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Contract Renewals

CENTRAL OFFICES

Unit decides to
renew an existing
contract

Unit puts RT Ticket
into SSC.

Please see new
hire required
document guide
for more
information on
supporting
documentation.

Unit checks ticket for
accuracy/approval.

Unit Approves

Ticket received:
Preparer vets for
completeness

.

Approver conducts
thorough review of
all paperwork,
routes to HR for
final processing.

Final Review of all
Documentation

Preparer verifies
employees current
status in PS:
Active: e-Contract,
if available; PAR
form otherwise
Leave of Absence
(LOA): 2 Action
change par to
return from leave
and start new
contract

Grant Approval (1253 & 1263 Only)

Preparer completes

paperwork,and routes for

SSC approval

Unit cancels ticket

A 4

Data entry of
Employee into
Payroll




