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             (787)  289-1400

   GOVERNOR
PR-HRO-MTB













6 November 2007
MEMORANDUM FOR ALL PRNG MANAGERS AND SUPERVISORS

SUBJECT:
Instructions for the Preparation of Standard Form 52 (SF-52), “Request for Personnel Action”

1.
Enclosed are the new instructions on how to request a personnel action for excepted and competitive technicians.

2.
When an SF-52 is received at the Human Resources Office (HRO), the appropriate personnel specialist validates/processes the request.  After approval is obtained, a personnel assistant prepares and distributes a Standard Form 50, “Notification of Personnel Action”, which officially records the action that becomes part of the technician’s Official Personal Folder.

3.
SF-52’s will be returned without action if they are not completed in accordance with attached instructions; strict compliance is required.
4.
PR-HRO memorandum, dated 16 Jul 99, is rescinded.

FOR THE ADJUTANT GENERAL:

Encl










   //SIGNED//











DAISY RALDIRIS











Lt Col, PRANG












Human Resources Officer
STANDARD FORM 52 (SF-52) PREPARATION GUIDE
PURPOSE


This guide is intended to assist personnel involved in the preparation of the SF-52, Request for Personnel Action.  The way in which personnel actions are processed for both full-time Army and Air employees must be standardized.  This guide is not a directive of any kind; its purpose to provide helpful information as well as samples to assist you in the proper completion of SF-52.

HOW TO USE THIS GUIDE


This guide is comprised of sample SF-52s and is arranged by actions that govern technician personnel.  If an action occurs that is not outlined in this guide, please contact the Human Resources Office (HRO).

REFERENCE

The Office of Personnel Management Guide to Processing Personnel Actions; Chapter 4. Requesting and Documenting Personnel Actions.

POLICY


It is required that all SF-52s arrive at HRO at least 15 working days prior to the effective date of a personnel action.   Managers and supervisors are reminded that the effective date of personnel actions will be established by the HRO, unless instructed in Part B, Item 4.  It is imperative that Item 4 of Part B be completed for the following personnel actions: Leave Without Pay, Return to Duty, Extensions, Separations and termination of a personnel action before the not to exceed date.  SF-52s that are submitted without the required effective date will be returned to the immediate supervisor without further action.

GENERAL


a.
When a supervisor prepares an SF-52, he/she is asking the HRO to complete a specific type of action, such as separation, reassignment, promotion, disciplinary action, detail, leave without pay, return to duty, change of a technician’s personal data (e.g., name change), or a request to fill a position.  Before considering the preparation of an SF-52, it is advisable to insure that all requirements for submission are met; e.g., the availability of funds, approval by higher level supervisors, or other local administrative/management requirements.


b.
A personnel action requesting a reduction in a technician’s grade, basic compensation, or involuntary separation will most likely be subject to adverse action procedures. In such instances, it is imperative that supervisor get in contact with the Human Resources Specialist (Employee Benefits), at the HRO for appropriate advice and assistance on the procedures.

c.
Supervisors must submit the appropriate backing documentation in order to process some personnel actions, such as Optional Form 612, military orders, etc.

d.
A technician may request the following voluntary actions, among others:



1.
Reassignment - An action that would change him/her to a different position at the same or equivalent grade and basic rate of compensation, he/she must submit a request in writing stating the reason(s) the action is requested and any other information that may have a bearing on the request, through both losing and gaining supervisors, to the HRO.



2.
Change to Lower Grade - An action that would place him/her in a lower grade or a different pay schedule and he/she would receive a lower basic rate of pay, he/she must submit a request in writing stating reason(s) for his/her request, through both losing and gaining supervisors, to the HRO and that he/she understands grade or pay retention will not apply. 



3.
Separation - These types of voluntary actions may include resignation, optional retirement, or separation to accept employment in another government agency or public international organization, or to enter extended active duty with a branch of the armed forces.

COMPLETE THE SF-52 IN ACCORDANCE WITH BELOW INSTRUCTIONS
PART A
ITEM

1.
ACTION REQUESTED

Nature of request: Resignation, fill position, detail, leave without pay, reassignment, suspension, return to duty, etc.

2.
REQUEST NUMBER

To be used by HRO.

3.
FOR ADDITIONAL INFORMATION CALL

Enter the name and telephone number of the person most familiar with the action requested who can furnish the HRO any additional information, if necessary.

4.
PROPOSED EFFECTIVE

Leave blank.

5.
ACTION REQUESTED BY

Enter the name, title, signature and request date of first level supervisor.

6.
ACTION AUTHORIZED BY

Enter the name, title signature and concurrence date of second level supervisor.

PART B
ITEM

1. THRU 3.
NAME / SOCIAL SECURITY NUMBER / DATE OF BIRTH

Enter this data as shown on the official documents in the supervisor’s employee record, i.e., SF-50.  Complete on all actions affecting employee.
4.
EFFECTIVE DATE

Enter the date on which technician begins leave without pay, returns to duty, extensions, separations, or to terminate a personnel action before the not to exceed date.  Leave blank for all other actions.

5-A. THRU 6-F.


Leave Blank. - To be completed by HRO.

IMPORTANT:  7. THRU 14.   Must be completed on all reassignment, change to lower grade, detail, promotion, temporary promotion, leave without pay, separation, suspension, change in position description control number, change in duty station, death).

7.
FROM:  POSITION TITLE AND NUMBER

Enter current official position title, position description control number (e.g., Office Automation Clerk, 80023000). Contact the Classification Section if in doubt.
8.
PAY PLAN

Enter pay plan as reflected on current official position description (e.g., WG, GS).

9.
OCCUPATIONAL CODE

Enter classification series as reflected on current official position description (e.g., 8852, 0301).

10.
GRADE OR LEVEL

Enter grade or level as reflected on current official position description (e.g., 04, 10).

11, 12, 13.


Leave Blank. - To be completed by HRO.

14.
NAME AND LOCATION OF POSITION’S ORGANIZATION

Enter organizational designation and location.
IMPORTANT:   15. THRU 22.   Must be completed on all promotion, fill position, temporary promotion, change to lower grade, detail, reassignment, return to duty from leave without pay or suspension, change in position description control number, change in duty station).

15. 
TO:  POSITION TITLE AND NUMBER

Enter current or projected official position title, position description control number (e.g., Office Automation Clerk, 80023000).

16.
PAY PLAN

Enter pay plan as reflected on current or projected official position description (e.g., WG, GS).

17.
OCCUPATIONAL CODE

Enter classification series as reflected on current or projected official position description (e.g., 8852, 0301).

18.
GRADE OR LEVEL

Enter grade or level as reflected on current or projected official position description (e.g., 04, 10).

19, 20, 21.

Leave Blank.  To be completed by HRO.

22.
NAME AND LOCATION OF POSITION’S ORGANIZATION

Enter organizational designation and location.
23. THRU 38.


Leave Blank.  To be completed by HRO.

39.
DUTY STATION

Enter the City, and State in which the technician will have his/her official duty station.

40. THRU 51.


Leave Blank.  To be completed by HRO.

PART C
ITEM

C, D, E, F.


Leave Blank.  To be completed by HRO.

PART D
ITEM

MANDATORY ITEM

Complete on all actions.  (See Attachment 1 below).

PART E
ITEM

1. THRU 5.


Self explanatory.

PART F
ITEM


Leave Blank.  To be completed by HRO.

ATTACHMENT 1
Below you will find examples of Personnel Actions and Remarks for Part D of SF-52.  Use only the information that applies to your situation. 
CLICK ON EACH PERSONNEL ACTION TITLE TO SEE THE SF 52.
FILL POSITION – PERMANENT

FILL POSITION – INDEFINITE

REASON:  Original vacancy.  OR  Promotion OR retirement of SGT John Doe.



OR  LWOP of SGT John Doe who entered an Active Duty tour. 



OR   Any other appropriate reason.

NAME OF IMMEDIATE SUPERVISOR: 

AREA OF CONSIDERATION:


AREA 1:  Permanent Enlisted/Commissioned Officers/Warrant Officer technicians currently





  employed in the (PRARNG) or (PRANG).


AREA 1:  Permanent Enlisted/Commissioned Officers/Warrant Officer technicians currently





  employed at _____________ in the (PRARNG) or (PRANG).


AREA 2: Commissioned Officer/Warrant Officer/Enlisted members of the (PRARNG)





  or (PRANG) and personnel that meet all requirements for membership and/or 




  appointment in the (PRARNG) or  (PRANG).

LICENSE:  Indicate license required for the position.

SECURITY CLEARANCE:  Indicate clearance required for the position.

SPECIALIZED EXPERIENCE: Specify in a short paragraph the type of experience that the applicants should possess to accomplish the work of the position.

LEAVE WITHOUT PAY (LWOP)-US



REASON: Employee will be attending a required military service school. Military orders are attached.   OR  Employee entered the AGR program.  Military orders are attached.



  OR   Any other appropriate reason.

NOTE FOR SUPERVISOR:

Employee must coordinate an appointment with the Employee Benefits personnel at the HRO to discuss matters such as restoration rights, allotments, thrift savings plan, life and health insurance, etc. 


If employee selects to be separated from the rolls of the agency when entering on Active Duty, submit a SEPARATION-US instead of a LWOP-US.
RETURN TO DUTY (RTD) FROM LWOP-US

REASON: Individual is returning from a required military service school. Military orders are attached.   OR  Employee is returning from an Active Duty tour. Copy of DD Form 214 is attached.


 OR   Any other appropriate reason.

NOTE FOR SUPERVISOR:

Employee must coordinate an appointment with the Employee Benefits personnel at the HRO to discuss matters such as restoration rights, allotments, thrift savings plan, life and health insurance, etc. 


Technician must comply with NGB compatibility criteria and meet physical requirements for the position prior to the placement action.
LEAVE WITHOUT PAY (LWOP) NTE



REASON:  Private physician recommended rest due to an illness. (Do not attach medical documentation).   OR   Any other appropriate reason.

NOTE FOR SUPERVISOR:

Employee must coordinate an appointment with the Employee Benefits personnel at the HRO to discuss matters such as allotments, thrift savings plan, life and health insurance, etc. 

EXTENSION OF LWOP NTE

REASON:  As applicable.
RETURN TO DUTY (RTD) FROM LWOP NTE

REASON: Employee is returning to work after being medically released. (Do not attach medical documentation).   OR   Any other appropriate reason.

NOTE FOR SUPERVISOR:

Technician must comply with NGB compatibility criteria and meet physical requirements for the position prior to the placement action.
TEMPORARY APPOINTMENT NTE



REASON: Retirement of SGT John Doe, effective 04-08-07.   OR  Additional manyears.



OR  SGT John Doe on LWOP NTE 12-15-07.   OR   Any other appropriate reason.

OF 621 is attached.


This personnel action will not create a grade inversion.


NOTE FOR SUPERVISOR:

Optional Form 612 will be used to determine qualifications. 


Applicant must meet qualification/physical requirements for the position prior to the placement action.

Emergency Hiring Appointment Authorities and Flexibilities.  HROs are authorized to process temporary appointments, not to exceed the maximum of a two year period, under the provisions of NGB-J1-TNS memorandum, dated 16 March 2006, subject: Emergency Hiring Appointment Authorities and Flexibilities (TN 06-16).  This authority will be used to back-fill positions that either directly supports the Global War on Terror (GWOT), directly support actions in Iraq and/or Afghanistan, or perform mission critical functions from which the incumbent was called to active duty (e.g. mobilizations, deployments, contingency operations, etc).

CONVERSION OF TEMPORARY APPOINTMENT NTE  (TO A HIGHER OR LOWER GRADE)



REASON: Retirement of SGT John Doe, effective 04-08-07.   OR   Additional manyears.



OR   SGT John Doe on LWOP NTE 12-15-07.   OR   Any other appropriate reason.

OF 621 is attached.


This personnel action will not create a grade inversion.


NOTE FOR SUPERVISOR:

Optional Form 612 will be used to determine qualifications. 


Applicant must meet qualification/physical requirements for the position prior to the placement action.
EXTENSION OF TEMPORARY APPOINTMENT NTE

REASON:  As applicable.
TERMINATION OF TEMPORARY APPOINTMENT

REASON:  Services are no longer required.   OR   Appointment cannot exceed one.



OR   Lack of funds.   OR   Excessive absences.   OR   Any other appropriate reason.


NOTE FOR SUPERVISOR:

A temporary employee must submit a resignation when the reason for separation is a voluntary action, such as accepting a job in another organization.

Do not submit a resignation is the temporary employee is in military orders.

DETAIL NTE



REASON:  As applicable.

This personnel action will not create a grade inversion.


OF 612 is attached.

NOTE FOR SUPERVISOR:

Optional Form 612 will be used to determine qualifications.

Technician must meet qualification/physical requirements for the position prior to the placement action.

· 
A detail may be made for any legitimate management purpose, for example, to handle unexpected workloads or special projects, to fill in during another technician’s absence, or pending security clearance or investigation.  Details do not affect the employee’s pay.
· 
Supervisors are responsible for proper detailing of technicians, informing them of the reasons for and conditions of the detail, and ensuring they are returned to their official duties when the detail ends.


DETAIL TO THE SAME OR LOWER GRADE:

· 
There is no time limit for a detail to the same or lower grade.  Details will be documented in increments of 120 days.  A performance appraisal will be given for a detail of more than 120 days.


DETAIL TO A HIGHER GRADE:

· 
The time limit for a detail to a higher graded position is 120 days.  An employee detailed for 120 days cannot be detailed or temporarily promoted to a higher graded position again until one year has elapsed since the termination of the detail.

· TERMINATION OF DETAIL

REASON:  As applicable.
REASSIGNMENT

REASON:  Attached is SGT John Doe’s request for reassignment memorandum, approved by the losing and gaining supervisors.   OR   Any other appropriate reason.

OF 612 is attached.


NOTE FOR SUPERVISOR:

Optional Form 612 will be used to determine qualifications. 


Technician must comply with NGB compatibility criteria and meet qualification/physical requirements for the position prior to the placement action.
MANAGEMENT DIRECTED REASSIGNMENT

REASON: This reassignment action is requested to align personnel resources that will serve to achieve mission essential tasks at this unit, and better serve the needs of the Puerto Rico National Guard.


This personnel action will not create a grade inversion.   OR   Any other appropriate reason.

OF 612 is attached.


NOTE FOR SUPERVISOR:

Optional Form 612 will be used to determine qualifications. 


Technician must comply with NGB compatibility criteria and meet qualification/physical requirements for the position prior to the placement action.

PROMOTION

REASON:  Employee was previously selected through a vacancy announcement at a lower grade and now meets the full requirements of the position for promotion to GS- ____.   OR   CRA 07-XX.
   OR   Desk Audit, PR-HRO-MTM, 12 Nov 07.   OR   Any other appropriate reason.

This personnel action will not create a grade inversion.


OF 612 is attached.


NOTE FOR SUPERVISOR:

Optional Form 612 will be used to determine qualifications.
TEMPORARY PROMOTION NTE



REASON:  LWOP of SGT John Doe who entered an Active Duty tour.   OR   Any other appropriate reason.

This personnel action will not create a grade inversion.


OF 612 is attached.


NOTE FOR SUPERVISOR:

Optional Form 612 will be used to determine qualifications. 


Technician must meet qualification/physical requirements for the position prior to the placement action.
· 
The time limit for a temporary promotion to a higher graded position is 119 days.  An employee temporarily promoted for 119 days cannot be temporarily promoted or detailed to a higher graded position again until one year has elapsed since the termination of the temporary promotion or detail.


A temporary promotion may be on a rotational basis among qualified employees.


A temporary promotion may be made for any legitimate management purpose, for example, to handle unexpected workloads or special projects, to fill in during another technician’s absence, or pending security clearance or investigation.  


Supervisors are responsible for informing technicians of the reasons for and conditions of the temporary promotion, and ensuring they are returned to their official duties when the temporary promotion ends.

Emergency Hiring Appointment Authorities and Flexibilities.  HROs are authorized to process temporary promotions, not to exceed the maximum of a two year period, without meeting the requirements for competition under the provisions of NGB-J1-TNS memorandum, dated 16 March 2006, subject: Emergency Hiring Appointment Authorities and Flexibilities (TN 06-16).  This authority will be used to back-fill positions that either directly supports the Global War on Terror (GWOT), directly support actions in Iraq and/or Afghanistan, or perform mission critical functions from which the incumbent was called to active duty (e.g. mobilizations, deployments, contingency operations, etc).
EXTENSION OF TEMPORARY PROMOTION NTE



REASON: Extension of an additional year to a temporary promotion that was based on an announcement.   OR  Extension of an additional year to a temporary promotion that was based on Emergency Hiring Appointment Authorities and Flexibilities.   OR   Any other appropriate reason.
CHANGE TO LOWER GRADE



REASON:  SGT Jane Doe’s request for change to lower grade memorandum, approved by the losing and gaining supervisors, is attached.   OR  Termination of a temporary promotion before the NTE date.   OR   Any other appropriate reason.

This personnel action will not create a grade inversion.


OF 612 is attached.


NOTE FOR SUPERVISOR:

Optional Form 612 will be used to determine qualifications. 


Technician must comply with the National Guard Bureau (NGB) compatibility criteria and meet qualification/physical requirements for the position prior to the placement action.
POSITION CHANGE



REASON:  CRA 06-1029, dtd ________.


This personnel action will not create a grade inversion.


NOTE FOR SUPERVISOR:

Technician must comply with the National Guard Bureau (NGB) compatibility criteria and meet qualification/physical requirements for the position prior to the placement action.
TERMINATION - APPOINTMENT IN (Name of Agency)

REASON:   Employee was selected to occupy a competitive position with the Defense Logistics Agency, in Pennsylvania.


Pertaining documents are attached:  (i.e. job offer).

CHANGE IN DUTY STATION



REASON:   480th MP Company is relocated to Ponce, PR.   OR   Any other appropriate reason.
DEATH



Death certificate is attached:

NAME CHANGE

REASON:  Name change due to marriage on 04-08-07.


Pertaining documents are attached.


NOTE FOR SUPERVISOR:

Submit a copy of the marriage license, divorce decree; court order or other directive authorizing the name change, and a copy of the application to the Social Security Administration to change the name.

RESIGNATION

NOTE FOR SUPERVISOR:

Employee must complete SF 52, Items 1 thru 5 of Part E –Employee Resignation/Retirement.


This personnel action applies to temporary employees as well as to permanent military technicians.


If the employee submits the resignation on another document, that document should be attached to the SF-52 used to process the resignation.  If it is a verbal resignation the supervisor must attach a memorandum to the SF-52 stating the reason given by the employee.


A temporary employee must submit a resignation when the reason for separation is a voluntary action, such as accepting a job in another organization.

RETIREMENT - VOLUNTARY 

NOTE FOR SUPERVISOR:

Employee must complete SF 52, Items 1 thru 5 of Part E –Employee Resignation/Retirement.


If the employee submits the request for retirement on another document, that document should be attached to the SF-52 used to process the retirement.  If it is a verbal request the supervisor must attach a memorandum to the SF-52 stating the reason given by the employee.

SEPARATION-US

REASON:  SGT Jane Doe entered an Active Duty tour.


Pertaining documents are attached:  (i.e. military orders).


NOTE FOR SUPERVISOR:

If employee selects to be placed on LWOP to remain in the rolls of the agency when entering on active duty, submit a LWOP-US instead of a SEPARATION-US.

SUSPENSION NTE

REASON:  Suspension for disciplinary reasons based on adverse action procedures initiated under the provisions of TPR 752.  Reference Memorandum 04-08-07, Subject: Suspension of 10 Calendar Days.

RETURN TO DUTY FROM SUSPENSION

REASON: Return to duty from suspension of 10 calendar days.

TERMINATION - INVOLUNTARY (Permanent Employee)

REASON:  Loss of military membership.   OR  Receipt of 30 day notice due to incompatibility.
   OR   Any other appropriate reason.

Pertaining documents are attached:  (i.e. military orders).
