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REQUEST FOR PERSONNEL ACTION (SF-52)

Request for Personnel Action (SF-52) is required for any recruits, new hires, work schedule changes, terminations, retirements, promotions, or reclassifications.  If the action is included in the ARMP, it can be approved at the location level.   If the action is not included in the ARMP, then the supervisor and RL both sign in Block 5 and the action requires area approval (Block 6).  *Note: All CAT 1 actions go to the area for approval.

Signature guidance differs depending the purpose of the SF-52. Please refer to P&P 115 for guidance on who can act as the approver.  From a BSC/Division HR perspective, the Requestor on an SF-52 could be anyone. 

· Please reference P&P 115 (http://www.afm.ars.usda.gov/ppweb/PDF/115-0-PDF) for guidance on who can act as the Approver.  (Staffing table starts on page 5.)
· Re-delegation of the authorities mentioned in the P&P is at the Associate Administrators’ and Area Director’ discretion. 
· Re-delegation of approval authority must be made in writing. 
· As a best practice, BSC/Division HR recommends that Areas seek to avoid having the Requestor and Approver as the same individual. 

*****************************************************************************

The following is a synopsis of the Midwest Area's SF-52 submission procedures.

For non-citizen employment, please refer to the Non-U.S. Citizen Workers and Visitors chapter of the SOP manual.

SF-52 Numbering

Positions 1 and 2: Current Fiscal Year = i.e. “15”
Positions 3, 4, 5 and 6 = Fourth level of Mode Code (i.e. Peoria is 5010) Position 7 = Zero (0)
Positions 8, 9 and 10 = Three-digit sequential numbers beginning with “100”.

· Category (Cat) 1 Position Recruits
The original SF-52 and appropriate documentation for all actions on Cat 1 positions must be sent through the Area Human Resources Assistant for Area Director (AD) approval (copies not needed).

· Category 4 Position Recruits
The original SF-52 and appropriate documentation for all actions on Cat 4 positions must be sent through the Area Human Resources Assistant for AD approval (copies not needed).

· Category 2 Position Recruits and Extensions
The original SF-52 and appropriate documentation for all actions including extensions on
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Cat 2 Research Associate positions must be sent through the Area Human Resources
Assistant for AD approval (copies not needed).

· Category  3, 5, 6, 7, 8, 9 Recruits
a. If the vacancy was listed on the current FY ARMP Position Staffing Plan (PSP) and recruiting is within established Full Performance Level (FPL), send the recruit SF-52 through AO to HRD.

b. If it is a vice recruit action and recruiting within established FPL, send the vice recruit SF-52 through AO to HRD.

c. If the vacancy is not listed on the current FY ARMP PSP, E-mail a request with justification for the new position through proper channels (AO) to the Area for AD approval.  The request should identify the Research Unit and supervisor.  Do not combine vacancy requests.  Once the AD approval is granted, the approval will be e-mailed to the location so a new position number can be requested.  Send the original SF-52 through proper channels (AO) for AD signature.

· Promotions of Category 3, 5, 6, 7, 8, 9 Positions
a. Within the Established Full-Performance Level (FPL) - Send the SF-52 directly through proper channels (AO) with a copy to Area Human Resources Assistant.

b. Beyond/above the Established FPL - Send the Accretion of Duties or Recruit SF-52 through proper channels (AO) for AD approval (copies not needed).

•	Extensions of Temporary Appointments (excluding Research Associates)
a. If the extension was approved (through a footnote annotation) on the current FY ARMP PSP, send the SF-52 through proper channels (AO) with a copy to Area Human Resources Assistant.

b. If the extension was not approved through a footnote annotation on the current FY ARMP PSP, the SF-52 must be sent through the Area Human Resources Assistant for AD approval (copies not needed).

· Changes in Work Schedules/Tours of Duty
a. For student appointment and/or temporary positions, send the SF-52 through proper channels (AO) with a copy to Area Human Resources Assistant.

b. For permanent positions, send the SF-52 through the Area Human Resources Assistant for AD approval (copies not needed).

•	Separations
a. For all separations (Retirement, Termination, Expiration of Appointment, Resignation), except when AD approval signature is required (i.e. when AD is supervisor, authorizing or reviewer) send the SF-52 and reason for separation through proper channels (AO) with a copy to Area Human Resources Assistant.

b. All separation SF-52s must state either "Retain Position" or "Abolish Position" on Line 1 in parentheses after the stated action. Insert this statement in Part D also. Area Director's approval is required for abolishing all permanent positions.  You can retain a position number and change the classification series, grade level, etc, of the vice action. Retaining a position number does not mean the position has to be refilled identically. Recruiting at or establishing a higher full performance grade level (FPL) of positions requires Area Director's approval.

c. If it is known that the employee will not work the complete final pay period before separating, annotate in Part D on reverse of the separation SF-52, "Separating employee did not complete tour of duty final pay period and will not accrue leave."

d. On Retirement SF-52s, in Part D, state if the retiree’s Retirement Certificate and Retirement Letter are needed for presentation at the retiree’s party/dinner and the date of the event.

e. The AO will update the TALX program.

f. If applicable, attach a leave audit (signed by supervisor) and a copy of final T&A to the AO.


•	Category 0 Pathways Recruits/Appointments/Extensions/Conversions to higher grade
a. If the vacancy was listed on the ARMP PSP or if it is a Vice Recruit/Appoint action send the SF-52 through proper channels (AO) with a copy to the Area Human Resources Assistant.

b. Extensions, Conversions, Promotions to higher grade and Work Schedule Changes, send the SF-52 through proper channels (AO) with a copy to the Area Human Resources Assistant.



OVERALL INFORMATION AND REMINDERS

HRD needs a minimum of three weeks before a requested effective date to process an action. Include this time frame in your calculations when initiating your SF-52s. Also include a few more days in your calculations if the SF-52 must come through the Area Office.  A longer processing time should be expected for SY and Research Associate positions due to more detailed classification process requirements for these positions.

Please ensure that the above procedures are followed at your location to avoid delay in processing at the Area and Headquarters levels.



*************************************************************************** Employment of Non-citizens in Non-Permanent Excepted Service Positions
This document was significantly updated on May 25, 2005. Minor changes have since been incorporated dealing with state wage determination instructions (see pages 19-20).

http://www.afm.ars.usda.gov/hrd/jobs/visa/5-1visadoc.pdf

















SF-52 Promotion Sample






SF-52 Resignation Sample






Position Description Cover Sheet (AD-332)

A Position Description (PD) cover sheet (Form AD-332) must accompany all position descriptions going forward to Personnel.  The supervisor signs Block 19.  Type the supervisor’s information in Block 21.

If a standardized PD is being used, a copy of the AD-332 accompanying the standardized PD must be used because it has the classification of the description documented in Blocks 11 through 17.  Only use the standardized PD from the HRD website,

http://www.afm.ars.usda.gov/hrd/classification/position/ 



When using non-standardized PDs, blank AD-332s should be used.







REE-11 – NEW HIRE RECRUITMENT INCENTIVES FORM can be found in e-forms.

SF-182, Request, Authorization, Agreement & Certification of Training

The SF-182 is completed in AgLearn (http://www.aglearn.usda.gov/) and is used to document requests to attend training from an outside source. The SF-182 is employee driven. Each employee enters their request and the completed form is forwarded to the supervisor and up the chain for approval. The employee also verifies training completion on the electronic form.
In accordance with P&P 440.1, Employee Training and Development, http://www.afm.ars.usda.gov/ppweb/pdf/440-01.pdf, the SF-182 Training Form is prepared for instances of training; workshops, correspondence courses, programmed instruction, individual college study, traditional classroom courses etc. This includes short courses and videos of 1-4 hours.
Aglearn has created step by step training courses for employees, supervisors and program managers. For a list of courses search on SF-182 at the Search Catalog.

WebTA Time & Attendance

· To access WebTA go to:  https://wtausda.nfc.usda.gov/usda/ 
· The WebTA guidance can be found at:  http://www.afm.ars.usda.gov/hrd/payleave/webta  
· WebTA training and user guides or Employees, Timekeepers, and Supervisors are now available via AgLearn (http://www.aglearn.usda.gov/).
· A Pay Period calendar for current and past years can be found at: https://www.nfc.usda.gov/ppcalendar/ppcal2015.htm#pp3  


Annual Leave & Credit Leave Reminders when Employee is Leaving Government Service

Annual Leave – Employees cannot use annual leave on their last working day with the Federal government.  The Lump Sum Annual Leave Act of 1954 prohibits the use of annual leave on the last day of work when it is known that the employee is separating from the Federal government.  However, an employee can use compensatory time, credit hours, or sick leave and not violate the law.

Credit Leave – Employees should be encouraged to use all credit time before separating from the Federal government.  Because credit time must be paid via a manual payroll/personnel system rather than a computerized payroll/personnel system, the National Finance Center bills ARS each time a separating employee must be paid for credit time.  Even if only 15 minutes of credit time must be paid, ARS is billed.  (These charges are paid from a central fund—not the specific management unit.) Therefore, especially if the employee doesn’t have many hours of credit time accumulated at the time of separation, it would be very beneficial if they would consider using them before separating.

OTHER LEAVE TIPS

· Comp time must generally be used before any other leave except Sick Leave.
· Only 24 hours of Credit Leave can be carried over from one pay period to the next.
· Avoid using a default schedule in WebTA for part-time employees since they earn leave differently (including holiday pay) than full-time employee
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REASON FOR THIS POSITION

|1.NEW

2. IDENTICAL ADDITION TO THE
ESTABLISHED PD NUMBER

3. REPLACES PD NUMBER

POSITION DESCRIPTION
COVER SHEET

RECOMMENDED

4. TITLE

5. PAY PLAN

6. SERIES |7. GRADE

8. WORKING TITLE (Optional)

9. INCUMBENT (Optional)

*‘ Yes ’—‘No

OFFICIAL
10. TITLE
11, 12, 13. 14, 15. 16. 17.
PP SERIES| FUNC | GRADE DATE I/A CLASSIFIER
MONTH | DAY | YEAR

18. ORGANIZATIONAL STRUCTURE (Agency/Bureau)

1st 5th
2nd 6th
3rd 7th
4th 8th

SUPERVISOR'S CERTIFICATION

I certify that this is an accurate statement of the major duties and responsibilities of the position and its organizational relationships and that the position is necessary to carry out
Government functions for which I am responsible. This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment
and payment of public funds and that false or misleading statements may constitute violations of such statute or their implementing regulations.

19. SUPERVISOR'S SIGNATURE 20. DATE 22. SECOND LEVEL SUPERVISOR'S SIGNATURE 23. DATE
21. SUPERVISOR'S NAME AND TITLE 24. SECOND LEVEL SUPERVISOR'S NAME AND TITLE
FACTOR EVALUATION SYSTEM
FACTOR 25. FLD / BMK 26. POINTS FACTOR 25. FLD / BMK 26. POINTS
1. Knowledge Required 6. Personal Contacts
2. Supervisory Controls 7. Purpose of Contacts
3. Guidelines 8. Physical Demands
4. Complexity 9. Work Environment

27.
5. Scope and Effect 27. TOTAL POINTS » |0

28.

28. GRADE P

CLASSIFICATION CERTIFICATION

I certify that this position has been classified as required by Title 5, US Code, in conformance with standards published by the OPM or, if no published standard applies directly,
consistently with the most applicable published standards.

29. SIGNATURE

30. DATE

31. NAME AND TITLE

32. REMARKS

33. OPM CERTIFICATION NUMBER

This form was electronically produced by National Production Services Staff

FORM AD-332 (Reverse) (4/86)






MASTER RECORD/INDIVIDUAL POSITION DATA
THIS SIDE TO BE COMPLETED BY THE CLASSIFIER

A. KEY DATA
1. FUNCTION (1) 2. DEPT. CD./AGCY-BUR-CD. |3. SON (4) 4. MR. NO. (6) 5. GRADE (2) 6. IPNO. (8)
4
<4 A/C/DIIR
B. MASTER RECORD
1. PAY 2.0CC. SER. (4) |3.0CC.FUNC. |4.OFF.TITLE 5. OFF. TITLE (38)
PLAN (2) CD. (2) CD. (5)
6. HQ. FLD. CD. (1) 7. SUP. CD. (1) 8. CLASS. STD. CD. (1) 9. INTERDIS. CD. (1) 10. DT. CLASS (6)
1= Sup. SGEG 5= Mgmt. CSRA
<1=HQ «3=Mor. SGEG 6 = Leader LGEG = New Std. Applied N = No Mo | oAy | veaR
2=FLD 4 = Sup. CSRA 8 = All Others Blank = NA Y = Interdis
11. EARLY RET. CD. (1) 12. INACT / ACT (1) 13. DT. ABOL. (6) 14. DT. INACT / REACT (6) | 15. AGCY. USE (10) ]
< 1= Primary 3 = Foreign Svc. < I = Inactive mo | pav | vear mo | pav | vear
2 =Secondary  Blank = NA A = Active
16. INTERDIS. SER. (40)
@ @ @ @ @ ( @ ( @ ( @ ( @ ( @
17. INTERDIS. TITLE CD. (50)
) ) ) ) ) ( ) ( ) ( ) ( ) ( )
C. INDIVIDUAL POSITION
1. FLSA CD. (1) 2. FIN. DIS. REQ. (1) 3. POS. SCHED. (1) 4.POS. SENS. (1) 5. COMP. LEV. (4)
E-E t 0 = None 3=SF 278 A =Sched A 0 = Excepted but 0 = Nonsensitive
q oo Exemp 41=CD219 4= AD 392 4B=5chedB notA, B, C < = Noncritical
N = Nonexempt 2=CD 220 5= SF 849 C=Sched C 2 = Critical Sensitive
6. WK. TITLECD. (4) | 7- WK. TITLE (38)
8. ORG. STR. CD. (18) 9. VAC. REV. CD. (1)
1st 2nd 3rd ath Sth 6th th 8th 0 = Position Action B = Lower Grade D = Different title and / or
< No Vacancy C = Higher Grade series
A = No Change E = New Position / New FTE
10. TARGET GD. | 11. LANG. REQ. | 12. PROJ. DTY. 13. DUTY STATION (9) 14. BUS. CD. 15. DT. LST. AUDIT (6) 16. PAS. IND. (1) 17. DATE EST. (6)
@ @ IND. (1) State (2) | City(#) | County (3) “ MO | DAY | YEAR MO | DAY | YEAR
N/A Blank = N/A
Ay ves d1-pas
18. GD. BASIS. IND. (1) 19. DT. REQ. REC. (6) 20. NTE. DT. (6) 21. POS. ST. BUD (1)
1=Rev. whenvacant 4 = Sup./ Program 7 = Equipment Devel. Guide MO | DAY | YEAR MO | DAY | YEAR _
2= mpact of Person  5=RGEG 8 = Agency Use < '\\l(_—CP)ehrm
3=Sup./SGEG 6 = Policy Analysis GE G~ 9 =Agency Use  ALPHAS = Agency Use = Other
22. MAINT. REV. / CLASS. ACT. CD. (2) (1st Digit = Activity and 2nd Digit = Results)
Normal Act Maintenance Review Act Results
1 = Desk Audit 5 = Desk Audit 1 = No Action Req. 5 = Series Change 9 = Other
2 = Sup. Audit 6 = Sup. Audit 2 = Minor PD Change 6 = Pos. Upgrade
1 < 3 = Paper Rev. 7 = Paper Rev. 3 = New PD Req. 7 = Pos. Downgrade
4 = PME / Activity Rev. 8 = Panel Rev. 4 = Title Change 8 = New Pos.
23. DT. EMP. ASGN. (6) 24. DT. ABOL. (6) 25. INACT / ACT (1) 26.DT. INACT/REACT (6) | 27. ACCTG. STAT. (4) | 28. INT. ASGN. SER. (4) 29. AGCY. USE (8)
MO | DAY | YEAR MO | DAY | YEAR MO | DAY | YEAR
1=lInact.
2 = Act.
30. CLASSIFIER'S SIGNATURE 31. DATE

32. REMARKS

FORM AD-332 (Revised) (4/86)






