DEPARTMENTS OF THE ARMY AND THE AIR FORCE
MASSACHUSETTS NATIONAL GUARD

OFFICE OF THE ADJUTANT GENERAL
50 MAPLE STREET
REPLY TO MILFORD, MA 01757-3604
ATTENTION OF:

MAAR-HRO 9 September 2005

MEMORANDUM FOR All Supervisors, Massachusetts National Guard

SUBJECT: Submission of Requests for Personnel Action

1. There have been many numerous problems with requests for personnel actions not being
received in a timely manner. This creates significant problems with the employee’s pay and
entitlements, which causes undue hardship on our employees. This also leaves the agency at risk
for liability if an individual is injured before they are officially assessed.

2. In order to alleviate this, ALL requests for personnel actions must be received in the Human
Resource Office along with all required documentation two (2) weeks prior to the effective date,
so that all personnel actions requested may be completed before the effective date. Failure by
the supervisor to meet the two-week suspense will results in no action being taken on the request
until all required documents have been submitted. The action will then be processed to become
effective two weeks later.

3. Any questions should be directed to the undersigned at DSN: 256-6643.

FOR THE ADJUTANT GENERAL:

STEPHEN A. GARANIN
COL, QM
Director, Human Resources



HQ STARC
HRO-Staffing
SF 52 DESKTOP GUIDE

This guide will provide examples with the proper format for completing the most
common SF-52 actions for staffing. The SF-52 is a request for a specific personnel
action. It is used to generate an SF-50, which is the employee's official record at HRO.
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The first-line supervisor usually generates the SF-52 and his/her name
goes in block 3 of the 52.

All required fields must be completed with current information. Failure to
properly complete the SF-52 will result in the request being “Returned
Without Action.”

ALL SF-52's need two signatures, blocks 5 and 6. Block 5 is usually the
supervisor’'s signature, and the second line supervisor signs block 6.
ALL ACTIONS begin on the first Sunday of a pay-period (effective date,
block 4) and end on the 2™ Saturday of a pay-period (NTE date, line 1) if a
NTE date is applicable.

ALL SF 52's must have the individual's social security number and birth
date.

Only original, signed SF 52’s will be processed by the HRO.

All SF52's must be received 2 weeks prior to the effective date of the
action to ensure timely input into the personnel database

POC for this guide is:

Personnel Staffing Specialist
508-233-6642
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