Aid 
 

 84 
 

STAGE 6 
Customer: Notification/Completion 
The customer receives a LEAF notification that the GS-15 package request is complete, downloads 
any necessary documents, and continues any required discussions directly with the assigned HRS at 
the Servicing HRC. The GS-15 package request is considered complete but remains accessible to 
the customer. 

1. Select View Request link in the LEAF notification email.  

 
  



 GS-15 Package Processing in LEAF Job Aid 
 

 85 
 

2. Observe the Candidate Selection Process Completed screen.  
NOTE: The customer may review the completed GS-15 package request and download any 
necessary files. 

 
3. Select View History to view the GS-15 package request processing history.  
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4. Observe the History of Request ID # window.  

 
5. Select Print to PDF to print the request to a PDF.  
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6. Observe the GS-15 package request PDF.  
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APPENDIX 
Email Template to Send VA Form 0235 to PSAC 
To send an email to PSAC for VA Form 0235 review, use the following steps:  

1. Select and open the template below to generate an email to PSAC.  
2. Write the candidate’s name in the Subject line and the email body (see example below).  
3. Add your VA email address to the request. 
4. Attach VA Form 0235 to the email as a file. 
5. Send the request to PSAC. 

 
NOTES: 

• Do not add other documents to this request.  

• Submit one candidate for each emailed request.  

• Allow 5 business days to pass before requesting a status from PSAC. 
 
PSAC Email Template 

To: VHALITSICVA0235@va.gov 
Cc: <Insert Sender’s VA email address> 
Subject: Security Check Request for: <Insert Candidate’s Last Name, First Name> 
Email content: Please see the security check request for <Insert candidate’s full name>. This is 
not an SES or SL position. Thank you. 

 
PSAC Email Example 

 

mailto:VHALITSICVA0235@va.gov
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