
 

 

 

 

 

 

October 1, 2021 
 

MEMORANDUM FOR HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES 

 

FROM: Kiran A. Ahuja 
  Director  

 

SUBJECT:   Guidance on Applying Coronavirus Disease 2019 Vaccination Requirements to 
New Hires – Executive Order 14043 

 

On September 9, 2021, President Biden signed Executive Order (EO) 14043, titled, “Requiring 
Coronavirus Disease 2019 Vaccination for Federal Employees.”  As stated in Section 1 of the 
EO, the President has determined that in order to promote the health and safety of the workforce 
and the efficiency of the civil service, it is necessary for all agencies to require COVID–19 
vaccination for Federal employees covered by EO 14043, subject only to such exceptions as 
required by law.   
  
As directed in the EO, the Safer Federal Workforce Task Force, established by EO 13991 
(January 20, 2021) (“Task Force”), has issued guidance to assist agencies with implementing the 
vaccination requirement.  That guidance specifies that agencies should require all of their 
employees, with exceptions only as required by law, to be fully vaccinated by November 22, 
2021. 
 
The U.S. Office of Personnel Management (OPM) is issuing this guidance on hiring actions to 
assist agencies in implementing the Executive Order and Task Force’s guidance. 
 
Current Federal Employees 

 
People are considered fully vaccinated two weeks after their second shot in a two-dose series, or 
two weeks after a single-shot series.  In order to have covered Federal employees vaccinated by 
November 22, 2021, agencies should inform employees of the following scheduling 
considerations, based on the type of vaccine they obtain: 

• For Pfizer-BioNTech COVID-19 vaccine, individuals should get their second shot 3 
weeks (or 21 days) after the first.  This means that in order for Federal employees to meet 
a November 22 deadline, they should receive their first vaccination no later than October 
18, and their second dose no later than November 8. 
 

• For Moderna COVID-19 vaccine, individuals should get their second shot 4 weeks (or 28 
days) after their first.  This means that in order for Federal employees to meet a 
November 22 deadline, they should receive their first vaccination dose no later than 
October 11, and their second dose no later than November 8. 
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• Because the Johnson & Johnson/Janssen vaccine only has one shot, Federal employees 
must get that dose by November 8, in order to meet a November 22, 2021 deadline to be 
fully vaccinated. 

Of course, it is advisable not to leave vaccinations to the last possible date, as other events often 
interfere with even well-laid plans. 
New Employees 

Agencies are urged to require all new employees to be fully vaccinated prior to entering on duty, 
subject to such exceptions as required by law.  Agencies should address the vaccination 
requirement in their job opportunity announcements and in tentative and final offers of 
employment. 

1. Job Opportunity Announcements 

When advertising vacancies, agencies should clearly describe in their job opportunity 
announcements the COVID-19 vaccination requirement and, for positions with a duty location 
having an official government worksite, information about the agency’s reentry plan, to the 
extent that plan has been finalized.  Here is sample language agencies may wish to use or revise: 

• As required by Executive Order 14043, Federal employees are required to be fully 
vaccinated against COVID-19 regardless of the employee’s duty location or work 
arrangement (e.g., telework, remote work, etc.), subject to such exceptions as required by 
law.  If selected, you will be required to be vaccinated against COVID-19 and submit 
documentation of proof of vaccination by November 22, 2021 or before appointment or 
onboarding with the agency, if after November 22.  The agency will provide additional 
information regarding what information or documentation will be needed and how you 
can request of the agency a legally required exception from this requirement. 

• Due to COVID-19, the agency is currently in an expanded telework posture.  If selected, 
you may be expected to temporarily telework, even if your home is located outside the 
local commuting area.  Once employees are permitted to return to the office, you will be 
expected to report to the duty station listed on this announcement within [X] days.  At 
that time, you may be eligible to request to continue to telework one or more days a pay 
period depending upon the terms of the agency’s telework policy. 

When an individual fails to meet a requirement stated in the job opportunity announcement, the 
agency may take action up to and including rescinding the offer for an applicant or termination 
from service of a new employee (or removal for an employee who has accrued adverse action 
rights).  Should an agency identify an urgent, mission-critical hiring need to onboard new staff 
prior to those new staff becoming fully vaccinated, the agency head may delay the vaccination 
requirement for selected job applicants, such that they do not need to be fully vaccinated against 
COVID-19 and submit documentation of proof of vaccination before appointment or onboarding 
with the agency.  In the case of such limited delays, agencies are expected to require new hires to 
be fully vaccinated within 60 days of their start date and to follow safety protocols for not fully 
vaccinated individuals until they are fully vaccinated. 
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2. Tentative and Final Offer Letters 

Agencies should make offers of employment contingent on submission of documentation 
demonstrating compliance with the vaccination requirement in EO 14043. Agencies should 
provide information about the vaccination requirement in tentative and final offer letters.  Here is 
sample language you may wish to use or revise in tentative and final offer letters:  

• Tentative Offer – This is a tentative offer of employment.  If you receive a final offer, it 
will be contingent on you providing appropriate documentation of proof of COVID-19 
vaccination by the date set in the final offer letter.  You can provide a copy of the record 
of immunization from a health care provider or pharmacy, a copy of the COVID-19 
Vaccination Record Card, a copy of medical records documenting the vaccination, a copy 
of immunization records from a public health or state immunization information system, 
or a copy of any other official documentation containing required data points (type of 
vaccine administered, date(s) of administration, and the name of the health care 
professional(s) or clinic site(s) administering the vaccine(s)).  The agency will provide 
additional information regarding how you can request of the agency a legally required 
exception from this requirement. 

• Final Offer – Documentation of proof of COVID-19 vaccination must be received by 
[insert date -November 22, 2021 or before EOD, if after November 22].  You can provide 
a copy of the record of immunization from a health care provider or pharmacy, a copy of 
the COVID-19 Vaccination Record Card, a copy of medical records documenting the 
vaccination, a copy of immunization records from a public health or state immunization 
information system, or a copy of any other official documentation containing required data 
points (type of vaccine administered, date(s) of administration, and the name of the health 
care professional(s) or clinic site(s) administering the vaccine(s)).  The agency will 
provide additional information regarding how you can request of the agency a legally 
required exception from this requirement.  

For hiring actions currently underway, agencies should issue revised tentative and final offer 
letters to advise candidates of the new vaccination requirement.  You may wish to use the above 
sample language in such revised offer letters.  
 
Additional Information  

 

Guidance from the Task Force is available at: https://www.saferfederalworkforce.gov/overview/. 
For more information, agency headquarters-level human resources offices may contact  
Ms. Roseanna Ciarlante by email at employ@opm.gov.  Component-level human resources 
offices must contact their agency headquarters for assistance.  Employees must contact their 
agency human resources for further information on this memorandum. 
cc:   Chief Human Capital Officers (CHCOs) 
 Deputy CHCOs 

Human Resources Directors 


