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Employee Rights While Performing Military Service

a. Employee Rights While Performing Military Service

» Employees called to active duty, are protected by the Uniformed Services
Employment and Reemployment Rights Act (USERRA) against discrimination
because of their service in the Armed Forces Reserve, the National Guard, or other
uniformed services. USERRA prohibits an employer from denying any benefit of
employment on the basis of an individual's membership, application for
membership, performance of service, application for service, or obligation for
service in the uniformed services. USERRA also protects the right of veterans,
Reservists, National Guard members, and certain other members of the uniformed
services to reclaim their civilian employment after being absent due to military
service or training.
Agencies must tell employees who enter the service about their entitlements,
obligations, benefits, and appeal rights.
An employee performing service (on active duty or active/inactive duty training)
with the uniformed services must be permitted, upon request, to use any accrued
annual or military leave during such service. An employee is entitled to use annual
leave or military leave intermittently with leave without pay while on active duty or
active/inactive duty training. An employee can request to separate when entering
active duty.
Employees requesting leave without pay or separation to perform active military
duty should complete the “Election of Benefits Coverage for Employees Called to
Active Military Duty.” (Attachment 1)

b. Contingency Operations

* Employees performing military service in support of contingency operations under
National Defense Authorization Act for Fiscal Year 2002 (Public Law 107-107,
December 28, 2001) are afforded additional rights.

 Contingency Operations are military operations that- “(A) is designated by the
Secretary of Defense as an operation in which members of the armed forces are or
may become involved in military actions, operations, or hostilities against an
enemy of the United States or against an opposing military force; or (B) resuits in
the call or order to, or retention on, active duty of members of the uniformed
services under Section 688, 12301 (a), 12302, 12304, 12305, or 12406 of this title,
chapter 15 of this title, or any other provision of law during a war or during a
national emergency declared by the President or Congress." (10 U.S.C. 101
(a)(13))

— Examples Given: Operation Enduring Freedom, Operation Noble Eagle,
and Operation Iraqi Freedom — the list is dynamic due to changing military
needs and therefore no list can be comprehensive '

— Military Orders should include a “Purpose” statement which will indicate
the reason for active duty

* Example: “MOBILIZATION IN SPT OF OPERATION
ENDURING FREEDOM”



c. RIF Rights During Active Duty

An employee performing active military duty is protected from reduction in force
(RIF) and may not be demoted or separated (other than military separation) while
performing duty with the uniform services except for cause. Such employees are
not considered “competing employees.” If their position is abolished during their
active military duty, the agency must reassign the employee to another position of
like status and pay.



[I. Types of Military Leave

a. Military Leave Under 5 U.S.C. 6323 (a)

5 U.S.C. 6323 (a) provides 15 days per fiscal year for active duty, active duty
training, and inactive duty training. Military leave can be claimed for hours during
which the employee would normally have worked and received pay and cannot be
charged for non-duty days (e.g. holidays or weekends). Military leave must be
claimed in 1 hour increments.

Up to 15 days (120 hours) of military leave may be accrued each fiscal year; a
maximum of 15 days of military leave may be carried from one fiscal year to the
next, any hours in excess of 120 will be forfeited at the beginning of the next fiscal
year. The accrual rate is based on an 8 hour work day, accrual rates for part-time or
uncommon tours of duty are pro-rated. Military employees are paid at their full
civilian pay for all of the hours claimed under this provision.

Inactive Duty Training is authorized training performed by members of a Reserve
component not on active duty and performed in connection with the prescribed
activities of the Reserve component. It consists of regularly scheduled unit training
periods, additional training periods, and equivalent training. For further
information, see Department of Defense Instruction Number 1215.6, March 14,
1997

. Military Leave Under 5 U.S.C. 6323 (b) Emergency Military Leave (22 Days)

5 U.S.C. 6323 (b) provides 22 workdays per calendar year for emergency duty as
ordered by the President, the Secretary of Defense, or a State Governor. This leave
is provided for employees who perform military duties in support of civil
authorities in the protection of life and property or who perform full-time military
service as a result of a call or order to active duty in support of a contingency
operation* as defined in section 101(a)(13) of title 10, United States Code.

Military personnel activated in support of a Contingency Operation AND/OR for
Reservists and National Guards personnel called up in support of civil authorities in
the protection of life and property are entitled to an additional 22 days of military
leave under 5 U.S.C. 6323 (b).

For military leave under 5 U.S.C. 6323(b) and (c), an employee is entitled to the
greater of his civilian or military pay, not both. Under 5 U.S.C. 5519, the military
pay received by an individual who has been activated in support of civil authorities
or a contingency operation must be credited (less any travel, transportation, or other
per diem allowances) against any Federal civilian pay the employee received
during the 22 workdays of military leave (i.e. the employee's civilian pay is reduced
by the amount of military pay for the days of military leave taken under this
provision). An employee may choose not to take military leave and instead take
annual leave in order to retain both full civilian and military pay. If the employee’s
military leave is less than the civilian pay, the Agency has decided to use the AD-
343 (Request for Manual Pay) to pay the eligible employee the difference between
the military pay and the civilian pay. The military pay will need to be submitted
along with the amount of time being claimed in order to determine the offset
amount to be paid to the employee.



An employee who has been activated in support of the national emergency whose
duty extends into the next calendar year will be entitled to up to an additional 22
days of military leave under 6323(b), unused portions cannot be carried over into
subsequent calendar years.

c. Military Leave Under 5 U.S.C. 6323 (c)

*  5U.S.C. 6323(c) provides unlimited military leave to members of the National
Guard of the District of Columbia for certain types of duty ordered or authorized
under title 39 of the District of Columbia Code.

* For military leave under 5 U.S.C. 6323(b) and (c), an employee is entitled to the
greater of his civilian or military pay, not both. Under 5§ U.S.C. 5519, the military
pay received by an individual who has been activated in support of civil authorities
or a contingency operation must be credited (less any travel, transportation, or other
per diem allowances) against any Federal civilian pay the employee received
during the 22 workdays of military leave (i.e. the employee's civilian pay is reduced
by the amount of military pay for the days of military leave taken under this
provision). An employee may choose not to take military leave and instead take
annual leave in order to retain both full civilian and military pay. If the employee’s
military leave is less than the civilian pay, the Agency has decided to use the AD-
343 (Request for Manual Pay) to pay the eligible employee the difference between
the military pay and the civilian pay. The military pay will need to be submitted
along with the amount of time being claimed in order to determine the offset
amount to be paid to the employee.
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. Military Leave Under 5 U.S.C. 6323 (d)
5 U.S.C. 6323(d) provides that Reserve and National Guard Technicians only are
entitled to 44 workdays of military leave for duties overseas under certain
conditions.

o

Administrative Leave for Certain Returning Military Members

* Federal employees returning from active duty military service who contributed to
the war on terrorism (covers all employees who were activated for military service
in connection with Operation Noble Eagle, Operation Enduring Freedom,
Operation Iraqi Freedom, or any other military operations subsequently established
under Executive Order 13223) are granted 5 days of administrative leave. The 5
days of administrative leave under this provision must be taken for the 5 days
immediately preceding the employees return to the Federal civilian position.

o]

Uniform Service Component

*  Current military status is a data field inputted into NFC as the uniform service
component. In order for an employee to received military leave, they must have an
appropriate current military status. HR Specialists should obtain the current
military status on new hires or employees when they have reason to believe the
military status is anything other than “0” (e.g. military service in application,
request for LWOP-US, etc.). A sample letter for obtaining Uniform Service



Component information can be sent to new hires or employees entering LWOP-US.
(Attachment 2)



I Leave Without Pay While Performing Military Service

a. LWOP-US

LWOP-US is leave of absence to perform duty with the uniform service. A
LWOP-US action is only processed for employees who are called to more than 30
days of active duty.
The Uniformed Services Employment and Re-employment Rights Act of 1994
(USERRA) generally requires an agency to.place an employee entering the military
on LWOP unless the employee chooses to be placed on military leave or annual
leave, as appropriate, or the employee requests to be separated. Full-time
employees do not earn annual or sick leave in a pay period in which they have
accumulated 80 hours of LWOP. In addition, part-time employees on LWOP also
earn less annual and sick leave, since they earn leave based on the number of hours
in a pay status.
Request for LWOP-US (SF- 52) should be accompanied by:
— acopy of the military orders
» Military Orders should include a “Purpose” statement which will
indicate the reason for active duty (e.g. “training”)
— completed “Election of Benefits Coverage for Employees Called to Active
Military Duty” (form can be found at:
http://www.afm.ars.usda.gov/hrd/payleave/reservist/ WGFORM.pdf)

b. Processing LWOP-US Actions

NOAC/Authority is: 473 —- LWOP-US; Q3K - 5 CFR, part 353

When LWOP-US is in support of a Contingency Operation, you must add a second

Authority: ZJW — Operation

—~ The USDA currently picks up the FEHB employee premiums for

employees on LWOP-US in support of contingency operations. In order for
NFC to know that the LWOP-US is in support of a contingency operation
and for the USDA to pay the premium, you must include the second
authorization. '

If absence is to perform duty with the uniformed service there is no penalty for

non-pay status, time is credited for the length of service purpose (SCD Leave) just

as though the employee had remained in pay and duty status.



Sample LWOP-US SF-52
(non- Contingency Operation)
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PART D - Remarks by Requesting Office

MNote to Suparvssne: Do you know of podditiona of confbeting reasons for e anployes’' s FagEa bt et ant e o
I If "YES", ploass wtate those fecty on o soparoto sheot rd attech oo S5F 52, D i D HD
Attached: Military oOrder
*Election of Benefits Coverage for Employvees Called to Active Military Duty"
PART E - Empleyes Resignation/Retirernent

Privacy Act Statsmaent

You ars requested to furnish a specitic resson for your resignation or
retirament and a forwarding address. Your reason may be considered in
any future dacision regarding your ra-employinent in the Fedaral service
and may also be usaed to ermine your ealigibiity for unsmpioyment
compensation benafits. Your forwarding address will be used primarily
o mail you copies of any documents you shouki have or any pay or
compenssation 10 which you are entitled.

This infarmation is requested under authority of sectons 301, 3301, and
8806 of title § U.S. Code. Sections 301 and 3301 authorize OPM

and agencies to issue rasguiations with regard to empioyment of
individuals in the Faderal .?r:ice and their records, while section 8508
requiras agencies to furnish the specific reason for termination of
Federai servica to the Secrstary of Labor or a State agency in
connection with administration of unemployment compensstion
programs.

The furnishing of this information is volumary: however, failure 1o
provide it may result in your not receiving: (1) your copies of those
documents you should have; (2) pay or other co due you; and
(3’.;:'2' unsmpioyment compensation benefits to which you may be
e .

1. Reasons for FTcsigmﬂoanmem INOTE: Your ressons are used n determining possible unsmployment benefits. Please be spedfic and
avoid generslizations. Your resignation/retirement is effective at the and of the day - midnight - uniess you specify otherwise.)

Z. EMuctie Date (34, Youwr Signauwe

PART F - Remarks far SF 50

M&7:
B6é6:

Forwarding 2ddress:

|4. Daa Sgrued

Forwardng Address Nureder, 5 et City. Stans, IR Coge)

An employee subject to the provisions of P.L. 108-37S is eligible for continued FEHB

coverage up to 24 months when called to active duty and certain requirements {including

sexving in support of a contingency operation) are met,

An Employee subject to the

provigiones of P.L. 108-454 is eligible for FEHB coverage for 24 months when abestn because of

sexrvice in the uniformed service and certain requirements are met.

Contact your servicing

Human Resources Office or see the FEHB Handbook at http://www.opm.gov/insure for detailed

information.
B72:

FEGLI coverage continues until your time in nonpayv status totals 12 months.

Contact

your servicing Human Resources Office or see the FEGLI Handbook at http://ww.opm.gov/insure

for detailed information.
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(Contingency Operation)
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PART D - Remarks by Reguesting Office
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"Election of Benefits Coverage for Employees Called to Active Military Duty"

PART E - Employee Resignation/Retiremant

Privacy Act Ststsment

You are requasted to furnish e specific reason for your resignation or
retirement and a forwerding addrass. Your reason may be considered in
any future decision regarding your re-amployment in the Fedaral service
end may aiso be used to datermina your sligibiity for unempioyment
compensation benefits. Your forwarding address will ba used primarity
o mail you coples of any documems you should have or any pay or
compensation to which you are entitled.

This information is requasted under authority of sections 301, 3301, and
85068 of title S, U.S. Code. Sections 301 and 3301 authorize OPM

and agencies to issue regulations with regard 1o employment of
individuals in the Faderal sarvice and their records, while section 8508
requiras asgencies 10 fumish the spacific reason for terminstion of
Faderal service 10 the Sacretary of Labor or & State agency in
connection with administration of unemployment compensstion
programs.

The furnishing of this information is volumtary; however, failure to
provide it may resul in your not receiving: {1) your copies of those
documents you should have; (2) pay or other compensation due you; and
1%&\; unemployment compensstion benefits to which you may be
e .

1. Reasons for Rasignation/Retirement INOTE: Your reasons are used n determining possible unemployment benetits. Plasse be specific and
svoid generalizations. Your resignation/ratirament is etfective at the and of the day - midnight - uniess you specity otharwise.)

a. EFecti Dot iJ. o Signaury

PART F - Remarks for 5F 50

M&7:
Bé66:

Forwarding Address:

| 4. Datu Bigred |

Forsanthrgg Addruss Nanber, Sroer. City, Stam. JIP Code)

An employee subject to the provisions of P.L. 108-375 isg eligible for continued FEHB

coverage up to 24 months when called to active duty and certain requirements (including

serving in support of a contingency operation) are met.

An BEmplovee subject to the

provisions of P.L. 108-454 is eligible for FEHB coverage for 24 months when abestn because of

service in the uniformed service and certain requirements are met.

Contact your servicing

Human Resources Office or see the FEHB Handbook at http://www.opm.gov/insure for detailed

information.
B72:

FEGLI coverage continues until your time in nonpay status totals 12 months.

Contact

your servicing Human Resources Office or see the FEGLI Handbook at http://ww.opm.gov/insure

for detailed information.




IV. Separations to Perform Military Service

»

. Separation-US
Military personnel called to active duty may request separation rather than LWOP.
Request for Separation-US (SF-52) should be accompanied by:
— acopy of the military orders
* Military Orders should include a “Purpose” statement which will
indicate the reason for active duty (e.g. “training”)
— completed “Election of Benefits Coverage for Employees Called to Active
Military Duty” (form can be found at:
http://www.afm.ars.usda.gov/hrd/payleave/reservistt WGFORM.pdf)

(=2

. Processing Separation-US Actions
NOAC/Authority is: 353 — Separation-US; Q3K - 5 CFR, part 353
When Separation-US is in support of a Contingency Operation, you must add a
second Authority: ZJW — Operation



Sample Separation-US SF-52
(non- Contingency Operation)
REQUEST FOR PERSONNEL ACTION
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PART D - Remarks by Requesting Office
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Acttached: MNilitary Oxrdex

By o keresene 0 ackostinnal i Cordobng i e 00 e anegnse s remgruaton Tt et 7

P Tipis 0 o bopodole Wivel and sitich 1o 5F 52.)

"Election of Benefits for Employees Called to Active Military Duty*

FART E - Employee Resignation/Ratirement

Privacy Act Staternent

You are roquosted to {umish o specific reason for your resignation or
tetirement and a forwarding address. Your reason may be considered in
sy futire dacision reg your re-empioyment in ihe Federal service
ard may also be used to mine your aligibility for unemploymem
compensation benefits. Youwr forwarding addrsss will be used primarily
10 mail you coples of any documeants you should have of any pay or
compersation 10 which you ore ontitied.

This information is requested under alghority of sections 301, 3301, and
8508 of title 5, U.S, Code, Sectiors 301 and 3301 suthorize OPM

and Jgencies to _issun ulstions with regard 10 empbymemt of
nchediss i the Federe :hmic- and thei records, whie secion 8508
ageicies ® fir the specific reason for termination
Fodaral service 0 he Sevretary of Labor or & Smite agency in
connection  with  administration of unemployment  comgensation

programs.
The turnishing of this information is w ; howsver, fallure w0
provide it may result in your not receiving: {1} your copies of thoss

documents you should have; {2} pay or other compensation due ang
{Q} arw unemployment mmnmwmhvouvr::ybl

1. Rassons for Resignation/Retirement (NOTE: YOUT (GR30ne ars USSd in GAMNTAINNG POSEDN UNemMpIoyMent Ganelits. Flease Do 2pe0ifio and
avoid generalizations. Your resignationretiremont is effective 81 the end of the day - midnight - uniess you specily otherwise.)

Employse's written notice of intent not to return to a position of emplovment with the

agency .
OR

Employee's written notice of intent to separate in lieu of Lsave Without Pay.

7. tilective Dt 3. Your Sgnetars

PART F - Remarks for SF 50

M67: Forwarding Addraess:
R15: Reason for resignation:
N27:

13 Diata Torad TE. Forwasding Arkiress (kb

Shenet, Ciny, Stnte, 2D Boacie)

Lump sum payment to be made for any unused annual leave. (If Applicable (Check the

"Election of Banefits for Employees Called to Active Militarxy Duty"™))




V. Return to Duty from Military Service and Restoration Rights

a. Return to Civilian Duty

Any Federal employee, permanent or temporary, who performs duty with a
uniformed service (including active duty, active duty for training, or inactive duty
training), whether voluntary or involuntary, is entitled to be restored to the position
he or she would have attained had the employee not entered the uniformed service.
While on duty with the uniformed services, the agency carries the employee on
leave without pay unless the employee requests separation. A separation under
these circumstances does not affect restoration rights. In order to be eligible for
restoration rights the employee must:

give the agency advance notice of departure except where prevented by
military circumstances; and

be released from uniformed service under honorable conditions; and

serve no more than a cumulative total of 5 years (exceptions are allowed for
training and involuntary active duty extensions, and to complete an initial
service obligation of more than 5 years); and

apply for restoration within the appropriate time limits.

b. Time Limits for Restoration Rights

For active duty of less than 31 days, the employee must report back to work at the
beginning of the next scheduled workday following their release from service and
the expiration of 8 hours after a time for safe transportation back to their residence.
For active duty of more than 30 days, but less than 181 days, the employee must
apply for re-employment within 14 days of release by the military.

For active duty of more than 180 days, the employee must apply for reemployment
within 90 days of release by the military.

— Employees who fail to meet these time limits are subject to disciplinary
action.

— Agencies must reemploy as soon as practicable, but no later than 30 days
after receiving the application. Agencies have the right to ask for
documentation showing the length and character of the employee's service
and the timeliness of the application.

— Applicants or employees who believe that an agency has not complied with
the law or with OPM regulations governing the restoration rights of
employees who perform duty with the uniformed services may file a
complaint with the Department of Labor's local Veterans Employment and
Training Service office or appeal directly to the Merit Systems Protection
Board.

c. Retention Rights After Restoration

Upon reemployment, the employee may not be discharged from employment for a
period of 1 year following separation (6 months in the case of a Reservist called to
active duty under 10 U.S.C. 12304 for more than 30 days, but less than 181 days, or
ordered to an initial period of active duty for training of not less than 12



consecutive weeks), except for poor performance or conduct or for suitability
reasons.

d. Restoration upon Return to Duty

(4]

If the employee served less than 91 days in active duty, they must be restored to the
position they would have attained (including WGIs, etc.) had their employment not
been interrupted.

If the employee served more than 90 days, the employee may be restored to the
position they would have attained had their employment not been interrupted or to
a position for which they qualify, of like seniority, status, and pay.

Employees with service-connected disabilities who are not qualified for the above
must be reemployed in a position that most closely approximates the position they
would have been entitled to, consistent with the circumstances in each case.

Upon return or restoration, an employee generally is entitled to be treated as
though he or she had never left for purposes of rights and benefits based upon
length of service. This means that the employee must be considered for career
ladder promotions, and the time spent in the military will be credited for seniority,
successive within-grade increases, probation, career tenure, annual leave accrual
rate, and severance pay. An employee who was on a temporary appointment serves
out the remaining time, if any, left on the appointment. (The military activation
period does not extend the civilian appointment.)

. Processing Return to Duty from LWOP-US and Restoration Actions

NOAC/Authority is: 292 - RTD; Q3K - 5 CFR 353

When the Return to Duty was from military service in support of a Contingency
Operation, you must add a second Authority: ZJW — Operation

Follow the instructions in Chapter 9 or 11 (as appropriate) of The Guide to
Processing Personnel Actions, to document the employee’s restoration upon
completion of his or her military service. (e.g. Return from uniformed service,
Exercises restoration rights under 38 U.S.C. 4301 et. seq., NOAC/Authority is:

100 -Career Appt; QAK and (Cite auth code for appt held prior to separation upon
which restoration is based) - Reg. 353.207 and (Cite authority for appointment held
prior to separation upon which restoration is based))



Sample RTD SF-52
(non- Contingency Operation)

Stmndand Form §2
Rov. 791

i e e rre) Marsgument REQUEST FOR PERSONNEL ACTION

FART A - Requesting Office (Afso complate Part B, items 1, 7-22. 32. 33, 36, and 39.)

1. Artedi Mistpesilod 2. Hiig st Mo
Return ko Duty - TS
3. Fur Adotiorul ot Ll [Pdare and ':fk'-:g.r.w.-r.- Petarratmary

I-‘, [ErTe = ey
1

5. Actad Fncpiuiaid Dy | Fygmid Phwr, THAL 5 Gdiles, s Jeges? Ty JB. AR Akidniciui iy 11 pumcs remrrem, Triam, Sormeisem. ey R Emaren Thatn]

11/28/2000
PART B~ For Preperation of SF 50 (Uze only codes in FPM Supplement 292-1. Show aff dates i monih-day-year order.)
To Marmie flasr, fasr, S8ckafio) B ' 1'2. Sociul Seuwity Numbs 4. Dot of Bieth + Etfwctene Do
| 11/28/ 2000

FIRST ACTION SECOND ACTION
Bea. Codof5-B. Natne of A E-A. Code| BB Maume of Acton
282 |RTD
52, Codef -0, Legal Audwansy B Coiol B0, Ligal Anthonoy
Q3K |5 CFR part 353
5k, Ceondu [5.F, Lagal Authority G-E. Codo|f-F. Logal Authoney
T TRONY Fosimon TAla and Tdmiber TE. Yo% Poaman TAle ang Nombe!
B Py s (000, ok 10 Groucke 0 Lot 11,8240 00 Mada [ 12, Tiewl Salary ey Baa BUE. Ty 17. Der 18 Grisile o Livn| 10, Ee o Rt | 20, Total SalaryiAwand [21- ay
i ool Bk
s [Tnhes |07 2 $25,060.00 [y
124, e Pay T30 Locway Ad 1ZC. Adj. Beaw Pay [120. Other Pay 204, D Pay 200, Localty A, 208 Ady. Busc Pay [200, Oubar Pay
523,121.00 | 31,939.00 |525,0680.00
T4, Mirtio and Locanon of Positon's Ongarssation (2. Manw wnd Locotion of Poation's Orgemtion
EMPLOYEEDATA : 3
23, Velmmws Preluncy 2L Tuinsg 125 § 125 Vitwmns Pre’ fir AIE
1= Ko 3= 10-PorlTssbidiey 5 - 10-Prosra AOnhise D= Mo 2+ Cord e 0 onncy, Lie ':_
- T [ TN SR B+ P/ Carra msakiar 30 |+ Peomarany 3 - hstita | 'I YES MO
2F. FEGLI 28, Aruwsinrt dcrtor 28, Pay Rty Deteomenng
30, Hestueiewies Flan 1. Gevior Corsg, Dbl i Lisredd |31 ok Sohihiin I3 Furt-Twnia Fiowrs Far

R F— — B

POSITION DATA

b Pustion Docopial 35, FLEA Citugory 5 A A ™
o et N B i e b 8. Agpropraton Code [, Bargamng Lon Switus
3 - Becepted Senace 4 - BEE Croas W = MNarsea

am, Bty Stownon Cuslo 3. Cruty Stotion ity « Cownly « Stale or Cheersans oo

40, Apency Data T roN rey Exy

485, Educavon Leve 46. Yeur Dogree Attamed {47 Acadernic Disciphne[4 8. Functiond Glass |48, Citicensiap 50 Vewrans Staus (57, Supernsory Stotus

| T-USA B-Otner
PART C.- Reviews and Approvals {Not to be used by requesting office.] : ;
1. Offie Funclion Iential &' Signature Daw Otfice/Function nitlals/ Signawre Datn
A, D.

B. le.
c. lF.

Sigreature Approval Dute

2. Approval | cersfy that the mfommation enwred on this fomm & scourate pod that t
proposed attion i n complance with statutory and regulitory eguirements.

GRions THOT 10 70T Are Sa0IE ATt Dro TS
62118 NSN 7540-01-333-6239



FART D - Remarks by Requasting Office

Mote i Subsrwsnrs Din woik kingeey of

PART E - Employea Resignation/Retirameant

e TG

Privacy Act Statsrment

You ars requasted 1 fumnish a specific reason for your rasignation or

retirameant and a forwarding address. Your reason mcg' b;.?::dond n

any future decision regar your re-amployment in ti sarvice

an; may aiso be used t(:ngsmmim your eligibility for unemploymem

compensgation benefits. Youw forwarding address will be used primarly

to mall you copies of any documents you should have or any pay or
pensation 10 which you are entitled.

This information is requested under suthority of sections 301, 3301, and
8508 of title 5, U.S. Code. Sections 301 and 3301 authorize OPM

and agencies 1 issue ulations with regard to emplo m of
individuas in the Federal sf?rvice and their records, while uelYlg:B&G
requires agencies to furnish the specific resaon for tarmination of
Federal servics to the Secretary of Labor or & Swate sgency in
connaction with administration of unem compangation
programs.

The fumishing of this informastion is volurtary; however, failure to
provide it may rasult in your not recsiving: (1) your copies of those
documents you should have; (2) pay or othar compansation due you; and
(iﬂlw unemployment compensation benefits to which you may be
entitlad.

1. Reasons for Remgnation/Reticement (NOTE: Your ressona ara uesd in detemmining poseible unemployment benefits. Plesase be specific and
avoid genersfizations. Your resignationvretirement is effactive at the end of the day - midnight - uniess you specify otherwise.)

PART F - Remarks: for SF 50
P20:

B, e veand b A iess (b

Stroed, Cihy, Siam, S0P Codle)

Position and pay reflect the following actions effective during employees absence:

(1ist of applicable actions; e.g. "702 Promotion, 11-20-99 to GS-0202-7/1 @ $22,717pa; 8594
Pay Adj, 01-03-00 to GB-0202-7/1 @ $23,050pa; 893 Within-grad Inc, 11-23-00 to G8-0202-7/2 @

$25, 060pa”) :




Sample Restoration SF-52

Standard Form 82
Rev. 791

U:S; Qffce of Pemornal Mansgament REQUEST FOR PERSONNEL ACTION

PART A - Requesting Office (Afso complete Part B, ftems 1, 7-22. 32, 33, 36. and 38./

1. Actmons Fagesitoo |1. Frgeest Mumbar
Return from Unlform Service exercising restoration rights
A P Addetinad bidosinatay Cobl (N dead Todngad o B} . Iropomeld L acirer Dsds
5. Acton Requested By [Typed Narme, Tith, Sonacse, acxd Requst Dakel Action Awthorized by (Tvoad Nama Titk. Sornetus: and (h [ =)
11 /2B/2000

PART B - For Praparatian of SF 50 (Use only codes in FPM Supplement 252-7. Show ﬂ'".dﬂ'rﬂ_x:ﬁ'l manth-day.yearordar.]
T Naom (Las, Fiest, Micofe) - 2. Socmd Securty Mundr 13, Daw of Biruy . Effaciren Duhs
11282000

FIRST ACTION SECOND ACTION

S CodelB-B, Mature ol Asticn 'E A Couel 5B, Nt of Acoon

100 | Caresr AppL |

B-E. Codeib-0r. Lognl Aoty B-C. Codel8 0. Logal Autbanty

CAE | Reg. 353.207
b B Codie f-F. Lisgal Awtiornty i S, Couo | B-F. Lugul Authorty

]

EDNM |USDE DEMO Beltsvillae
T TRONY: Poamon THIS DO Tednme T T Toenan Too ant N urribser
B, Py Pian 13,000 Cooe] L0, Donds o L] 11 Sae0 o Maa] 12, Tomsl Saliry [T Bt VG oy [17. Coe 16 Grniie of Love] 10,5000 o Pl |20, Tomul Selryidavard BT Py

| it Mo ke | iusis

1248, Bag Poy 128 Locady A, 12C. A Base Pay | 120 Other Pay DA HBemic Pay 208, Localty Ag) 20C. Al Busic Pay [ 300, Cither Pay

T, Masmo and Locoson of Poston's E:r,;uru.:.u:n;-n 22, Moo ard Location of Pomition's Grganiition
EMPLOYEEDATA
23, Vebrans Profonency 245, Terwre |26, Agancy ta |26 Wethrrs Pruof Toe RIF
¥ - Moo 3 - BO=Pow D iny & - 104 MO O o Mo 7 - Condeiarnl ‘=
2« GPoii A« 1 C-Pann e o o ks i B = 10-Pomt Comanmshin! 105 | L Pamandra 3 - incefivie. | | YES NO
F7. FEGLI T8 Annutond nociine 55 9. Piry Fate Detenneant
I
0. Hetmnunt Pl i:ll Sarved Cong). Dade (lawve) |00, Wyofk Sasmiule R Furl-Tane HL:I.I':.' =T
— — TALERY
] | | Puy Penod
POSITION DATA
T Pomton Ocdupied 35, FLSA Cotegory 6. A r o BT, Rarc Uine &4
1 - St arie Servion 3 - SE5 Darawnl E- Exama i (4. Barganing Uné Sty
| 2 = Bl Setae & - SEE Corpw M- Mt
8. Dty Stotion Cocle 38, Duty Stution @ity - County - State o OverSodes Location)
—
40. Agency Oata 43, 42, 43. 44,
45, Educational Leva 48, Year Degee Attained 47, Academic Disciphne{4 8. Funttiona Class |49, Gitizenship 50, Vetwrans Status [51. Supervsory Stotus
—
1-USA 8- O i
PART C - Reviews and Approvals (Mot to be used by requesting office.)
1. Office Function ritiole/ Signature Date | ottceruncion hitiols/Sigrewre Dot
N lo.
. Ia
C. IF.
2. Approval: | certify thut the infonmation entered on this fonn is accurite and that th Swgnature Approval Date
proposed action is n compliaioe with statutory and regulattny requirements.

edrtions Frior to // re Not exﬂer 87!!!:5!
52-118 NSN 7540-01-333-6239



PART D'- Remarks by Requesting Office
Do yoou ke of
I =YES", pleimsa stote tiwssa facty

Mty t0 S L e

nedchtariul of confictng tssons Tod (i srmployee &

o t sspirole shwet arnd attich to

1% [

SF52.)

Attachment: Discharge notice (including "Honorable" discharge and date of discharge) .

PART E - Employee Resignation/Retirermeant

Privacy Act Statement

You are requested to furmish a specific reason for your resignation or
retirament and a forwnrd:g addreas. Your raason mﬁ”b:;mdm
any future decision ragar your re-smpioymarnt in eral

and may also be used tongcmmins your sligibility for unemployment
compensation benefits. Your forwarding address will be used primarily
10 mall you copies of any documerts you should have or any pay or
compensation 10 which you are entitled.

This information is requested under authority of sections 301, 3301, and
8508 of title 5, U.S. Code. Sections 301 and 3301 authorize OPM

and agencies 10 iseus regulations with regard to smployment of
individuals in the Fodarfal :iivice and their r::%ard., while section 8508
requires agencies 1 fur the specific reason for termination of
Federal service 10 the Secretary of Labor or a State agency in
cornection with administration of unemployment compensation

programa.

The fumishing of this information is voluntary; however, fallure to
provide it may rasult in your not receiving: (1) your copies of thoss
documents you should have; {2) pay or other compensstion due you; and
3 ?’% unemployment compsnestion benefits to which you may be
entit

1. Reasons for Resignation/Ratirement INGTE: Your raasons are Used in detarmining possbie unemployment bandlits. Flenss ba specific and
svold generslizations. Your resignation/retiremnent is effactive at the end of the day - midnight - uniess you specity otherwiss.)

2. Effective Ome13. Your Sorwtse

PART F - Ramarks for SF 50

M39: Creditable Military Service
M40: Previously Covered

4 Data Siorad 5. Forwmeding Adioas fAhsmiar Seass, Cine Srmm 378 Dol

TO7: Completed service requirement for career tenure from 1/05/97 to 1/04/00.
PO6: Pay rate includes WGI's or other rate changes to which employee would have been entitled
had he or she remained continuously in Federal service.

K38: Promoted from GS-0202-06, effective 11-20-99.
M38: Frozen Service:

M4S5: Employee is automatically covered under FERS.
M10:

OPF maintained by USDA, ARS, HRD, 5601 Sunnyside Avenue, Beltsville, MD 20705




VI. Related Actions
a. Change in Veterans’ Preference

e o s T

If called to active duty after an employee has entered on duty, the employee may
become eligible for Veterans Preference and/or Veterans Preference for RIF. After
the employee has returned to duty, the evidence furnished by the employee (usually
the DD-214) should be reviewed to see if a change is warranted. Refer to the
Office of Personnel Management’s “VetGuide” for more information on
determining Veterans’ Preference. Refer to the “Restructuring Information
Handbook, Module 3, Reduction-in-Force” and/or the Office of Personnel
Management’s “Employees Guide to Reduction in Force” for more information on
determining Veterans’ Preference for RIF.

Processing Change in Veterans’ Preference Actions

NOAC/Authority is: 883-Chg in Vet Pref for RIF; CCM-5 U.S.C. 2108

The appropriate values in block 23 and/or block 26 should be entered.

Evidence used to determine preference eligibility should be filed on the right side
of the OPF.



Sample Chg in Vet Pref for RIF SF-52

REQUEST FOR PERSONNEL ACTION

Standand Form §2
Rev. 791

U.S. Office of Pecsonnel

FPM Supp. 296-33, Subch. 3

PART A - Requesting Office (A/so caomplete fart B, Itgms 1, 7-22, 32, 33, 36, and 39.)

1 Actcrs Flagamsted

Change in YVeterans'

BToE

=} 4

Reduction in

Foroe

T, ot Akietrorsal Tviormatean Lol (A Qrkd e or smor

4. Fsquoest Mumibor

P [r—" o e

[P —— g p— E— s —p—— ——p—

PART B - For Proporation of SF 60 (Use only codes In FPM Sup phes

L, Mamve (L, Frsd, Moode)

FIRST ACTION

5-A Coum|5-B, Natan of Acon

11/28/2000

2. Sotial Secunty Mumor .:!. Dae of Birsh
{
|

SECOND ACTION

Ga. Code| 5 B, Matum of Avsan

O. ACTINN AUNONING DY (TVOST ARMS. THie. SIONetum, and Cnnoigrence [ntel

gnr 292-7. Show alf dates in month-day-year ardir.)

. Eflirttno Divn
1128/ 3000

883 | Chg in Vet Pref for RIF
B C. Ciroa| 50, Lirpasl Auhairy B-C. Code{t [. Legal Autioriy
i | 2 U,5.2., 2108

G Cde |5-F, Lirgll ALty

&5, Comiu | B.F. Liggal Avsfusny

£ FRUNG Fosmon Tila and Number Th, T roaman THls md o

£ [y 1%y [U.000 ol |10 idtade 0f Lirvs| | 1. S0z oot Haak |12 Taseal Salary TVEFay Bevis 1 ey VT, G 18 Gind o Lews] 10,5000 i Asie |20, Teral Baloryiievard B Imy
| il R i
J |

124, B Pay TEE Locuity Ay 1200 Ady Dagic Pay [ 120, Oher Pay 204 B Pay 200, Liealy Ad 200, Adp. Bosic Poy [ 200, Oowe Fuy

T, Mot ared Loenion of Poeton'd O et

[, Motm sl Lovian of Poatans O et

E PLOYEEDATA
277 Virleruwis Prefisure FEr (24 Turaan b e 25 Vitkmis P Tor RIF
1+ bt 3y I OPae Dby LR T.C T e O Mo B4 i |07 Sy Lia et
2 2« Defhia 4o N Powa LG f e madia A = 1D Pl o i b 50, T T Mervdirdl d s Ficsd Psis x \fES | HO
&7, FEGU LB, Annusung hidcotor

210, Pay Rate Celanim

A0, Patepnie Plan

]

FOSITION DATA
4. Pobelzn CouHim

1+ Chiinost dmw Sereos
1 - Escwot ad Gerveca

3+ FEG Chbiwir sl

37, Sk Coeng, Ul iLeiy |

6. FLEA Culbpony

E - Exerme

T = T

26, -!-:..l;}ll."'l.l'ul.l.'ll'i Codis

T Fail:Tenw e Fai
Lrerukdy
T

3 7. Gargamning Ling ‘._?.ulu-.'

A BES Carwel W - blzrsamme
38, Diey Swuron Ceeds 39, Ducy Stotion, (Sity - Cowily - S0 or Ovoyseay ooy
400 Agpiay Doso 1. s 3. i

25 Elucntanal Lisea

=4, Tear RDogun Aftared (47, Acodnres Db

40 Funeigad Cliiy

A0, CameuriElup

ﬁ_| 1Lt u-nrrrﬁ :

PART C - Reviews and Approvals (Not ta be used by requesting office. |

180, Yideas Stows

51, Supmiisney Staha

1. Oifioe Foczin i e ity Do Ty g | [ e = Dirts
A, 0. |
B. IE.
G F.
2. Agprovab | cerafy thod tho nfonneton snmred on ths fuan & ecuriae ong U gy Sigranem Aamival Gt
propesed gelion 1% 31 compianm with atotuory and regulsiony aguroments,
3y 3 RIONS Priof 10 /7 @ Not Usabie

52-118

er 6/ 30/
NSN 7540-01-333-6239



FART b-- HGF‘I'IB”G“‘ by Reguesting Office

LS LD Suaene

oy o oo consl o CoriRCTy ruskons

i satd thoesa Tais o

At tachment: DD-214

PART E -

Employes Resignation/Retirement

R BT
1 B Bup LD whedt wred artoach 1

T L i

g O v

Privacy Act Stsement

You are ested 10 fumish a specific reasson for your lonor
ST I

fusure deci your 1 eral survmo
meavabobemdto mine your Ubimvformdovmm
compensstion benefits. Your forwarding address will be used primarily
to mad you copies of any documemts you should have or any pay or
compensation 1o you sre entitled.

This information is requestsd under authority of sections 301, 3301, and
8508 of title S, U.S. Code. Sections 301 and 3301 suthorize OPM

and issue ulations  with 10 o of
M%in the Fedeul scrvm ice and their rmm MIrrmmvm:SOO
requires agencies to furnish the spacific resson for termination of
Federal service w the Secretery of Lebor or & Siaste agency in
comection with adminimration of ur jon
programs.

The fumishing of this information is voumarv. however, iacluru to
provide it may resst in your not receiving: (1) youreopiuot ose
you should have; {2) pay or othar compenaation due you; end

mﬁonbamfhtomichyoumvbo

{ Sahnd 4 »

(D any
entitled.

. Reasons for ResgnationRetiremant (NOTE: Your reasons are used in determining possible unemployment benelits. Fieases bs Speciiic and
avoid generalizations. Your resignation/retirernemt is effective at the end of the day - - midnight - unless you spacify otherwise.)

Fir g

PART F - Remarks for SF 50

T4, Dty % R ]

B, Forwearding A kvl (Wi, Sircer, Ciry, STay, 2P Code)




VII. Web Sites for More Information
* ARS form for Election of Benefits Coverage for Employees Called to Active
Military Duty
- http://www .afm.ars.usda.gov/hrd/payleave/reservist/ WGFORM.pdf
* General Information

— http://www.opm.gov/veterans/
—  http://www.opm.gov/veterans/html/vetguide.asp#Reduction%20in%20Milit
ary%20Retired%20Pay

» Military Leave

—  http://www.opm.gov/ioca/LEAVE/HTML/MILOA.

—  http://www.opm.gov/oca/LEAVE/HTML/MILITARY .ASP
e Veterans Preference for RIF

—~  http://www.opm.gov/rif/handbook/rih03b98.pdf

— http://www.opm.gov/rif/general/rifguide.pdf


http://www.afm.ars.usda.gov/hrd/payleave/reservist/WGFORM.pdf
http://www.opm.gov/veterans/
http://www.opm.gov/veterans/html/vetguide.asp#Reduction%20in%20Military%20Retired%20Pay
http://www.opm.gov/oca/LEAVE/HTML/MILQA.asp
http://www.opm.gov/oca/leave/html/military.asp
http://www.opm.gov/rif/handbook/rih03b98.pdf
http://www.opm.gov/rif/general/rifguide.pdf

VIII. Attachment 1

Election of Benefits Coverage for Employees Called
to Active Military Duty

URDASARS ELECTIONOF BENEFITS COVERAGE FOR EMPLOYEES CALLED TO ACTIVE
Human Resources Divison
2601 Sommrstds Avenns MILITARY DUTY

SRty Reguesting Leave Without Pay or Scparating {for more than 30 days)

Baitsvile, MD 20798-5107 {eurrent as of February 26, 2003)
EMPLOYEE NAME (PLEASE TYPE S8N: DATE LWOP BEGAN:
OR PRINT)

Or

DATE OF SEPARATION:

MAILING ADDRESS FOR OFFICIAL CORRESPONDENCE AND CONTACT TELEPHONE NUM BER:

Federal Employee Health Benefits (FEHB)

The FEHB Program allows you to continue coverage at no vast to you for up 10 18 months while you are on leave without pay
(LWOP) or separate 10 enter sctive duty military. A1 the end of the | B months your coverage will terminate. You and your
cligible family members will have 31 days to converl 10 a non-goup policy. When you remrn to active Federal Service you can
enroll in an FEHB plan within 60 days of the return 10 service {as lon g as the position is not excluded from co verage). If youde
nof want to sontinue your FEHB please check below, sign, and date this form. The termination is not considered a break in
the continuous coverage necessary for continuing FEHB coverage into retirement. However, the period during which the
termination is in cffect does not count toward satisying the required 5 years of continuous coverage.

Continue theenroliment
Terminate the earoliment
Not Earolied

Lump-Sum Annual Leave
As an employee cailled to active military duty yon may choose o (1) have your annual leave remain to your credituntil you
return to your civiliasn position, or {2) receive a lamp-sum payment for all sccrued and accumulated annual leave, There is no
requirement for you 1o separate from your civilian Federal position in order 10 receive the lump-sum payment, you must refund
your agency an amounicqual to the pay that covers e period between the date of reemployment and the expiration of the
lump-sum leave perod.

I wunt my annual leave to remain

I eleet » hmp-sum payment for my annual leave*

1 vlecttn use my axnnual leave while on active duty**
i electto use my military leave while on active duty**

*There is no requirement for you to separate from your civilian federal position in order to receive the lump-sum payment, I
you retarn 1o your civilisn position prior 10 the end of the period covered by the lump-sum payment, you musi refund your
agency an amount equal 10 the pay that covers the period between the daie of reemployment and the expiration of the lump-sum
period.

**] understand that when [ am performing aclive military duty, my compensation will be based on the terms of my military pay
grade, Compensation from my civilian posilion will not be received unless | clect 1o use military or annual feave. [ will work
out the deiails of my leave usage (annual and Military) with my supervisor and limekeeper before  report fo r active duty.




_ _ _ - Page 1

Thrift Savings Plan (TSP) Loan Payments

If you are currently making loan paymenis to TSP, while you arc on LWOP 10 perform military service, you will be permitied 1o
suspend payments on yo ur loan until you return 10 pay status. Although loan paymenis will not be due before then, interest will
continue 1o accrue for the entire period. (You cannot repay your civilian TSP loan by making lomn allouments from your
uniformed services pay.) The macinmum time limits forrepaymenss, 3 years for general purpose loans or 18 years for
residential loans, will be extended by the feng th of your military service. (f youscparate, TSP will send you a notice with
instructions 1o repay your boan within 90 days. 1 you do nol pay the loan in full within the rquired date, the outstmxding
balance of your loan and any unpaid imcrest will be reporied 10 1he IRS as a taxable distribution.

Are youcurrenily paying a civilian TSP loaw? YES NO
CERTIFICATION

Employee Signature Daic

Agency Representative ' - Date

{Please vomplete, sign, and return this document with your 8F-52, “Request for Personnel Action™, and 2 copyof your
military srders, to ypur personnel contact)




Attachment 2
SUBJECT:  Uniform Service Component
TO: EMPLOYEE NAME

FROM: HUMAN RESOURCES SPECIALIST, Human Resources Specialist,
301-504-XXXX

The Agricultural Research Service requires that we collect military status data for all
employees.

Please check the appropriate box indicating your current military status, if any. Retired
military personnel should check the appropriate box and also show the date of such
retirement in the “Date Retired Military Service” block.

NONE
Ready Reserve
Standby Reserve
O3 National Guard
04 Retired Military — Regular
0s Retired Military — Non regular
Retired Military — Regular and Reserve/National Guard
7 Retired Military — Non regular and Reserve/National Guard
Date Retired Military Service

Please contact your servicing Human Resources Specialist to update your military status at
any time during your employment or if you have any questions regarding this form.
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