             Classification Checklist*
* The purpose of this checklist is for internal OHR use.  The HR Specialist should use this document as a tool to ensure that items are complete and accurate on Forms SF-52 and OF-8.

	                                                                  SF-52 
	Yes
	NO
	N/A
	Comments

	Effective date of action:       

	
	
	
	     

	Employee Name:       

	
	
	
	     

	Type of Action:       

	
	
	
	     

 FORMTEXT 
     

	From Position Info:  

Title:      _______________________


PP & Series:       ___________________
	
	
	
	     

	To Position Info:

Title: _     ______________________



PP & Series:       ___________________
	Check if same as above.  


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Does Occupational Code match Title?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Is FLSA consistent with the Evaluation Statement?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Does FLSA on OF-8 (block #7) agree with SF-52? 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Is Supervisory Code correct? 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Is functional classification correct? 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Is Bargaining Unit Status (BUS) correct?  


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Does BUS code on SF-52 match block 26 on the OF-8? 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Remark on SF-52 regarding FPL, career ladder or promotion potential?  
     

	
	
	
	     

	OF - 8

	PD and Evaluation Statement attached?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do Title, Pay Plan, Occupational Code, & Grade on OF-8 match 

Items 15, 16, 17, 18 on SF-52?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Are all blocks completed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Appropriate remarks in block #26?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 CLC Code correct / ok?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	PD #/ Job Code/Position Number Correct?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Reviewed February 2006

NIH/OHR/SPB
Page 1 of 1


