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U.S. Department of Energy 
Oak Ridge Office 

ORO O 320 
Chapter II 
Change 4 

 
DATE:  06/14/2006 

 
SUBJECT:  REQUESTING PERSONNEL ACTIONS 
 
1. PURPOSE.  This Chapter provides administrative guidance to Oak Ridge Office (ORO) and other 

organizations for which ORO processes personnel actions.  It assigns responsibility and 
accountability to ORO and Office of Scientific and Technical Information (OSTI).  Nothing in this 
issuance changes any requirements contained in any Department of Energy (DOE) Directive. 

 
2. CANCELLATION.  This Chapter cancels and replaces ORO O 320, Chapter II, Change 3, 

PROCESSING PERSONNEL ACTIONS, dated June 18, 2004. 
 
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 (HRD), completes the processing of personnel and/or 

position actions in accordance with “The Guide to Processing Personnel Actions,” the “DOE 
Corporate Human Resource Information System (CHRIS) On-Line Users Guide,” and standard 
operating procedures. 

 
5. REQUIREMENTS AND PROCEDURES.  Each requesting office consults with the appropriate 

Human Resources Specialist, completes the following items as appropriate to the personnel and/or 
position action requested, and submits the CHRIS Workflow request or the Standard Form (SF) 52, 
“Request for Personnel Action,” to the HRD, along with any other required documentation, e.g., 
position descriptions for new jobs. 

 
a. CHRIS Workflow. 
 

(1) Assure adequate funding is available, if appropriate. 
 

(2) Manage Personnel Request: 
 

(a) Item 1.  Select the Create Request link. 
 

(b) Item 2.  Annotate the proposed effective date. 
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(c) Item 3.  Action Category.  Select type of personnel action from options available. 
 

(d) Item 4.  Action Description.  Select the type of action description from options 
available. 

 
(e) Item 5.  Annotate not to exceed date (NTE) if applicable. 

 
(f) Item 6.  New data.  Complete any required fields (denoted by asterisks “*”) and 

other appropriate fields. 
 

(g) Item 7.  Comment/Justification.  Annotate any comments or justifications as needed 
or appropriate. 

 
(h) Item 8.  Additional documents.  Check the applicable additional documents being 

submitted with request. 
 

(2) Approval Routing: 
 

(a) Step 1.  1st Approver.  Ensure the approving supervisor is annotated. 
 

(b) Step 2.  2nd Approver.  Check the “Skip” box or ensure the 2nd approving supervisor 
is annotated, if required.  (Exception:  2nd level supervisor must be annotated for 
award approval). 

 
(c) Step 3.  Check the “Skip” box. (Exception:  Assistant Manager Administrative 

Specialist must be annotated for award approval). 
 

(d) Step 4.  SA Approver.  Select the appropriate Human Resources point of contact by 
consulting with your Human Resources Specialist. 

 
(e) Leave remaining steps blank. 

 
(f) Finalize and save the CHRIS Workflow action. 

 
b. SF 52, “Request for Personnel Action.”  SF 52’s should be submitted only for personnel 

actions that cannot be requested through CHRIS Workflow, such as Details and Recruitment 
actions.  Other exceptions will be identified on a case by case basis.  Use of electronic versions 
is encouraged and must be printed on blue paper. 

 
(1) Part A: 

 
(a) Item 1.  Fill in the type of personnel and/or position action(s) requested (e.g., detail, 

recruitment, 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. 
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(d) Item 4.  (Optional.)  If desired, a proposed effective date of the personnel action 
may be specified.  The letters “ASAP” (as soon as possible) may also be used or the 
field may be left blank. 

 
(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 Federal Human Resources Branch 
(FHRB), HRD. 

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

 
(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 FHRB for documenting remarks to be used on 

the SF 50, “Notification of Personnel Action.” 
 

c. Position Description (PD's) 
 

(1) Form OR F 3511.1, “Position Description” Coversheet.  Completion of Part I of this 
form is required of the requesting office.  This form must be included on the first page of 
all ORO and OSTI position descriptions, except those for members of the Senior 
Executive Service. 

 
(2) Written Descriptions.  A copy of the applicable PD will be submitted at the same time a 

CHRIS Workflow action is initiated or with the SF 52. 
 

(3) Form OF 8, “Position Description” Coversheet should be completed by the Human 
Resources Specialist and include the supervisor’s signature and date upon completion of 
classification decision. 

 
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 CHRIS ON-LINE USERS GUIDE, which provides instructions for using the DOE 

computerized system for processing personnel actions. 
 

c. ORO O 320, Chapter VII, Change 2, MERIT PROMOTION, dated January 30, 2004, and any 
subsequent revisions, which establishes procedures for assessing candidates for promotion and 
placement, and exceptions when competitive procedures need not be used. 
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7. DEFINITIONS.  None. 
 
8. CONTRACTOR REQUIREMENTS DOCUMENT.  None. 
 
9. ATTACHMENTS. 
 

a. Attachment 1 – Sample Standard Form (SF) 52, “Request for Personnel Action.” 
 

b. Attachment 2 – Sample Form OR F 3511.1, “Position Description.” 
 

c. Attachment 3 – Sample Form OR 8, “Position Description.” 
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PART I:  TO BE COMPLETED BY THE REQUESTING ORGANIZATION 

ORGANIZATIONAL ASSIGNMENT: 
 
[Insert Title of Organization here] 
 
Yes 

 

 

 

 

 

 

   

 No 

 

 

 

 

 

 

 

  

Technical Qualification Program (TQP) 
 
Senior Technical Safety Manager (STSM) 
 
Critical Technical Capabilities (CTC) 
 
Systems Safety Oversight (SSO) 

Acquisition Career Development Program 

Drug Testing Designated Position 
 
HRP Designated Position 

 

If TQP, STSM, CTC, and/or SSO are checked yes, the 
position description must document the duties and 
functions performed which are the bases of such 
determination as well as the knowledge required to 
accomplish the duties of the position.  Knowledge 
requirements must include any items which will form the 
basis for selective placement factors under recruitment or 
reduction-in-force processes. 

SUPERVISORY CERTIFICATION:  I certify that this is an accurate statement of the major duties and responsibilities of this 
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 of misleading statements may constitute violations of such statues or 
their implementing regulations. 
Signature and Title of Immediate Supervisor: 
 
 

Date 

PART 2:  TO BE COMPLETED BY THE HUMAN RESOURCES DIVISION 
 
Classification Title:  
  

Pay Plan 
 

Series 
 

Grade 
 

CHRIS Position Number: 
 

CHRIS Job Code: 
          

Bargaining Unit Determination:   

CLASSIFICATION CERTIFICATION:  I certify that this position, as described below, has been classified by a Departmental 
Official to whom classification authority has been officially delegated. 
 
Signature and Title of Official Exercising Classification Authority: 
 
 
 

Date: 

 
 

[Insert Title Here] 
 

Begin typing position description text here. 
 
Add the following paragraph as appropriate to Factor 1.  Knowledge Required by the Position: 
 
TQP - This position is included in the Department of Energy Technical Qualification Program (TQP).  
The TQP was established as a result of the Defense Nuclear Facilities Safety Board Recommendation 93-
3 and requires the incumbent to be competent in his/her technical discipline as demonstrated by 
education, professional certification, examination, or on-the-job performance.  Positions in the TQP are 
subject to periodic evaluation to ensure that it meets the needs of the Department and the mission(s) of the 
office in accordance with the TQP.  Add the following paragraphs, as appropriate, to the “Major Duties” 
section.
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ISM – This position includes responsibility for knowledge and implementation of Integrated Safety 
Management.  The incumbent has taken the necessary initiatives to fully implement the principles of the 
Department=s Safety Management System Policy in programs and functions for which the incumbent is 
responsible.  This includes the demonstration of an appropriate emphasis on ensuring the technical 
competence of the staff associated with those programs and the conduct of effective oversight of the 
accomplishment of the related work products and schedules. 
 
SAFETY BASIS – This position has specific assigned responsibility for nuclear facilities and is 
knowledgeable in the requirements for safe operation of nuclear facilities including safety basis process 
requirements, implementation requirements, and flow down of approved safety basis documents. 
 
STSM - This position is in the Technical Qualification Program and is designated as a Senior Technical 
Safety Manager (STSM) position.  The incumbent makes technical decisions based on the education and 
experience requirements for an STSM.  If the incumbent does not meet the education or experience 
requirements contained in the STSM Qualification Standard, management will designate a fully qualified 
STSM as a compensatory measure.  The incumbent ensures all employees reporting to them are 
appropriately trained and technically competent to perform their duties and to accomplish ORO's missions 
and responsibilities in a safe and efficient manner by protecting the health and safety of employees and 
the public.
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