DEPARTMENT OF THE NAVY
UNITED STATES NAVAL ACADEMY
ANNAPOLIS, MARYLAND 21402

USNALINST 12330.1L
24/ED
15 December 1982

USNA INSTRUCTION 12330.1

From: Superintendent

Subj: Procedures for requesting paid advertising for civilian
personnel purposes

Ref : (a) NCPCINST 12330.1
(b) Federal Personnel Manual, Ch 332.1-9

Encl: (1) Request/Approval for Authority to Advertise (DD Form 1535)

l. Purpose. To issue procedures for requesting authority to use paid
advertising.

2. Action. 1In accordance with references (a) and (b), managers authorized
to utilize paid advertising as a recruitment tool will adhere to the following
procedures: :

a. Forms. Requisition and Invoice/Shipping Document (DD-1149) and DD-1535,
with an attached copy of the advertisement typed on plain paper, must be sub-
mitted rto the Employment Ofificer, Civilian Personnel Department, via the Cost
Center Head, {or administrative review and approval. Enclosure (1), (DD Form 1535),
is available in the Civilian Personnel Department. ‘

b. Responsibility. The Employment Officer is assigned the administrative
duties in accomplishing paid advertising and will review the Forms DD-1149 and
bD-1535 and attachment(s) for content, completeness, and adherence to applicable
personnel regulations. Questions regarding authorization may be referred to rhe

Employment Oflicer. The Employment Officer will retain the DD Form 1535 and
forward approved DD Form 1149 and attachmenct(s) to the Supply Department for
placement of the order and processing to disbursing centers for payment within
10 calendar days after receipt.

J. R. POOLE
Deputy for Operations
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