Chapter 34. Topic Index

All references below are chaptersin The Guideto Processing Personnel Actions, except where otherwise indicated.
TOPIC REFERENCE
ACADEMIC DISCIPLINE ..\t e e e e See I nstructional Program
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how to processachangein ...........o i e e 28

definitionsof COdES . ... . The Guideto Personnel
Data Standards

ANNUITANT INDICATOR
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definitionsof codes . ... The Guide to Personnel
Data Standards

how to processachangein ........... i e e 28

APPOINTMENTS—how to document on Standard Form 52/Standard Form 50

L. 9
Career-conditional . . ...... ... i 9
Critical hiring need . ... .. o e 11
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EXCEptEd SEIVICE . ..ot 11
Indefinite . ... ... o 11
Nonstatus in the competitive Service ... 10
NTE (NOt-t0-eXCEEH) . ..ottt 10, 11 and 13
OverseasLimited . ... ..o 10
Provisional

iNthe COMPELItIVE SEIVICE . . . oottt e e e e e 10

iNthe excepted SErVIiCe ... ..o 11

inthe Senior EXECULIVE SEIVICE . . ... oot e 13
REIIEES . . . 3
Student Educational Employment Program . ... 11
Temporary pending establishment of register (TAPER) ....................... 10
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Temporary intheexcepted SErViCe . ...t e e 11
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APPOINTMENTS (continued)
Schedule A . .o 11
ScheduleB . ... 11
Schedule C ..o 11
Senior EXecutive ServiCe (SES) . ..o vvii i 13
SEAUS QUO . . .ottt e e 10
Veterans Readjustment Authority (VRA) ... e 11

Administratively Uncontrollable Overtime (AUO)
actionstogrant Or Change . ... oottt e e 17

AUTHORITY/AUTHORITY CODE
when and how to record on Standard Form 52/Standard Form50 ............... 4
definitionsof COdES . ... .. *** The Guideto
Personnel Data Standards

AVAILABILITY PAY
actionstogrant Or terminate . ... ..ottt e e 17

AWARDS .. 29

BARGAINING UNIT STATUS (BUS)
when and how to record on Standard Form 52/Standard Form50 ............... 4
definitionsof Codes . ... ..ot Union Recognition in the
Federal Government,
published by the Office of
Personnel Management

howtoprocessachangein ... e 28
BONUSES . . 29
CANCELLATIONSOF PERSONNEL ACTIONS . ... .. 3and 32
CAREER/CAREER CONDITIONAL APPOINTMENTS ....... ... ... ..., 9

CHANGESTO or IN

Dataelement ... ... 28
DULY StatiON ..ot e 23
Federal Employees Group Lifelnsurance (FEGLI) ........... ... ... ... ... .... 22
HOUFS Of WOFK . . .o 24
L OWEr grale . . ottt e 14
N 20
Py 17
POSITION .. 14
Service Computation Date (SCD) ... oot oo i e 6
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CHANGESTO or IN (continued)
S (o 17
L= 110 1= o ¥ o L 26
VEterans PreferenCe .. ...ttt 7
Work schedule . .. ... 24
CITIZENSHIP
definitionsof COdES .. ... ... The Guideto Personnel
Data Standards
when and how torecord on Standard Form52 .. ... ... ... . oL, 4
CODES
explanation of codes used for nature of action, legal authority, and remarks .. ..... 1
defiNitioNS . .. ... The Guide to Personnel
Data Standards
instructionsfor usein processing actions . . . .......coovvii i See chapter covering action
being processed.
CONCURRENT APPOINTMENTS
how to dOCUMENt . . . ... o 4r**
CONTINUANCE NTE (NOT-TO-EXCEED) .. ...ttt 19
CONVERSION (TO APPOINTMENT) ACTIONS
Career apPOINTMIENE . . ..ottt et e et e e 9
Career-conditional appointment . .............. i 9
Nonstatus competitive service appointment . ..., 10
Excepted service appointment . ....... .. i e 11
Temporary APROINTMENt . . .. .ottt e 10-13
Senior Executive Service (SES) ... ..o 13

COOPERATIVE EDUCATION (CO-OP) APPOINTMENTS (see STUDENT EDUCATIONAL
EMPLOYMENT PROGRAM)

CORRECTIONS .. e e e e e 32
CREDITABLE MILITARY SERVICE
NOW t0 COMIPULE . . ..o e e e 6

NOW t0 dOCUMENE .. ..o e e e **% 28

CREDITABLE SERVICE—how to determinefor leave
ACCTUAl .ottt 6

DATA ELEMENTS

actionstorecord changeSinoOrto . ......cviii it 28

when and how to record on Standard Form 52/Standard Form50 ............... 4

explanation of (definitionsof)codes ............. . i The Guide to Personnel
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when and how to record on Standard Form 52/Standard Form 50/list of

fOrmMSOf NOLICE ... o 4
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NOW 10 OCUMIENT . . .. e e e e 31
actionstotakewhenemployeedies ............ i 31
DECISION LOGIC TABLE (DLT)—howtouse ..........c.cciviiiieinnnnnnn.. 1
DEFINITIONS
of terms used in this Guide and in processing personnel actions ................ 35
of codesusedinStandard FOrm50 . ....... oottt The Guideto Personnel
Data Standards

DEMOTIONS (see ADVERSE ACTIONS, REDUCTION IN GRADE)

DETAILS
when to use a Standard Form 52 to document adetail ......................... 14
DISTRIBUTION OF STANDARD FORM 50 . ... oo See instructions in chapter
for action being processed.
DIVERSITY PROGRAMS
competitive service appointment based on person'sdisability ................... 10
excepted service appointment based on person's disability ..................... 11
Veterans Readjustment Authority (VRA) appointment . ....................... 11
DUTY STATION
when and how to record on Standard Form 52/Standard Form50 ............... 4
how to process changein ... ..o e e 23
EDUCATIONAL LEVEL (ED.LEVEL)
definitioNsSOf COOBS . ... ..ot e e e The Guideto Personnel
Data Standards
when and how torecordon Standard Form52 .. ........ ..o i i i 4
EFFECTIVE DATE
when and how to record on Standard Form 52/Standard Form50 ............... 4
policy on setting effectivedates ........... ... i i i 3
EMPLOYING DEPARTMENT OR AGENCY
when and how to record on Standard Form 52/Standard Form50 ............... 4
EMPLOYING OFFICE, NAME AND LOCATION OF
when and how to record on Standard Form 52/Standard Form50 ............... 4
EXCEPTED SERVICE APPOINTMENTS .. ... 11
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EXCEPTIONSTO REDUCTION IN FORCERELEASE .....................
EXTENSION OF TEMPORARY ACTIONS
Appointments
iNthe COMPELItIVE SEIVICE . .. oottt e i e e
in the excepted service
in the Senior Executive Service (SES)
Furlough Not To Exceed (NTE)
Leave Without Pay (LWOP) NTE
Position Change NTE
PromotioN NTE . ... o e

FEDERAL EMPLOYEESHEALTH BENEFITSPROGRAM (FEHBP)
how to determine eligibility for health benefits ........... ... ... ... ... ... ...

FEDERAL EMPLOYEESGROUP LIFE INSURANCE (FEGLI)
how to determine eligibility for FEGLI

how to process change in
election of Living Benefit, howtodocument ................................

Fair Labor StandardsAct (FLSA) EXEMPTION STATUS
when and how to record on Standard Form 52/Standard Form 50
definitioNSOf COOBS . ... oot e e e

how to process achangein

FROZEN SERVICE
hOW t0 COMPULE . . .. o e e e
howtodocument . ... ... .

FUNCTIONAL CLASSIFICATION OF SCIENTISTSAND ENGINEERS
definitions

when and how torecordon Standard Form5b52 .. ........ .. oo

FURLOUGH
how to document on Standard Form 50
definitions

GLOSSARY

GRADE
when and how to record on Standard Form 52/Standard Form 50
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28
6
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GRADE (continued)
definitionNsof codes ... ..ot The Guide to Personnel
Data Standards
GRADE RETENTION
how to document actionsthat result in graderetention ........................ 14
how to document actions that record termination of grade retention ............. 17
how to record position title, series, grade, step and salary on Standard Form 52/
Standard Form 50 when employee is entitled to grade retention .............. 4

HANDICAP CODE (REPORTABLE HANDICAP)
definitionsof codes . ... The Guideto Personnel
Data Standards
..................... >The Guideto Central
Personnel Data File
Reporting Requirements<

when and how to report to the Central Personnel Data File

HANDICAPPED, PROGRAMSFOR THE (see DIVERSITY PROGRAMYS)

HEALTH BENEFITS (see FEDERAL EMPLOYEESHEALTH BENEFITS

PROGRAM)

HOURSOF DUTY/WORK
how to record on Standard Form 52/Standard Form50 . ....................... 4
how to processchangein ... e 24

ILLEGAL APPOINTMENTS
policy on cancellations and retroactive personnel actions . ..................... 3

INSTRUCTIONAL PROGRAM

definitioNSOf COOBS . .. ..ot e e The Guideto Personnel
Data Standards
whenand how torecordon Standard Form52 .. .......... .. .. .. . ... 4

INTERIM RELIEF

actionsto effect .. ... ... 32
INTRODUCTION (TOTHE GUIDE) .. ... 1
JOB AIDS

getting ready to processpersonnel actions . ............ i 1

instructions for processing personnel actions:

Appointmentsin the CompetitiveService ........... ... i i 9
Appointmentsinthe Excepted Service ... 11
ChangeinDuty Station . ...t 23
Instructions for Processing Personnel Actions ....................coivun.. 1
List Forms of Notice to Document Actions for Realignment and

MaSS TranSfer . ... 21
Nonstatus Appointments in the Competitive Service ....................... 10
Promotions, Changes to Lower Grade, Reassignments, Position Changes,

and DeEtails . ... 14
Pay and Step Changes . . . ..o oot 17
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JOB AIDS (continued)
how to useadecisionlogictable . ....... ... . 1
sample notice that name of organizationhaschanged ......................... 21
when to process a promotion, change to lower grade, reassignment,
position changeor detail .......... ... ... 14
*k*k
LEVEL (see GRADE)
LIST FORMSOF NOTICE
useof list forminlieu of Standard Form50 ................. .., 4
contents/format of .. ... ... 4
LOCALITY PAYMENT 17
LOCATION CODE
when and how to record on Standard Form 52/Standard Form50 .. .............. 4
definitionsof codes . ... ... Listed in the duty stetion file
that is electronically issued
by the Office of Personnel
Management
LEAVE WITHOUT PAY (LWOP)
how to process actionto placeemployeeon ... ... 15
effect of LWOP on servicedatesand benefits. . .............o o oL 15and 16
how to return employeeto duty fromLWOP ........ ... ... ... ... 16
MASS TRANSFER . ..o 21
NAME CHANGE ... 20
NAME, EMPLOYEE
policy on use of name on employeerecords . .......... ..., 4
when and how to record on Standard Form 52/Standard Form50 .. .............. 4

NATURE OF ACTION (NOA) and NATURE OF ACTION CODE (NOAC)

when and how to record on Standard Form 52/Standard Form50 .. .............. 4
definitioNSOf COOBS .. ..ot The Guideto Personnel
Data Standards

NONDUTY STATUS
how to document on Standard Form 50

Furlough . ... .o 15
Leave Without Pay (LWOP) . .. ...t e 15
* k%
Sabbatical for Employee ... ... 15
SUSPENSION . . . o et et e e e e e 15
effect on servicedatesand benefits . ... 15and 16
returnto duty from .. ... 16

Update 29
Processing Personnel Actions December 31, 1998


http://www.opm.gov/feddata/html/datastan.htm
http://www.opm.gov/feddata/html/datastan.htm

34-8 THE GUIDE TO PROCESSING PERSONNEL ACTIONS

TOPIC REFERENCE
NONDUTY STATUS (continued)
effect on service computation date (SCD) . . .. ..ot 6
how to recompute SCD after nonpay Status .. .....oooiieiiiii s 6
NONSTATUSAPPOINTMENTSIN THE COMPETITIVE SERVICE ......... 10
NOTIFICATION OF PERSONNEL ACTION (Standard Form50) ............ 4
OCCUPATIONAL CODE
when and how to record on Standard Form 52/Standard Form50 .. .............. 4
how to process changein definitionsof codes .............. ... ... ... ... 28
definitionsof codes . ... ... The Guideto Personnel
Data Standards

OFFICIAL PERSONNEL FOLDER (OPF)

establisnment of .. ... ... The Guideto Personnel
Recor dkeeping
disposition of when employeeretires . ...........co i 30 and The Guideto
Per sonnel Recordkeeping
disposition of when employee separates by other than retirement ................ 31 and The Guideto

Per sonnel Recordkeeping

ORGANIZATION OF THE GUIDE TO PROCESSING PERSONNEL

ACTIONS . 1
OVERSEASEMPLOYMENT
OVerseas appoiNtMENES . . . ..ottt e e 10

Appointment based on service overseas while afamily member of acivilian,
Nonappropriated Fund Instrumentality (NAFI), or uniformed service member

who is serving overseas Career-conditional .................. ... .. ........ 9
TOMPOAY . .ottt e e e e e 10
PAY ADJUSTMENT S . oo e 17
PAY BASIS
when and how to record on Standard Form 52/Standard Form50 ................ 4
definitioNSOf COOBS .. ..ot The Guideto Personnel
Data Standards
PAY PLAN
when and how to record on Standard Form 52/Standard Form50 . ............... 4
definitioNSOf COOBS .. ..ot The Guideto Personnel
Data Standards

PAY RATE DETERMINANT (PRD)
when and how to record on Standard Form 52/Standard Form50 . ............... 4
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PAY RATE DETERMINANT (PRD) (continued)
defiNitioNSOf COOBS . .. ..ot e e e

howtoprocessachangein ... e
PERSONNEL OFFICE IDENTIFIER (POI)

how to record on Standard Form 52/Standard Form50 ........................

howtoprocessachangein ...t i
POSITION CHANGE ACTIONS ... i
POSITION OCCUPIED

when and how to record on Standard Form 52/Standard Form50 ...............

how to processachangein ........... i e e
definitions of COAES . .. ... o e

POSITIONTITLE

when and how to record on Standard Form 52/Standard Form50 ...............
PREFERENCE (see VETERANS PREFERENCE)
PROMOTIONS .. e e

PREVIOUSRETIREMENT COVERAGE
NOW t0 dOCUMENE . . ..o e e e e

PROVISIONAL APPOINTMENTS ...
QUALITY (STEP) INCREASES . . ... .o
RACE AND NATIONAL ORIGIN CODE (RNO)

when and how to report to the Central Personnel DataFile.....................

definitioNsSof COOBS . ... ..ot

RATE (SPESTEP) ...ttt e e e e
REALIGNMENTS ..\t e e
REASSIGNMENTS ...ttt e e e

REDUCTION IN FORCE ACTIONS (seeRIFACTIONS) . ...

REEMPLOYED ANNUITANTS, APPOINTMENTSOF .......................
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TOPIC REFERENCE

REFERENCE MATERIALSNEEDED WITH THE GUIDE TO

PROCESSING PERSONNEL ACTIONS ... .. 1
REINSTATEMENT

to Career appPpPOiNtMENt . ... ot 9

to Career-conditional apppointment . .............ciiiiii i 9

to Temporary apppointment based on eligibility ............................. 10
REMARKS ON STANDARD FORM 50

agency fiNdings .. ... e 30and 31

explanation of remarksScodes . ...t e 1

when and how to record on Standard Form 52/Standard Form50 ............... 4

selectionof remarks. . ... . See chapter covering action

being processed.

REMOV AL S o 31
REQUEST FOR PERSONNEL ACTION (Standard Form52) ................. 4
REPLACEMENT ACTIONS

(actionsto replace the onesthat havebeencanceled) ......................... 3and 32

REPORTABLE HANDICAP (see HANDICAP CODE)

RESIGNATIONS . . e e e 31
RESTORATION
to Career apPOINtMENt. . ...ttt 9
to Career-conditional appointment. .............c.o it 9
to Emergency appointment. . . ... 10
to Excepted serviceappointment. . ........... i 11
to Overseas apPOiNtMENt. . .. ..ottt et e 10
t0 Status QUO aPPOINTMENE. . . . .\ttt et et e e 10
to Temporary Appointment Pending Establishment of Register (TAPER) ......... 10
RETENTION ALLOWANCE . ... o e 17
RETIREES, ACTIONSWHEN APPOINTED ....... ..o, 3
RETIREMENT
how to determine coverage for the Civil Service Retirement System (CSRS) and
Federal Employees Retirement System (FERS) . ...t The CSRSand FERS
Handbook, Chapter 10
mandatory retirement, whoissubjectto ........... ... ... .. o 19
actionswhen employeeretires . ... ..ot e 30
actions when employee is separated by other thanretirement ................... 31
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RETIREMENT (continued)
when and how to record on Standard Form 52/Standard Form50 ... ............. 4
how to processchangein . ...... ... 28
definitionsof COdes . ... ... i The Guideto Personnel
Data Standards
RETROACTIVE PERSONNEL ACTIONS- policy on processing .. ............ 3
RETURNTODUTY ACTIONS . ..ot 16
RIF ACTIONS (REDUCTION IN FORCE)
exceptionstoRIFrelease. .. ... .. 18
fUNOUGNS . .. 15
position change actions ... . ... ... 14
FEASSIgNMENES . . o .t ittt ettt e e e e e e 14
changestolower grade ........ ...t 14
FESIGNALIONS . . ottt e e e e 31
= (1= 0107 £ 30
separations by RIF . ... 31

RNO (see RACE AND NATIONAL ORIGIN CODE)

SABBATICAL
how to record on Standard Form 52/Standard Form50 . ....................... 15
AEfiNItION . .. 15and 35
SALARY
when and how to record on Standard Form 52/Standard Form50 . ............... 4

SEASONAL EMPLOYEES

how to document placement innonpay status . . ... ... ..o 15
how to document placement inpay Status ... ...t 16
definition . ... o 15and 35

SELECTIVE PLACEMENT PROGRAMS (see DIVERSITY PROGRAMYS)

SENIOR EXECUTIVE SERVICE (SES) ... .o 13

SEPARATION ACTIONS
by death .. ... 31
tomoveto another agenCy . .. .... ..ottt e 31
by removal . ... 31
by retirement . ... ... 30
duetoreductioninforce (RIF) ... ... o 31
duetorelocation Of SPONSOF . . . .. oot 31
to accept employment with anon-Federal entity ............... ... ... ... ..., 31
upon entry on duty with theuniformed services ............ . ... ... ... 31
by termination ... ... ... .. 31
by termination during probation/trial period . ....... ... . 31
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TOPIC REFERENCE
SEPARATION INCENTIVE ..o e 29

SERVICE COMPUTATION DATES (SCDs)

when and how to record on Standard Form50 ............... .. ... ol 4
how to COMPULE . . .. o 6
effect on SCD of timeinnonpay Status . .. ...t 6, 15and 16
how to processchangein . .. ... ... 6
STANDARD FORM 50, NOTIFICATION OF PERSONNEL ACTION ........ 4
STANDARD FORM 50 DATA ELEMENTS (see DATA ELEMENTS) ......... 4
STANDARD FORM 52, REQUEST FOR PERSONNEL ACTION ............. 4
SIGNATURES
onStandard FOrm 52 . ... .. 4
onStandard FOrm 50 . ... ... o 4
ElectroniC SIgNatUNreS . . ... 3

SOCIAL SECURITY NUMBER (SSN)

how to establishapseudo SSN . ... ... . 4

when and how torecordon Standard Form52 .......... .. ... ... 4
STEP

when and how to record on Standard Form 52/Standard Form50 .. .............. 4

when and how to processchangein ............. . i 17
STEP (PAY STEP) CHANGES ... .. e 17
STUDENT EDUCATIONAL EMPLOYMENT PROGRAM

BPPOINIMENES . . .. ettt e et et e e e e e 11
SUPERVISORY DIFFERENTIAL ... e 17

SUPERVISORY STATUS

when and how torecordon Standard Form52 ............ ... ... 4
definitioNSOf COOBS .. ..o ot The Guideto Personne
Data Standards

SUSPENSION

how to document on Standard Form50 ...t 15

AEfiNItION . .. 15and 35
TEMPORARY ACTIONS

competitive service appointments . ... ...t 10

excepted service appointments .. ........ .ot 11

exceptionstoRIFrelease. .. ... .. 18
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TEMPORARY ACTIONS (continued)
Senior Executive Service (SES) appointments . ... ... 13
PrOMOLIONS . . o o ettt et e et e e e e e e e e e 14
POSItION ChaNgES . . . . . o oottt e e e e 14
EtailS . oo 14
TERMINATIONS . .o e 31
TERMSUSED IN PROCESSING PERSONNEL ACTIONS ............c...... 35
TENURE (TENURE GROUP)
when and how to record on Standard Form 52/Standard Form50 . ............... 4
how to processchangein . .. ... 26
definitions of tenUre groups . . . .. ..o 4, 26, and The Guideto
Personnel Data Standards
TRANSFER
competitive service appointment based on transfer eligibility ................... 9
veterans readjustment appointment based on transfer digibility ................. 11
senior executive service appointment based on transfer dligibility . ............... 13
action to separate employee who is moving to another agency (Termination-
Appointment IN) .. ... 31
USING THE GUIDE, INSTRUCTIONSFOR ... ..ot 1
VETERANS STATUS
when and how to record on Standard Form50 ............... .. ... ... 4
definitionsof codes . ... ... The Guideto Personnel
Data Standards
VETERANS PREFERENCE
*k*k
*k*
when and how to record on Standard Form 5/Standard Form50 .. ............... 4
definitionsof codes . ... ... The Guideto Personnel
Data Standards
how to process change in veterans' preference for reductioninforce ............. 7
VETERANS READJUSTMENT AUTHORITY (VRA) APPOINTMENTS ..... 11
VOLUNTEER SERVICE, DOCUMENTATIONOF ..., 33
WITHIN GRADE INCREASE (WGI)
actiontorecordgranting of WGI .. ... 17
actiontorecorddenial of WGI ... ... . 17
WORK SCHEDULE
when and how to record on Standard Form 5/Standard Form50 .. ............... 4
how to processchangein . .. ... ... >24<
definitionsof codes . ... ... 4 and The Guideto

Personnel Data Standards
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