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ISSUING OFFICE:  OAM, PMB

ROUTING PERSONNEL ACTIONS AND ASSOCIATED PAPERWORK

TOPIC:

Routing Personnel Actions and Associated Paperworktc \l2 "Routing Personnel Actions and Associated Paperwork
PURPOSE:

To guide ORS managers, supervisors, and administrative officers in routing personnel actions and associated paperwork throughout the ORS.
COVERAGE:
All personnel actions and paperwork for General Schedule, Federal Wage System, Senior Executive Service, and Commissioned Corps employees.

PROCEDURES:

A.
Personnel Actions

All personnel actions must first be submitted from the program Office/Branch/Section to the Division Administrative Officer (AO).  The Division AO will determine if special signatures are required within the Division and forward appropriate actions to the ORS Budget Office.  The ORS Budget Office will then forward all personnel actions requiring an SF-52 to the ORS EEO Office who will then forward them to the ORS Personnel Office.  All other non-SF-52 personnel actions are forwarded directly from the Budget Office to the Personnel Office.

Personnel actions include but are not limited to:

-
Appointments

-
Recruitments

-
Promotions

-
Retirements

-
Transfers

-
Reassignments

-
Terminations/separations

-
Extension of Appointments

-
Conversions

-
Senior Executive Service Actions

-
Within-grade increases

-
Leave Without Pay over 30 days

-
Disciplinary/Adverse Action

-
Cash Awards up to $2500

-
Other changes on personnel actions

B.
Requests Requiring Approval by the Associate Director for Research Services (ADRS):

All requests for personnel action requiring approval by the Executive Officer (EO), ORS and/or the ADRS should be routed through normal channels (Branch/Division/Administrative Office), to the Budget Office (if appropriate), and then to the Personnel Office.  The Personnel Office will forward any requests, forms, etc. to the EO/ADRS as required. 

Requests for personnel action that require routing and/or approval by the EO/ADRS include but are not limited to:

-
Request for recruitments/selections for Division Director, Deputy Division Director, and Branch Chief positions

-
Request for Special Experts

-
Special Volunteer requests

-
Request for Cash Awards over $2500

-
Nominations for Honor Awards (DHHS/PHS/NIH) 

-
Request for training courses over $2500

-
Any other request for personnel action requiring signature by the ADRS

-
Request for Administrative Officer recruitments/selections/promotions/ reassignments (This request only needs to be routed to the EO.)

C.
Confidential Actions:

All written correspondence to employees related to conduct, performance, leave concerns, or other such employee relations/adverse action cases must be submitted from the Office/Branch/Section to the Division AO prior to presenting to the employee.  The Division AO will then forward the proposed document(s) to the servicing Personnel Specialist, in a confidential folder, for review.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.

�Paperwork is not required to go through the ORS Budget Office unless an SF-52 is completed.





