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USNA INSTRUCTION 12290.2C

IF'rom: Superintendent
Subj: Standard Form 52, Request for Personnel Action; use of

Ref: (a) Federal Personnel Manual Chapter 295, Subchapter 5
(b) Federal Personnel Manual Supplement 296-33

Foncl: (1) Instructions for Standard Form 52 (SF-52)
(2) S¥-52

L. Purpose. 1o provide information on the¢ procedures concerning request

for bersonnel action.
2. Cancellation. USNA Instruction 12290.2B

3. Background. Refercence (a) requires management to utilivze the SF=52,

Request for Personnel! Action, in originating requests for personnel actions
concerning an employee, a position or both. It is essential that management

notify the Civilian Personnel Department promptly, through the use of this
form, of any action affecting emplovees or positions.

4. Information. Over the years, agencies and the Office of Personnel
Management have identified problems with personnel action processing and
documentation procedures. As a step towards resolving some of those
problems, changes to the procedures for processing and documenting
personnel actions were developed. The changes are reflected in the
recent issuance of reference (b). FEnclosures (1) and (2) have heen
revised in accordance with reference (b). Beginning 1 January 1982,
federal agencies must begin using the new forms and the old ones will
become obsolete.

5. Action. All managers and supervisors of civilian emplovees are
responsible for submitting an SF-52, Request for Personnel Action, to

the Civilian Personnel Department as far in advance as possible. Personnel

actions invelving any type of separation shall be forwarded to Civilian
Personnel at least two weeks prior to the effective date, time permitting.
In accordance with reference (2), management will initiate an SF-52,
Request for Personnel Action on the following:

a. Position Actions:

(1) Establishment of a new position.

(2) Reclassification of an existing position.

(3) Movement of a position from one organization to another.
(4) Cancellation of a position.

(5) Recruitment.
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b. lmployee Actions:

(1) Appointment or reinstatement of an individual.

(2) Promotion, change to lower grade, reassignment, conversion
or transfer of an employee.

(3) Recording details in excess of 30 days.

(4) Terminations/separations.

(5) Extension of appointments.

(6) Resignation.

c. Dual Actions:

(1) Establishment and filling of a position.
(2) Promotion of an employee to a different position and cancellation
of the position the employee vacated.

The actions listed above are not all inclusive, merely illustrative of the
most common personnel actions. Should you have any questions or require
assistance completing these new forms, contact the Enmployment Division,
Civilian Personnel Department. These proccdures are effecrive upon receipt
of this instruction.

6. Forms. Supplies of SF-52's may be ordered through the supply sysrem
using stock No. 7540-01-109-8814. Unit of issue is HD.
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STANDARD TFORM 52, REQUEST FOR PERSONNEL ACTION INSTRUCTIONS

The Standard Form 52 was devised for the use of operating personnel {n requesting a varfety ot personnel
actions. Lt should be initiated by the line supervisor who recognizes the need for the action, approved by
the cost center head or principle deputy/assistant and submitted via the position management officer (Deputy
for Management) to the Civilian Personnel Department with any required attachments.

While SF-52's may be used for requesting varifous types of personnel/position actions, there are some
where it is not used, such as disciplinary actions, i.e., suspension.

A single SF-52 may be used to cover an action that ts dual in nature.

The following table contains guldes for the preparation of Standard Form 52's by operating offlices.

SF-52 Item

Tnstructions

A. For Agency Use

May be used by operating officials to number personnel action requests
consecutively and indicate date of request for control purposes,

B. For Additional Information
Call:

Enter the name and telephone extension of the person most familiacr with
the action requested, who can furnish the personnel office with additlonal
information {if required.

C. Personnel Actlon Requested

Fill in the kind of personnel action desired - appointment, reinstatement,
promotion, reassignment, leave without pay (exceeding 30 days), return to
duty (from LWOP), detall (31 days or more), reduction in force, removal,
resignation, etc. Leave blank if position action only is being requested.

D. Proposed Effective Date

Enter the date the action 1is deslred to be effective. For accessions use
desired entry on duty date; for promotions, reassignments or changes to
lower grade use beginning date of a future pay period (or date determined
under USNA policy); for separation actions show the last date the employee
1s expected to be on the rolls.

E. Requested By

Enter the signature and title of the person requesting the action. 1If the
requesting official is also the approving official, this item may be left
blank. This item will also be blank when the action is a resignation.

F. Position Action Requested

Fill in the kind of position actlion desired - establish, review, cancel,
etc. Leave blank for employee actiouns.

G. Proposed Effective Date

Enter the date the action is desired to be effective or ASAP.

H. Approved By

Enter the signature and title of the person authorized to approve the
action requested. This will ordinarily be the cost center head or
principle deputy/assistant.

1. Remarks By Requesting Office

Enter additional information necessary to explain the action and the
completed items; for example:

— Special conditious of employment

- Limitations on length of employment

~ Information about the postition to be filled

- Reason for detail or temporary promotion

-~ Justification for temporary position or appointment

NOTE: A temporary promotion will also have the following statement
typed in Part IT #37: "I have been informed of the reasons for
this temporary promotion., I understand that 1 may be returned
to my previous position prior to (insert # of days, 1. e
60 days or 120 days) if conditions warrant.' This statement
will be signed and dated by the employee who is being tempor-
arily promoted.

L2

PART 11

I. Name

Enter name as it appears on official records when the action is being
requested in the name of an employee. Leave blank when action does not
apply to an employee.

. Social Security Number

Complete when item #1 is CSEETEced.

2
3. Position Sensitivity

4. Date of Birth

5. through 16.

Complcte when Lch 01 ib romg}eted. -

These ftems will be completed by the Civilian Personnnl Department.A__

L7. (Reserved for OPM Use)

Leave blank.

18A. through 19E.

These items will be completed by the Civilian Personnel Department.

Enclosure (1)
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20. through 26.

FROM Area - Fill in fov separations and }Tn}?hlﬁli ld‘(;ﬁ‘h';t‘ Grji;ﬁﬁw

statusn.  May be (f1ed dn when fnformatton b avaltable 10

- Appointment or transfer of an empleoyee from another agency
or change of an employee from another employing office of
the agency.

- A change of an employee's position title, positlon number,
series, grade, pay, organizational designacion, or
geographic location.

Complete the {tems in accordance with the specific instructions for ftems
20 through 30 below.

27. Ehroush 30.

. TO Arca - Fill in for all personnel actions, excgpt s;ﬁﬁracions and chanye

actions which place an employee in a nonpay status.
Complete the {tems in accordance with the specific {nstructions for items
20 through 30 below.

20. and 27. FPosition Title
and Number

Enter the position title and the job number as stated on the off.
position description (Optional Form 8), 1if the position has been cstab-
lished. 1If request Is for establishment of a new position, enter the type
of position recommended.

21, and 28. Name and location
of Employing
~ Office

Enter sufficient information to properly locate the position, e.g.,
Deputy for Operations, Civilfan Personnel Department, Employment Division,
MEDY, U, §. Naval Academy, Annapolis, MD. ~ o .

22. and 29. Pay Plan and
Occupation Code

Enter the pay plan code and the occupation code number for the po;ltlon
for example, '"GS-204", "WG-5823". o

23. and 30. Grade or Level

Enter the grade level of the position 1f a grade or level is aqupncd to
the Posxtlon. If none, le avg_blank

24. Stes or Rate

hen ftem #20 is CON‘X&[LQ-

25, . Salarvy

Comoxvte this item when ftem ””4 is corrletod

26. Pay Basis

Complete this {ftem when item #25 ts completed. Use "Pi'" or "PA".

31. through 33.

These {tems will be completed by the Civilian Persornel Departrent.

34. Duty Station

Complete on all requests. Fntry will always be &nnapolis, Annc Arundel,
Marvland.

35. Position Occupied

This item will be completed by the Civilian Personnel Department.

36. Appropriation Code

This ftem will normally be completed by the Civilian Personncl ULerLN\n[,
however, if the vmplovee {s to be paid from research funds, the operating
official should enter this information.

37. PRemarks

This item will te completed by the Civilian Persennel Departmen

38, Aporoval

This item will be completed by the Civilian Persornel DNepartr

39, FPMiS Data (A thru O)

These items will be completed hy the Civilian Personncl Deparvtment.

PART I11

Clearances

This entire section will be completed by Positton Manapenent and Civilian
Personnel Departmenty,

PAKT 1V

A. through D. Kesignatiaon

These ftems ave usually completed by an employee when resigning, huwever,
a resignation may be submitted by lecter. If the employee leaves to
accept employment in another agency, resignation {s not required and
should not be encouraged. A resignation is an action inftiated by the
employee, and the supervisor or management representative will net sipn
{tem fF 4n Pare T,

E, FYorwarding Address

Complete this item on all separation actiens,

Enclosure (1)
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Part | — Requesting Office — Also, compiete Part i, Items 1 and 20-34 as necessary.

A For Agancy Use 8. For Additional information Coll: (Alawe end Talaphone Number)
(Blank) __ _ _ (Requestring Off-«rw:ﬁ)(pﬁ\
cwmAzmnmm D. Proposed Effective Date | €. Requastad By nup.udnnd
( ) )
(k0) (RO) (RO)
F. Position Action Raquested G. Propossd Effective Date | - Approved By (Signature, Tisls, end Deta) -
RO
(ROJ (RO) (RO)
I. R .R’:inumv Rso;._amnmootﬁc-mons.uvm lenanhmmmudl 4 know of additionsl or confiicting ng for the resigy M.uﬁ-m«»o..&n.m
] o
(RO)
Part 1| — For Preparstion Of SF 60
1. Nema (Ler Ficwt, Middse) 2, S5N 3. Pusitian Semitivity {09t | 4. Do of Birth
__(BQ/Civ_i.l_ia_m_P_gr_s;gn el Department(CPD) (RO/CPD) (RO) (RQ/CPD)
6. Veteran Prefesence 8. Serv. Comp. Dete /L eave) 7. Tenure 8. Ratiremant
—None (CBD) 3-10 Pt. Dusab, 510 Pt. Othas 1-C8 3 6—Qthor
I ) a 6P 4-10Pt. Comp. _e-wmpsmcCome. | (CPD) (CPD) (CPD)l2-Fiea & 6—C8 Spee
8 FEGLI 10. FLSA 11. Gox 12.Citzership  [13.: - lowl @gt)
e = E —Exempt -us
] __(Cpp)_ I (CPJﬂN—MWt (cpp). (CpD)e=Omeei( (¢ )
14. Effective Date [ 16. Annuitant Indicator 18. Work Schedule  F—Ful-time G—FT Ssasonal 17. (Resorved Fou OPK  3)
LR Asn. €8 3. RETM . RETM & CS P—Pant-time Q—PT Seasonal
(CpD). . B zn?r? 4 RETO .G 5. Not A A(crp)y i —intermittent  J —INT Seasonal
18-A. 1A—8. Nature of Acwm 19-A, 19—-8. Nature of Action -
NOAC NOAC
(CpPD) . (CpD)
18-C. | ﬁ“ﬂa’—'bfﬂ&iu?iw“” T T T [19—C.Ath] 19—, 7 thority
(CPD)
e L 4 _(CPDY. . . o - —
ll—ea 18—F. Authority 19—-E.Ath| 18—F, Authority
(CPD) (CPD)
ROM: Position Title end Number 27.70: Position Title and Number
(RO/CPD) (RO/CPD)
21. Nams and Location of Employing Office H.MNM%MMO’M
(RO/CPD) (RO/CPD)
22. Pay Maa 4 Oecupations Code 23.&.-1.-{54'?&”;& 26. Selary 26. Pay Basis 29. Pay Plas & Occapationai Code | 30. Giads o Lovel |31, Stp o Ras |32, Salary 330 Basis
(RO/CPD) RO/CPDV (RO/CPD) RO/CPD) (RO/CPD (RO/CPD)
34. Duty Station 36 Position Occupied umowwmmm»m
— 1 itive  3-SES General
(RO) ’u‘PDi 2-€ " 4_8ES Carear Reserved (RO/CPD) i}
37. Remacks .
(CPD)
[2¢
CONTINUED ON REVERSE SIDE VI Provious Ecitions Unusack 12vet

NESN-7840-01-190-8814
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87 57 (Pt
Port 1 — rroed
8. Appron 39 FPIAS Deta
te 3curscy of the Intormation entered 0n this form snd that the proposed sction I in A S w bessge BL (8. VEV ina, Tc.rrD D. bog bt Siet €. et Cacn
:;,‘ ::mmwrwulmvmummn, (CPD) (CPD) ‘ (CPD) (CPD) (CPD)
F. Ed. Level G. Y Bagee At | H. Acfiesat foxsasy I, Agency Cods
(CPD) (CPD) (CPD) (CPD)
‘D) T Locetion Cooe K. 50N
(crp) (CTD) 42
o b
b 0. P, Q.
(CPD) (CPD) (CPD)
Part it} - T . _
A Otfon/ ton T | tisd /Bdmate Dot D. Podtion Qazsitication Action
i besontioul Additional New
L Vios I P ochec)
2. Qeillng on Controd C. hanarks (NOTE: Uss ham 37 &% rivaroe tor SE EQ Remeras }
Cuastinoaton brandecd: .
Y asein
4. Flacem npioy et
a
Pert iy 47,60 Rasionation
" Privecy . \ot Stetsmant
Youaren  swmd to furnish a tpecific remon for your resignetion cnd & forwerding od- vAth regsrd to employment of Individusls In the Fegarsl servics end thair records, whils
dress. Yoo wson for rosigning may ba considered In eny future dacision regarding your section 8503 roquires spenclon to fumish tha specific recson for termination of Federad
re-empioy tin the Fadar service end mey slso be vead to Srtermine your eligibility rorvice 10 the Secretary of Lebor or a State epancy in conmection with sdministraton of
for unsme  ment compencation bapafita, Your fonyvarding ecdrsts will be primarily unemploy ment compensation progreme.

uesd ta mal rou copks of sny documents you shouid hsve or eny pay of compenstion
you o entited to,

{ormaeion b requettsd undar authority of roctions 331, 3501, ond £5CS of title
.. Coda. Sections 301 ond 3301 euthorize OPM and spancies to lmua reguistions

The furnizhing of thiz informetion b8 voluntary; howewer, fallure to provida it mey recult
in your not recsiving: (1) your copkes of thoms documants you should have; (2} | vy of
other compemsation dus you; and (3) any unempioyment companiation banafits to
which you may ba entited.

A Racron foe Ramgnaton (ROTT: Proosy prve »000) fic reasoms for your reddonation, Avosd generali iad rescons. )

(Employee or RO/CPD for employee)

B. Etfect » of Resignetion C. Employss’s Skanetury 0. Date Signed
(Employee signs)
B \doxree (Wumber, Street, City, Stats, and Zip Code) ;
(Emp  yee or RO/CPD for employee)



