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TIMELY SUBMISSION REQUIREMENTS:  Standard Form 52 for all personnel actions must be 
received by the Human Resource Office (HRO) two weeks prior to the proposed effective 
date of the action.  This is especially important for the request of temporary hires.  Normally, a 
minimum of seven working days is required to administratively process each Standard Form 52.  
Each one is handled by 4 personnelists involving classification, staffing, compatibility, manday 
utilization, coding and distribution. 
 
We must insure that the Standard Form 50, (Notification of Personnel Action) is received by the 
payroll office no later than the last Friday of the pay period the employee is hired.  If they do not 
receive documentation from the HRO on time, they cannot pay the individual until the following 
pay period.  Therefore, failure to submit an SF 52 for an appointment or promotion in a timely 
manner may result in the delay of the technician’s pay. 
 
Every effort will be made by the HRO to process SF 52’s as soon as possible.  However, priorities 
may sometimes preclude giving them immediate attention.  For this reason, it is necessary to 
require the initiation of the SF 52 two weeks in advance. 
 
NOTE FOR APPOINTMENTS/PROMOTIONS/REASSIGNMENTS:  REMEMBER THAT THE 
DATE REQUESTED IS ONLY A PROPOSED EFFECTIVE DATE AND NO EMPLOYEE 
SHOULD BE TOLD TO REPORT FOR WORK UNTIL THE EFFECTIVE DATE HAS BEEN 
VERIFIED BY THE STAFFING SECTION OF THE HUMAN RESOURCE OFFICE. 
 
New technician hires will be paid commencing upon the effective date that was verified by the 
HRO.  Supervisors will not tell a new employee to report to work without prior approval of 
the HRO.  The HRO is the agency authority for setting the appointment effective date. 
 
TEMPORARY APPOINTMENTS:  Temporary appointments for both ANG and ARNG MUST 
submit the following with the SF 52: 
 

1. Optional Form (OF) 612 and/or Resume 
2. Optional Form (OF) 8 

 
Persons serving on a temporary appointment MUST be qualified to perform the duties 
commensurate with the position.  HRO must review the above document(s) to determine the 
qualifications of the individual and qualify them for the position. 
 
REFERRAL AND SELECTION CERTIFICATE PROCEDURES:  HRO will notify the selecting 
official once the selection has been approved.  The HRO will inform all candidates not selected in 
writing.  However, the candidates who are not selected may be referred to the selection official for 
any questions they may have concerning the hiring process.  Selecting officials will need to 
provide the specific reasons for non-selection if they request this information. 
 
SUBMISSION OF FORMS FOR PAY:  The following forms must be submitted as soon as 
possible for pay purposes, for newly appointed technicians (permanent or temporary): 
 

1. W-4 (Employee’s Federal Withholding Allowance Certificate) 
2. MI-W4 (Employee’s Withholding Exemption Certificate) 
3. Employee’s Tax Withholding Certificate for applicable City 
4. Standard Form (SF) 1199A (Direct Deposit Sign-Up Form) 
5. MIARNG Form 37-1-R (Designation of Home Mailing Address) 

 
All W-4’s and Direct Deposit Forms may be submitted directly to each respective payroll office 
(Army and Air).  The 37-1-6 (Designation of Home Mailing Address) may also be submitted 
directly to the respective payroll office, however, you must ensure the HRO receives a 
copy of this form, as the form is placed in the permanent section of the employee’s Official 
Personnel Folder (OPF) in the Human Resource Office.  
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WHO INITIATES SF 52’S?  The supervisor is the initiator of personnel actions.  Standard Form 
52, Request for Personnel Action, must be submitted to the HRO, Lansing for ALL actions.  There 
are two types of personnel actions; (1) Position Actions, (2) Employee Actions; that require 
submission of the SF 52.  (See instructions for Preparing Personnel Actions) 
 
A SIGNED AND DATED OPTIONAL FORM (OF) 8, POSITION DESCRIPTION, IS TO BE 
ATTACHED TO THE SF 52 FOR ALL POSITION AND EMPLOYEE ACTIONS. 
 
The Major Command will indicate on the SF 52, in Part D, whether or not Permanent Change of 
Station (PCS) expenses will be authorized.  PCS costs are funded by the National Guard Bureau. 
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SECTION II 
 

INSTRUCTIONS FOR 
PREPARING  PERSONNEL 

ACTIONS 
 

(REQUEST FOR 
PERSONNEL ACTION, 
STANDARD FORM 52) 
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BLOCK NUMBER & 
TITLE 

WHEN TO 
COMPLETE 

HOW TO 
COMPLETE 

PART A – REQUESTING OFFICE 
   
1  Actions Requested Complete on ALL Actions             

(see Note 1) 
Type of personnel action 
required (i.e. FILL, DETAIL, 
PROMOTION, ETC) Attach 
signed and dated position 
description 
 

2  Request Number Optional This would be your SF 52 
Control Number (e.g. Det 1 – 
00-11) 

   
3  For Additional Information 
Call (Name and Telephone) 

Complete on ALL Actions Enter Name and Telephone of 
person familiar with the action 
being requested 
(AO/Supervisor) (See Note 3) 
 

4  Proposed Effective Date Optional Resignations enter last day of 
duty.  HRO will determine the 
actual effective date. (See 
Note 2). 
 

5  Action Requested By 
(Typed Name, Title, Signature 
& Request Date) 

Complete on ALL Actions Enter required data as stated 
(See Note 3) 
 

   
6  Action Authorized by 
(Typed Name, Title, Signature 
& Date) 

Complete on ALL Actions Signature of person authorized 
to approve the personnel 
action request.  Enter the Full 
Time Facility/Organizational 
Commander. (See Note 3) 
 

PART B – FOR PREPARATION OF SF 50 
   
1  Name Complete on ALL Actions Type in upper case, last name 

first, followed by the first name 
and middle name or initial 
 
In reporting a change of name 
show present name in this 
block and former name in 
block 5-B along with the name 
change nature of action. 
 

2  Social Security Number Complete on ALL Actions Enter Social Security Number 
correctly 
 

3  Date of Birth Complete on ALL Actions Enter date by month-day-year 
order in six numerals, e.g., 01-
03-44.  Do not use military 
dates. 
 

4  Effective Date Leave Blank HRO Determines effective 
date (See Note 2) 
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5  A through F Leave Blank  
   
6  A through F Leave Blank  
   
7  FROM:  Position Title & 
Number 

Complete on separations; 
actions that place employee in 
nonpay status and any other 
actions that move the 
employee from one position to 
another. 
 
Leave blank on awards 

Enter position title and PD 
number shown in “TO” portion 
(Right Side) of employee’s last 
SF-50, Notification of 
Personnel Action.  Also enter 
Sequence # and other 
appropriate info.  See 
Samples. 
 
  

8  Pay Plan  Enter the pay plan and 
occupational code shown in 
“TO” portion (Right Side) of 
employee’s last SF-50 
 

9  Occupational Code   
   
10  Grade or Level  Enter Grade or Level shown in 

the “TO” portion (Right Side) 
of employee’s last SF 50 
 
For Employees who are 
already entitled to grade 
retention, enter grade of the 
position they actually occupy, 
NOT the grade they are 
retaining for pay and benefit 
purposes. 
 

11  Step or Rate Complete on Separations, 
actions that place employee in 
a nonpay status, and actions 
that move employee to a 
different grade, step or rate. 
 
Leave blank on awards 

Enter step or rate for 
employee’s CURRENT salary. 
 
Enter “00” for employees who 
are already entitled to grade 
retention and have a salary in 
excess of the maximum rate 
for their grade. 

   
12  Salary Complete on all separations, 

actions that place employee in 
nonpay status and actions that 
move employee to a different 
salary 
 
Leave blank on awards 

Enter salary employee is 
currently being paid. 
 
When employee is already 
entitled to grade retention, 
show salary in terms of the 
pay system of the position 
he/she now occupies. 

   
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 



 

    

9 

 
13  Pay Basis 

 
Complete on all actions on 
basis in which block 12 is 
completed. 

 
Enter appropriate code for 
basis on which employee is 
currently being paid: 
PA = PER ANNUM (GS) 
PH = PER HOUR (FWS) 
 

 
14  Name and Location of 
Position’s Organization 

 
Complete on separations, 
actions that place employee in 
nonpay status and actions that 
move employee to a different 
position or grade 

 
Enter name of organization 
and address where position is 
located 

   
15  TO:  Position Title & 
Number 

Leave blank on actions that 
place employee in a nonpay 
status and separations 

Enter position title and PD  
number as shown on OF 8. 
Also enter Sequence # and 
other appropriate info.  See 
Samples. 
 

   
16  Pay Plan Leave blank on separations, 

actions that place employee in 
nonpay status and awards 
 
Complete on all other actions 

Enter the pay plan and 
occupational code shown on 
the position description 

   
17 Occupational Code  When employee is entitled to 

grade retention, show pay plan 
and occupational code for the 
position employee occupies 

   
18  Grade and Level Complete on all actions 

excepted awards 
Enter grade or level shown on 
the position description 
 
For employees who are 
entitled to grade retention 
show grade of the position 
employee actually occupies, 
not the grade he/she is 
retaining for pay and benefits 
purposes. 

   
19  Step or Rate Leave Blank  
   
20  Salary/Award Leave Blank  
   
21  Pay Basis Leave Blank  
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22  Name and Location of 
Position’s Organization 

 
Leave blank on actions that 
place employee in nonpay 
status & separations that are 
not immediately followed by 
appointment in another 
agency. 

 
Enter name of organization 
where position is located and 
the city and state where the 
organization is located. 
 
EXAMPLE:   
DEP OF MIL & VET AFFAIRS 
USPFO/Logistics Br/Supply Br 
3111 W. St. Joseph 
Lansing, MI 48913 

   
23 Veteran’s Preference Leave blank  
   
24 Tenure Leave blank  
   
25  through 31 Leave blank  
   
32  Work Schedule Complete on appointments 

and conversions to 
appointments, separations, 
pay change actions, actions 
that move employee into and 
out of pay status and change 
in work schedule actions. 

Enter appropriate code: 
 
F = FULL TIME 
P = PART TIME 

   
33  Part-Time Hours Per 
Biweekly Pay Period 

Complete when block 32 
shows work schedule code of 
“P” 

Self-Explanatory (See Note 6) 

   
34  Position Occupied Complete on appointments, 

conversions to appointments, 
separations 

Self-Explanatory 
 
 

   
35  through 38 Leave blank  
   
39  Duty Station (City-County-
State) 

Complete on all actions Enter location where 
employee actually works 

   
40  through 44 Leave blank  
   
45  through 51 Leave blank  
   
PART C – REVIEWS AND APPROVALS 
   
1  Office/Function Leave blank  
   
PART D – REMARKS BY REQUESTING OFFICE 
   
 Leave blank for resignations & 

retirements 
 
Completion is optional for 
other actions 

Information that a supervisor 
has concerning an employee’s 
reason for resignation  or 
retirement should be noted on 
separate sheet (NOT on the 
SF 52 itself)  The sheet may 
not be filed in OPF, but may 
be retained in the HRO, in a 
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“subject file” for two years from 
the effective date of the action 
in case it is needed for 
unemployment compensation 
purposes. 
 
Use this block for any 
additional information required 
to process this action, e.g., 
Vacancy VICE:  SMITH; Re-
advertise Announcement #05-
00; Tour of Duty; Nonstandard 
Workweek; Funding Approval; 
Selected from Certificate #06-
00, etc.  (See Note 5) 

   
PART E – EMPLOYEE RESIGNATION / RETIREMENT 
   
 Self Explanatory Employee completes and 

signs the SF-52 on 
resignations and retirements 

   
PART F – REMARKS FOR SF 50 
   
 Leave Blank, except Military 

Information to be completed 
as appropriate 

Complete Military Information 
on all military (dual status) 
technician requests  (See 
Example, pg 13) 
 
HRO will utilize remainder of 
this block for SF 50 
information 

 
NOTES:   
 
1. An SF 52 must be submitted for all employee actions with attached signed and dated 

Position Description.  The different types of employee actions are listed below and are 
followed up with samples of each.  

 
 Fill (To advertise vacancy) 
 
 Fill (FTAD - AGR) 
 
 Excepted Appointment (Dual Status) 
 
 Excepted Appointment (Handicap) 
 
 Appointment (Non-Dual Status) 
 
 Conversion to Excepted Appointment 
 
 Reinstatement 
 
 Excepted Appointment NTE 
 
 Extension of Appointment NTE 
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 Promotion 
 
 Change to Lower Grade 
 
 Reassignment 
 
 PDCN Change 
 
 Detail NTE 
 
 Name Change 
 
 Suspension NTE 
 
 LWOP NTE 
 
 LWOP-US 
 
 Return To Duty (RTD) 
 
 Separation U.S. 
 
 Termination – Appointment In Another Agency 
 
 Removal 
 
 Termination 
 
 Termination During Trial Probationary Period 
 
 Retirement 
 
 Resignation 
 
 RIF 
 
 Death 
 
 Time Off Award 
 
 Team Based Performance Award – ARMY ONLY 
 
 Quality Salary Increase (QSI) 
 
 Cash Award   
 
 Relocation Bonus 
 
 Retention Allowance 
 
 Recruitment Bonus 
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2.  A new employee must not be notified nor brought on duty until the supervisor has been 
notified by HRO of the effective date of entrance on duty, which will be established after the 
Adjutant General’s approval of selection.  The proposed effective date will normally be the first 
Sunday of the next full pay period. 
 
3.  Type military grade (e.g. CMSgt, CSM,  LTC, COL, etc) and other information as required with 
name of supervisor in chain of command. 
 
4.  An employee must submit proof with the SF 52 that he/she has reported the Name Change to 
the Social Security Office (e.g. application/copy of new card) 
 
5.  Request any additional information as needed to process the action.  On appointments, 
always indicate the Referral and Selection Certificate Number (e.g. “Selected from Cert #006-
00”). 
 
6.  When hiring a part time employee, the work schedule must be on the SF 52 (e.g. Monday, 
Wednesday, Friday, 8 hours a day, 0745 hrs to 1630 hrs.) 
 
 
 
 
EXAMPLES OF MILITARY INFORMATION: 
 
MILITARY INFORMATION – AIR  (ALWAYS SHOW FUNCTIONAL CODE) 
 
FC:  212000 
DUTY POSITION TITLE:  Materials Handler 
AUTHORIZED GRADE:  SSgt 
CURRENT GRADE:  SSgt 
AFSC (DUTY):  2S071 
UNIT OF ASSIGNMENT:  110 LS 
 
 
MILITARY INFORMATION – ARMY (ALWAYS SHOW UIC) 
 
MTOE/TDY/UMD NR:  07015HNG023 
DUTY POSITION TITLE:  Aircraft Mechanic 
AUTHORIZED GRADE:  SSG 
CURRENT GRADE:  SGT 
PARA NR:  114          LINE NR:  10 
MOS (DUTY):  96B10 
UNIT OF ASSIGNMENT:  1-238 AV REGT 
UIC:  WTQVAA 
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