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Susoense of a Referral Certificate

The expiration date on a referral certificate is now 20 calendar days. Wing commander or designees may
approve an extension normally no greater than 10 days. However, the extension should not be limited
routinely requested and granted. The selecting official is responsible for obtaining the extension and
notifying the personnel specialist listed on the referral certificate via E-mail before the expiration date on
the certificate. If a selection or notification of an extension is not transmitted to the personnel specialist
listed on the referral certificate by the expiration date, the Request for Personnel Action (RP A) will be
returned the next business day to the selecting official without action for resubmission of a new RP A.
The same will also be true when an extension is approved and the certificate is not received by the
extension expiration date.

Extension

Each base may determine how the extension request is processed to the wing/vice commander (or
equivalent) or designee. Do not forward the request/justification to the personnel specialist listed on the
referral certificate. However, the selecting official must notify the personnel specialist listed on the
referral certificate via E-mail of the approved extension prior to the certificate expiration date.,

, Aoorovin2 Authorities

The following guidance should help in determining who may approve extensions:

a. Wing commanders or designees for all wing/unit positions and for unified conunands located
on the installation and who are serviced by the installation CPF.

b. Tenant commanders or designees of tenant organizations located on the installation.

c. Operating locations, and Detachments located on an installation away from parent unit, will
receive approval from the Base wing/vice commanders or designees of their parent unit.

d. The 11th Wing Conunander or designees will be the approval authority for 11 th Wing

positions.

Annotatin2 Selections

To further reduce the fill process time, officials should designate their top three selection candidates, if
appropriate, by numbering 1,2, and 3 on the referral certificate to the right-hand side of the candidate's
name. This ensures that if the top candidate is not available, a prioritized list of alternate candidates has
already been identified so the Priority Placement List does not have to be cleared again or a certificate
re-issued.


