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            Chg. 2

             DATE: 10/12/2001

SUBJECT: PROCESSING PERSONNEL ACTIONS

1. PURPOSE.  This chapter assigns responsibility and accountability and provides administrative
guidance to Oak Ridge Operations (ORO) and Office of Scientific and Technical Information (OSTI)
for processing personnel actions.  Nothing in this issuance changes any requirements contained in
any DOE directive. 

2. CANCELLATION.  This chapter cancels and replaces ORO O 320, Chapter II, Chg. 1,
PROCESSING PERSONNEL ACTIONS, dated February 26, 1999.

3. APPLICABILITY.  The provisions of this chapter apply to all ORO and OSTI requests for
personnel and/or position actions. 

4. RESPONSIBILITIES.

a. Supervisors and Managers initiate personnel and/or position actions in accordance with
paragraph 5 of this chapter.

b. Director, Human Resources Division, completes the processing of personnel and/or position
actions in accordance with The Guide to Processing Personnel Actions, the DOE PAY/PERS
Personnel On-Line Users Guide, and standard operating procedures.

 5. REQUIREMENTS AND PROCEDURES.

a. SF-52, “Request for Personnel Action.”   Each requesting office consults with the appropriate
Personnel Management Specialist, completes the following items as appropriate to the personnel
and/or position action requested, and submits the SF-52 to the Human Resources Division along
with any other required documentation, e.g., position descriptions for new jobs.

(1)    Part A:

(a) Item 1.  Fill in the type of personnel and/or position action(s) requested (e.g.,
recruitment, promotion, reassignment, establish position, redescribe position, etc.).

(b) Item 2.  (Optional.) If desired, the originating office may insert a request number to
assist in tracking personnel actions.

(c) Item 3.  Provide the name and telephone number of the employee or supervisor most
knowledgeable about the details of the request.

(d) Item 4.  (Optional.) If desired, a proposed effective date of the personnel action may
be specified.  The letters ASAP may also be used or the field may be left blank.
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(e) Item 5.  Use this block for the signature of the individual requesting the action.

(f) Item 6.  This block must be signed by the immediate supervisor or other responsible
individual with line authority over the affected employee and/or the position.

(2) Part B.  The requesting office need only complete Item 1 by filling in the name of the
employee.  All other items will be completed by the Personnel and Management Analysis
Branch, Human Resources Division (PMAB).

(3) Part C.  This part is to be completed by the PMAB.

(4) Part D.  This part is to be used by the requesting office for any remarks, explanatory
material, or specific instructions which will facilitate the processing of the request.

(5) Part E.  This part is to be used only if the action is a resignation or retirement.  The
employee will fill in the reasons for the separation and give a forwarding address.

(6) Part F.  This part is reserved for use of the PMAB for documenting remarks to be used on
the SF-50, “Notification of Personnel Action.”

b. Position Description (PD's)

(1) Form OR F 3511.1.  Completion of blocks 1, 2, 3, and 4 of this form is required of the
requesting office.  Instructions for completing and using this form and format are
contained in ORO O 320, Chapter IX, POSITION CLASSIFICATION. 

(2) Written Descriptions.  Four copies of the applicable PD will be submitted with the SF-52.

6. REFERENCES.  

a. Office of Personnel Management, THE GUIDE TO PROCESSING PERSONNEL ACTIONS,
which provides specific codes, procedures, and instructions for processing personnel actions.

b. DOE PAY/PERS PERSONNEL ON-LINE USERS GUIDE, which provides instructions for
using the DOE computerized system for processing personnel actions.

c. ORO 320, Chapter VII, MERIT PROMOTION, Chg. 1, dated June 13, 2001, and any
subsequent revisions, which establishes procedures for rating and ranking candidates for
promotion and placement, and exceptions when competitive procedures need not be used.

d. ORO O 320, Chapter IX, Chg. 1, POSITION CLASSIFICATION, dated March 2, 1999, and
any subsequent revisions, which prescribes policies, responsibilities, and procedures for
describing and classifying positions within ORO and OSTI.
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7. DEFINITIONS.  None.

8. CONTRACTOR REQUIREMENTS DOCUMENT.  None.

9. ATTACHMENT.  Sample Standard Form 52.    
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(Note to Supervisors: Do you know of additional or conflicting reasons for the employee’s resignationlretirement? 
If “YES,” please state these facts on a separate sheet and attach to SF 52.) 

D Y E S  ON0 

Privacy Act Statement 

You are requested to furnish a specific reason for your resignation or retirement and regulations with regard to employment of individuals in the Federal service and their 
a forwarding address. Your reason may be considered in any future decision regarding records, while section 8506 requires agencies to furnish the specific reason for 
your re-employment in  the Federal service and may also be used to determine your termination of Federal service to the Secretary of Labor or a State agency in connection 
eligibility for unemployment compensation benefits. Your forwarding address will be with administration of unemployment compensation programs. 

The furnishing of this information is voluntary; however, failure to provide it may used primarily to mail you copies of any documents you should have or any pay or 
result in your not receiving: (1) your copies ofthose documents you should have; ( 2 )  compensation to which you are entitled. 

This information is requested under authority of sections 301, 3301, and 8506 of title pay or other compensation due you; and (3) any unemployment compensation benefits 
5, U.S. Code. Sections 301 and 3301 authorize OPM and agencies to issue to which you may be entitled. 

1. Reasons for ResignationlRetirement O\JOTE: Your reasons are  used to determine possible unemployment benefits. Please be specific and avoid generalizations. 
Your resignationhtirement is effective at  the end of the day - midnight - unless you specify otherwise.) 

~ 2. Effective Date 1 3.  Your Signature I 4. Date Signed I 5. Forwarding Address (Number, Street, City, State, ZIP Code) 

I Y 

1 * U.S.GP0: 1992-0-335-451/79105 
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