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SOLICITATION, PLACEMENT, AND TERMINATION PROCESS 

 
Introduction 
 
The following sets forth the process that JPL will use to solicit the Subcontractor for personnel 
resumes to supplement JPL's workforce with Subcontractor personnel. 
 
The first step in this process is the development by JPL of a job description, which includes the 
job title, job duties, period of performance, job classification, education and experience 
requirements, and any other data that may be relevant to a particular requirement.  The 
requirement description will be provided by JPL to the Subcontractor in electronic form.  
 
Security clearance requirements will limit the solicitation to those Subcontractors who are 
capable of providing personnel with the appropriate security clearances. 
 
 
Submittal of Resumes 
 
For each individual candidate proposed for a particular Subcontractor personnel requirement, the 
Subcontractor shall provide: 
 

1) A cover letter referencing the Solicitation Number, with the individual's name, 
proposed job classification, job title, direct labor rate, billing rates, whether the 
individual is exempt or non-exempt, and whether the individual is benefited or 
nonbenefited.  

 
2) A summary sheet of general information, recent salary history, and education. 

 
3) A current resume describing professional capabilities, education, and significant 

work accomplishments by date and employer. 
 
This information is to be sent electronically.  The Subcontractor shall verify the information 
provided on the resume prior to its submittal to JPL.  The electronic cover letters and resumes 
shall be submitted to the cognizant JPL Subcontracts Manager or designated alternate on or 
before the due date set forth in the solicitation for each technical support effort personnel 
requirement. 
 
The JPL Subcontracts Manager or designated alternate will forward each resume to the 
requesting JPL organization as it is received. 
 
The Subcontractor may contact the requesting JPL organization for purposes of inquiring into a 
particular requirement.  The Subcontractor shall keep such contacts to a minimum.  
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The Subcontractor's Personnel Administrator shall represent the Subcontractor in all 
administrative (non-technical) aspects of the candidate's activities. 
 
 
Candidate Interviews 
The requesting JPL organization is responsible for reviewing the resumes submitted.  Upon 
completion of the initial review of resumes, a determination will be made as to whether any of 
the individual resumes received meet the desired requirements.  If a determination is made that a 
particular candidate appears to meet the desired requirements, a request will be made to 
interview the candidate.  The actual interview will be arranged and conducted by a designated 
individual(s) from the requesting JPL organization. 
 
 
Subcontract Work Order (SWO) Issuance or Cancellation 
Should the Subcontractor's candidate be selected, the JPL Subcontracts Manager will contact the 
Subcontractor's Personnel Administrator to inform the Subcontractor of JPL's desire to utilize the 
services of that particular candidate. The process of negotiating the direct labor rate to be 
incorporated into an authorizing Subcontract Work Order (Exhibit 2) is then started.  Upon 
successfully completing negotiations, an SWO will be processed for signature by JPL and the 
Subcontractor. 
 
It is possible that the selected candidate is not already an employee of the Subcontractor.  
However, at the time the SWO is issued by JPL and accepted by the Subcontractor, the 
individual involved must be a bona fide employee of the Subcontractor. 
 
In the event that a suitable candidate is not identified, JPL may request additional resumes.  JPL 
reserves the right to cancel any open solicitation for a particular requirement, or to fill any 
positions from within JPL or by any other means available to JPL. 
 
Due to the large number of resumes received by JPL, briefings will not normally be conducted 
with Subcontractors concerning why their candidates were not selected for particular positions.  
Debriefings, if any, will be at the discretion of the JPL requesting organization. 
 
 
New Subcontractor Personnel Processing 
Prior to Subcontractor personnel reporting to work for JPL, the Subcontractor shall complete 
form 2190, “Affiliate Badge Request.”  This form shall be provided to the JPL Operational 
Security Group at least 48 hours prior to the time access is required to JPL premises 
 
When the Subcontractor personnel require access to JPL facilities, the Subcontractor shall 
provide JPL-requested personnel access information, including form 1943, “Affiliate Access 
Request” (to be completed at the time of badging.)  JPL reserves the right to approve or deny 
access to its facilities, based on the response given on form JPL 1943 or on other information 
available to JPL.  
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Subcontractor Personnel Separation Procedure 
JPL will advise the Subcontractor when the services of a particular TSEP employee are no longer 
needed.  It shall be the Subcontractor's responsibility to so notify the TSEP employee.  
 
Upon notification of separation, the TSEP employee shall immediately return all Government 
property, badges, documents, and tools provided by JPL during each individual’s performance 
under this Subcontract.  JPL will verify completion of return by form 2078, “Affiliate Separation 
Clearance.”  Subcontractor personnel shall report to the JPL Security Group Office for final 
checkout processing with a completed copy of form 2078 and the TSEP employee’s badge, 
which will be relinquished to Security.  JPL will not approve for payment invoices for departing 
individuals until checkout with Security is complete.  
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SOLICITATION SUMMARY SHEET 
(For SCA Categories of Labor, complete I and IV only) 

 

COMPANY: 
 
 

SOLICITATION NO.: 
 

 

I. GENERAL INFORMATION 
 
Candidate's Name: ________________________________________________________________ 
 
Proposed Job Classification (CP, CA, or SCA Title):  __________________________________________ 
 
Status:  (Employee/Other Specify):  _______________________ 
 
U.S. Citizen:   Yes    No    Possesses a Green Card 
 
Relative of JPL Employee   Yes   No   If yes: Name, Relationship: __________________________ 
 
Former JPL Employee:   Yes   No   If yes: Date of Separation: ___________________________ 
 
Former Contractor at JPL   Yes    No   If yes:  Date of Separation: ____________________ 
 

Company: __________________________________________ 
 
   JPL Section: _______    JPL Tech Mgr.:  ___________________ 

 
II. RECENT SALARY HISTORY (PAST 2 YEARS) 
 

From/To    Company      Direct Labor Rate 
 
____________________  ________________________________   _________________ 
 
____________________  ________________________________   _________________ 
 
____________________  ________________________________   _________________ 
 

III. EDUCATION, DEGREES: 
  
   High School Diploma/Equivalent  
 

   School:   Major:   Degree:            Year Awarded: 
 
 Bachelors: __________________ _______________ __________ __________ 
 
 Masters:  __________________ _______________ __________ __________ 

 
 Ph.D.:  __________________ _______________ __________ __________ 

 
IV. EXPERIENCE 

Number of years of directly applicable experience:     ______________ 
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Per the terms of the contract, Article 1, Paragraph 1.0, current Caltech/JPL policy is to utilize only individuals who 
are either actual current employees of the company providing their services or who will be employed as such prior 
to the start of work at JPL. 
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Jet Propulsion Laboratory 
California Institute of Technology 
4800 Oak Grove Drive 
Pasadena, California 91109-8099 
 

AFFILIATE ACCESS REQUEST 

Before a JPL Affiliate Badge can be issued to an affiliate for access to JPL facilities, this form must be 
completed by the person requiring access and submitted to JPL Security and Protective Services (M/S 
310-129). 
 
To allow for security processing, this form must be submitted at least 24 hours before the 
required access to JPL premises by the affiliate. 
 
 Yes No 
1. Have you ever been convicted of a felony?   
 
2. Have you ever been convicted of a misdemeanor which resulted in imprisonment?   
 
3. If you answered “Yes” to any of the above questions, please state the date, place, and circumstances. A 

conviction will not necessarily disqualify you from access to JPL premises. If you need additional 
space, please attach another sheet of paper. 

 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 

I certify that answers given herein are true and complete to the best of my knowledge, and I 
authorize investigation of all statements contained herein. I understand that misrepresentation or 
omission of facts could result in withdrawal or denial of access to JPL. 
 
Date Signed  Signature of Affiliate Requesting Access 

   
Required Access Date  Printed Name of Affiliate Requesting Access 

   
  Printed Name of Affiliate Sponsor 

JPL 1943   R 2/00 
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