
TDY posting process – February 2011

Process Step 

– Hiring 

Manager (HM)

Decision Document

TDY template

Hiring Manager (HM) 

submits completed TDY 

template to HR Business 

Partner (HRBP)

TDY template is 

complete

HRBP reviews TDY 

template to make sure all 

relevant information is 

included

Process Step 

– HRBP

NO YES

Hiring Manager (HM) 

revises TDY template 

and resubmits to HRBP

HRBP posts notice of 

new TDY on CARE USA 

portal with link to TDY 

Marketplace on CARE 

ACADEMY
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REFERENCE KEY

START OF 

PROCESS

HRBP sends TDY 

template to Recruitment 

Coordinator

February 28, 2011

Process Step 

– Recruitment 

Coordinator

Recruitment Coordinator 

posts TDY template on 

TDY Marketplace for 

minimum of 1 week



PAGE 2

Decision Document

REFERENCE KEY

TDY is has been filled

NO YES

NO ACTION TAKEN

END OF 

PROCESS

HRBP notifies 

Recruitment Coordinator 

that TDY has been filled

February 28, 2011

TDY posting process – February 2011

Recruitment Coordinator 

removes TDY posting 

from TDY Marketplace

Process Step 

– Hiring 

Manager (HM)

Process Step 

– HRBP

Process Step 

– Recruitment 

Coordinator


