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when and how to record on Standard FOrm 52........ccoevivviiiiiiiiie e 4

EFFECTIVE DATE
when and how to record on Standard Form 52/Standard Form 50............ccccceevvennee.. 4
policy on setting effective dateS.........ccveveieiiie i 3

EMPLOYING DEPARTMENT OR AGENCY
when and how to record on Standard Form 52/Standard Form 50 ............cceeevveeenneee. 4
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EMPLOYING OFFICE, NAME AND LOCATION OF
when and how to record on Standard Form 52/Standard Form 50

EXCEPTED SERVICE APPOINTMENTS

EXCEPTIONS TO REDUCTION IN FORCE RELEASE..........ccccoiiiiiiieiie

EXTENSION OF TEMPORARY ACTIONS
Appointments

in the competitive service
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Promotion NTE

FEDERAL EMPLOYEES HEALTH BENEFITS PROGRAM (FEHBP)
how to determine eligibility for health benefits

FEDERAL EMPLOYEES GROUP LIFE INSURANCE (FEGLI)
how to determine eligibility for FEGLI

how to process change in
election of Living Benefit, how to document..........ccccooveevenene v

Fair Labor Standards Act (FLSA) EXEMPTION STATUS
when and how to record on Standard Form 52/Standard Form 50
definitions of codes

how to process a change in
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definitions
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FURLOUGH
how to document on Standard Form 50
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REFERENCE

11

18

10
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The Federal Employees
Health Benefits Handbook
for Personnel and Payroll
Offices

Federal Employees Group
Life Insurance Program -
A Handbook for
Employees, Annuitants,
Compensationers and
Employing Offices

22

22

4
The Guide to Personnel
Data Standards
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6
28

The Guide to Personnel
Data Standards

15
15 and 35
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when and how to record on Standard Form 52/Standard Form 50............ccceevvveeneee. 4
EfINITIONS OF COUBS ...vviiiieeiee ettt et e e st e e e st e e e s st e e e s sraeeesans The Guide to Personnel

Data Standards
GRADE RETENTION

how to document actions that result in grade retention............ccocooveininicicnen 14
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*k*k
**k*k

HEALTH BENEFITS (see FEDERAL EMPLOYEES HEALTH BENEFITS PROGRAM)

HOURS OF DUTY/WORK

how to record on Standard Form 52/Standard FOrm 50 ...........ccovvvviiiiiiiiciene 4

NOW tO ProCesS CRANGE TN ....oviuiiiiiiiice e 24
ILLEGAL APPOINTMENTS

policy on cancellations and retroactive personnel actions............ccccevererereniernnnnns 3

INSTRUCTIONAL PROGRAM

efINITIONS OF COUBS ...uviiiieeii et s ee e s e e e e bae e eans The Guide to Personnel
Data Standards
when and how to record on Standard FOrm 52.........cccceevviiiiiiiiec i, 4

INTERIM RELIEF

ACHIONS 10 BFFECT......i e s 32
INTRODUCTION (TO THE GUIDE)......cccctiiiiiiiiieisereee et 1
JOB AIDS

getting ready to process Personnel aCtionsS..........cccvecveveicievieiiee i 1

instructions for processing personnel actions:

Appointments in the COMPELItive SEIVICE ........coviviiiiiieie e 9
Appointments in the EXCEPLEd SEIVICE .....cccoviviivireierice s 11
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Instructions for Processing Personnel ACtions............ccocviieiiiinicnicieesee 1
List Forms of Notice to Document Actions for Realignment and

MASS TFANSTET ...t 21
Nonstatus Appointments in the Competitive Service .........cccovvviveve e iceesecenenn, 10
Promotions, Changes to Lower Grade, Reassignments, Position Changes,
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JOB AIDS (continued)
how to use a decision 10giC table..........cceovviiirie i
sample notice that name of organization has changed
when to process a promotion, change to lower grade, reassignment,

position change or detail

LEVEL (see GRADE)

LIST FORMS OF NOTICE
use of list form in lieu of Standard Form 50
contents/format of

LOCALITY PAYMENT ..ot

LOCATION CODE
when and how to record on Standard Form 52/Standard Form 50...........ccccvevevennen..
definitions of codes

LEAVE WITHOUT PAY (LWOP)
how to process action to place employee on
effect of LWOP on service dates and benefits
how to return employee to duty from LWOP........ccoiiiiiiiii e

MASS TRANSFER. ..o

NAME CHANGE ...ttt
NAME, EMPLOYEE
policy on use of name on employee records
when and how to record on Standard Form 52/Standard FOrm 50............ccoceevvennne.

NATURE OF ACTION (NOA) and NATURE OF ACTION CODE (NOAC)
when and how to record on Standard Form 52/Standard Form 50.............cccceveenee..
AefiNItioNS OF COUBS .....cviiiiee ettt et et e et b e e ebee e

NONDUTY STATUS
how to document on Standard Form 50

>Absent - Uniformed Service
Furlough
Leave Without Pay (LWOP).......ccucieieiee sttt
Sabbatical for EMPIOYEE .......cccvoiiiciei e
Suspension
effect on service dates and DENETItS........ccviivviiiiii e
return to duty from
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Listed in the duty station
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15 and 16
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20

4
The Guide to Personnel
Data Standards
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NONDUTY STATUS (continued)

effect on service computation date (SCD) .....ccccvviviviieieeiererc e 6

how to recompute SCD after NONPay StatUS .........cccceieeiieiieeri e 6
NONSTATUS APPOINTMENTS IN THE COMPETITIVE SERVICE................ 10
NOTIFICATION OF PERSONNEL ACTION (Standard Form 50)........cc.cccccuen.... 4
OCCUPATIONAL CODE

when and how to record on Standard Form 52/Standard Form 50.............ccccceevenen. 4

how to process change in definitions of COAES...........coviririiiiencie e 28

defiNItioNS OF COUBS .....voviieiiiiie e nre s The Guide to Personnel

Data Standards
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eStADIISNMENT OF ... s The Guide to Personnel
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disposition of when employee retiresS. ... 30 and The Guide to
Personnel Recordkeeping
disposition of when employee separates by other than retirement.............cc.cccoennee. 31 and The Guide to
Personnel Recordkeeping

ORGANIZATION OF THE GUIDE TO PROCESSING PERSONNEL
ACTIONS ..o et 1

OVERSEAS EMPLOYMENT
OVerseas apPPOINTIMENTS ......ccviviieieiererese e e ste et sre e sre e e e e e eeneeneeneens 10
Appointment based on service overseas while a family member of a civilian,
Nonappropriated Fund Instrumentality (NAFI), or uniformed service member

who is serving overseas Career-conditional.............c.cccvveriininiineiincc s 9
LIS 1010 - Y2 ST SR 10
PAY ADJUSTIMENTS ..ottt ettt sttt rae st e s s b e s eba e sb e s s ba s s sressaran s 17
PAY BASIS
when and how to record on Standard Form 52/Standard Form 50............cccccevveennee.. 4
AEfiNItiONS OF COUBS ....oivviiieiie ittt eb s e be e s sbe s e be e rs The Guide to Personnel

Data Standards

PAY PLAN
when and how to record on Standard Form 52/Standard Form 50...........ccccvevvevennee.. 4
EfINITIONS OF COUBS ...vviiiieiiii et e e s e bae e eans The Guide to Personnel

Data Standards

PAY RATE DETERMINANT (PRD)
when and how to record on Standard Form 52/Standard Form 50 ............cceeevveenneen. 4
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PAY RATE DETERMINANT (PRD) (continued)
AEfiNItIONS OF COUBS ....civviiieiie ittt sb s b e s sb e s e be e res

hOW t0 Process @ ChanQe iN .......cccviveieieie e
PERSONNEL OFFICE IDENTIFIER (POI)

how to record on Standard Form 52/Standard FOrm 50 .........ccccoeveeviiiiveieviec e,

hoW t0 Process @ ChanQe iN ........coveiiiie e
POSITION CHANGE ACTIONS ...ttt
POSITION OCCUPIED

when and how to record on Standard Form 52/Standard Form 50...........ccccvevvevennee..

how tO Process @ ChanQe iN .......ccocveiie i
defiNitioNS OF COUBS .....uviiiiiice e e

POSITION TITLE

when and how to record on Standard Form 52/Standard Form 50 ............ccceevvvenneee.
PREFERENCE (see VETERANS' PREFERENCE)
[ 2@\ (@ 1 L0 1N

PREVIOUS RETIREMENT COVERAGE
10T (o o (01044 1=T o R

PROVISIONAL APPOINTMENTS ..ottt e
QUALITY (STEP) INCREASES ...t
RACE AND ETHNICITY

when and how to report to >Enterprise Human Resources Integration<...................

EfINITIONS OF COUBS ...vviiiiieii it bar e s e e e s sbae e eaes

Y G = 2) Do
REALIGNMENTS w..ooooooooeoeeeeee e eeeeeeeeeesseeeee s ese e eeeeeesssseeeee e eeseneee
REASSIGNMENTS........occoooeeeeseeseeeeeeeeeeeeseeeeeeeeseseseessseeeeeesesessseeseesesessssssseeeeeeeseneee
REDUCTION IN FORCE ACTIONS (se€ RIF ACTIONS).........ccccoeemmmmmmmmmrrrrerreneee

REEMPLOYED ANNUITANTS, APPOINTMENTS OF ..o

REFERENCE

The Guide to Personnel
Data Standards
28

28
4 and The Guide to
Personnel Data Standards

>The Guide to Human
Resources Reporting
Requirements<

The Guide to Personnel
Data Standards
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REFERENCE MATERIALS NEEDED WITH THE GUIDE TO

PROCESSING PERSONNEL ACTIONS ......ccioiiiieieieeeee e

REINSTATEMENT

t0 Career aPPOINTMENT.......c.civivireirieiees e
to Career-conditional apPOINTMENT..........ceeiiiiriii e
to Temporary appointment based on eligibility............cccooviiiiiiniie

REMARKS ON STANDARD FORM 50

AGENCY TINAINGS ..ve i ereene e
explanation Of remarks COUES..........cvviriiieiie e
when and how to record on Standard Form 52/Standard Form 50............cc.ccceeeen...
SEIECTION OF FEMAIKS .....ceveeieviece ettt et e e s ereesnbeeans

REMOVALS ... e s

REQUEST FOR PERSONNEL ACTION (Standard FOrm 52)..........c.ccccovnnennnnn.

REPLACEMENT ACTIONS

(actions to replace the ones that have been canceled) .........ccccocveviiiiiiccicccciec,

REPORTABLE HANDICAP (see HANDICAP CODE)

RESIGNATIONS. ...

RESTORATION

t0 Career apPOINTMENT. ..o
to Career-conditional apPOINTMENL. .......ccveiiviiiiiierie e
t0 EMergency appOointmENt. ......cccoiiiiiieiniiee ettt
to Excepted Service apPOiNtMENT.........ccoeiiieiriieieiie et
t0 OVErseas apPOINIMENL. ......ccviveirirriiiireeeeree e
to Status QUO aPPOINIMENT. .......ociiiiece e ens
to Temporary Appointment Pending Establishment of Register (TAPER)...............

RETENTION INCENTIVE ...t
RETIREES, ACTIONS WHEN APPOINTED .....ccccoviiiiiiiiiieee

RETIREMENT

how to determine coverage for the Civil Service Retirement System (CSRS) and
Federal Employees Retirement System (FERS) .......cccoovvvvvivivcieicnc e

mandatory retirement, Who iS SUDJECE 10 ......ccvvvivcicice e
actions When emplOYEE FELIFES .......ccveivecii et
actions when employee is separated by other than retirement ............cccoeoeiiienenn.

REFERENCE

30 and 31

See chapter covering action
being processed.

10
11
10
10
10

The CSRS and FERS
Handbook, Chapter 10
19
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RETIREMENT (continued)
when and how to record on Standard Form 52/Standard Form 50............ccccceeevennen.
hOW t0 Process ChaNQE IN ........ccvviieiieiie et
AefiNItioNS OF COUBS .....ovieiiee ittt ettt e b e eba e e bee e es

RETROACTIVE PERSONNEL ACTIONS - policy on processing........c.cccccceeene.
RETURN TO DUTY ACTIONS ..ottt

RIF ACTIONS (REDUCTION IN FORCE)
eXCEPLIONS 10 RIF FEIEASE ..ot
FUFTOUGRNS ..ottt
POSItION ChANGE ACLIONS ....veviciececeic e e snenre s
L= R [0 0] 1] 0L £ S SUS
Changes t0 TOWEE Grade..........ooiiiiuiiiiieieee et
FESTGNALIONS ...ttt bbb
FEEIFEMENES ...ttt
SEPAratioNS DY RIF ....ooiiiee e

RNO (see RACE AND NATIONAL ORIGIN CODE)

SABBATICAL
how to record on Standard Form 52/Standard FOrm 50 .........cccccoovvieeiviiie v,
(0 [y LT a T (L) IO TR RRTTRR

SALARY
when and how to record on Standard Form 52/Standard Form 50...........ccccvevvevennee..

SEASONAL EMPLOYEES
how to document placement in NONPAY SEALUS.........ccecvveieiiiere e
how to document placement in Pay StALUS..........ccoereririeiere e
(0 1=] 1 T o] o PSSR

SELECTIVE PLACEMENT PROGRAMS (see DIVERSITY PROGRAMS)
SENIOR EXECUTIVE SERVICE (SES)....cccceiiiiiiiiineiisenree et

SEPARATION ACTIONS
DY AEALN. ... e
t0 MOVE 0 ANOLNEN AJENCY .....vcviiiiciiieeee e
DY FEMOVAL ... e
L)V =T =] 01T | SRS
due to reduction in fOrce (RIF)......c.ooiiiiiie e
due to relocation Of SPONSOF ........c.ceviiiiiiie e
to accept employment with a non-Federal entity ..........cccccooevevie i,
upon entry on duty with the uniformed ServiCes ..........cccocvvvieiieiiee i
DY tEIMINALION ... e
by termination during probation/trial Period ............ccococeieiiiniiin

REFERENCE

4

28

The Guide to Personnel
Data Standards

15
15and 35

16
15and 35
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SEPARATION INCENTIVE.. ..ottt 29
SERVICE COMPUTATION DATES (SCDs)

when and how to record on Standard FOrm 50..........cccccovvevieviiiicic s, 4
ROW 10 COMPULE ...ttt 6
effect on SCD of time in NONPAY STALUS........ccccviviveieieere e 6, 15 and 16
hOW tO Process CRANGE N .......ccviiieiieiie et 6
STANDARD FORM 50, NOTIFICATION OF PERSONNEL ACTION................ 4
STANDARD FORM 50 DATA ELEMENTS (see DATA ELEMENTYS)................. 4
STANDARD FORM 52, REQUEST FOR PERSONNEL ACTION..........ccceevveenee. 4
SIGNATURES
ON SEANAAId FOMM 52.....uiiiiiiiiieiie et 4
0N StaNdard FOMM 50.......ccuiiiiiiiiiiiee e 4
ElECTIONIC SIGNALUIES. ... .cuieiite ettt bbb sae e 3

SOCIAL SECURITY NUMBER (SSN)

how to establish @ PSEUdO SSN ........couiiiiiiiii e 4

when and how to record on Standard FOrm 52.......cccccovveiiiiiicceecce e 4
STEP

when and how to record on Standard Form 52/Standard Form 50 ............cceeevveeeneee. 4

when and how to Process ChanQe iN..........coeie i e 17
STEP (PAY STEP) CHANGES.........co oottt 17
*k*k
SUPERVISORY DIFFERENTIAL......ooooiiiiii ettt 17
SUPERVISORY STATUS

when and how to record on Standard FOrm 52...........ccovevviiiiiiiieeie e 4

AEfiNItIONS OF COUBS ....oivvieieiie ittt b s e be e s sbesebe e rs The Guide to Personnel

Data Standards

SUSPENSION

how to document on Standard FOrmM 50 ........ccccoevviiieiiiii i 15

(o[ VLT o 15 and 35
TEMPORARY ACTIONS

competitive Service apPOINIMENTS .......ccvviieiieie e 10

excepted Service apPOINTMENTS........i i it 11

EXCEPLIONS t0 RIF FEIEASE ..ot 18
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TEMPORARY ACTIONS (continued)

Senior Executive Service (SES) appointMENtS.........ccveverererereresesnsieeeereeseesieseens 13

[S1(0] 1010 4T SR 14

POSITION CRANGES. ...ttt ettt ettt e e b e 14

0[] T SRS 14
TERMINATIONS ...ttt ettt sttt sbeseene s 31
TERMS USED IN PROCESSING PERSONNEL ACTIONS..........coovveviiiiieeciees 35
TENURE (TENURE GROUP)

when and how to record on Standard Form 52/Standard FOrm 50..........c.ccoceevvennne. 4

hOW tO Process CRANGE N ......c.ccveiieiieiie et 26

definitions Of tENUIE GrOUPS .....ooveieieieie et e 4, 26, and The Guide to

Personnel Data Standards

TRANSFER

competitive service appointment based on transfer eligibility ............c.ccccooveiienn 9

veterans recruitment appointment based on transfer eligibility............ccccooeieninn 11

senior executive service appointment based on transfer eligibility .........c.cccocooeiee 13

action to separate employee who is moving to another agency (Termination-

APPOINTMENT TNt nreas 31

USING THE GUIDE, INSTRUCTIONS FOR........cooi it 1
VETERANS' STATUS

when and how to record on Standard FOrm 50..........cceriiriiiinnininnneecsens 4

defiNItIONS OF COUBS ..ot The Guide to Personnel

Data Standards
VETERANS' PREFERENCE

when and how to record on Standard Form 5/Standard Form 50..........cccceevvevveennen.. 4
AefINITIONS OF COUBS ...vviiiiiiiii ittt e e sbe e s e bae e eaes The Guide to Personnel
Data Standards
how to process change in veterans= preference for reduction in force .................... 7
VETERANS RECRUITMENT APPOINTMENT (VRA) ..ot 11
VOLUNTEER SERVICE, DOCUMENTATION OF .....ccoviiiiiiieeecie e 33
>WITHIN-RANGE INCREASE (WRI) [A GS within grade increase (WGI) is one type of WRI]<
action to record granting of SWRIS ..o 17
action to record denial Of WGH.........oceiiiiiiiiicce et 17
WORK SCHEDULE
when and how to record on Standard Form 5/Standard Form 50.........ccccceevveveeennen.. 4
hOW tO Process CRANGE N ......c.ecviiieiieiee et 24
EfINITIONS OF COUBS ...uviiieiii it re e e s e e s ear e e e saees 4 and The Guide to

Personnel Data Standards




34-14 THE GUIDE TO PROCESSING PERSONNEL ACTIONS

TOPIC REFERENCE
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