 (
Fax submissions are normally processed within two days of receipt.
  Remember, if you can’t see your faxed materials in Application Manager after they have been processed, you should contact the HR specialist who announced the vacancy.
Need help?
Contact the HR professional who 
announced the vacancy 
for assistance.
) (
FAXING TIPS
) (
Fax Processing Schedule
) (
Applying online is easier.
Online applicants can check the status of their applications at any time.
Free online accounts store copies of your documents so you can attach copies of them to the online application with just a few clicks.
Online accounts fill in some information for you, so you are less likely to make mistakes.
You can apply online, and check your applications, from any computer with Internet access.
When you apply online, you do
 
not have to depend on the quality of the fax transmission, and you can actually view the documents that you have submitted online after they have been received.
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How to fax applications for USA Staffing vacancies
) (
Why Apply Online?
)
 (
REMEMBER!
Use only the correct cover sheets.
Fax one application package at a time.
Fax the documents in the correct orientation for your fax machine.
Keep your fax receipt.
) (
When faxing, make sure your documents are 
faxed
 with the correct side facing up (for that machine) and with the top of the page in the correct location.
3.  Check
 your transmission
Keep a 
c
opy
 of your fax transmission receipt.  After a couple of business days, check with the HR specialist to make sure your materials were correctly received.
) (
The United States Government Fax Cover Sheet is used to send documents at any other time for th
e same
 vacancy.
Make sure you use the right cover sheet and fill it out correctly.  
Please d
o NOT
:
U
se the 1203-FX form if you have already submitted an application for 
the same
 vacancy online.  Use the United States Government Fax Cover Sheet instead.
U
se any other cover sheet, with or instead of the above 
stated 
cover sheets.
Modify
 the cover sheet in any way.
2
. 
 Fax Transmission
Send only one application 
at a time, using separate 1203-FX forms per application
.  
If submitting more than one application, make sure the call is disconnected before placing another call to transmit the additional application(s)
.
) (
Introduction
Applicants are encouraged to apply online, but when they cannot, they may fax their applications to a Processing Center in Macon, GA (
478-757-3144
).  Special 
processing software reads the fax cover sheet to determine the 
applicant’s 
S
ocial 
S
ecurity 
N
umber
 and
 the
 V
acancy 
I
dentification 
N
umber (VIN).  When received, a 
Fax Document Reviewer decides to which of the accepted document types it belongs.  Normally, this occurs within hours of when the document arrives during normal business hours.
1.  Cover Sheet
Make sure you are using the correct cover sheet!
The OPM Form 1203-FX is used when you first send your application for 
a
 
vacancy.
) (
Steps in Faxing Your Application
)
image1.jpeg




image2.png
‘V'\USA STAFFING
\.L PROGRAM OFFICE





