Change in Hours — 782
Required Documents — None

On the Navigator, select “Request for Personnel Action” and then select “Change Actions” and
then “Change in Hours
Change in hours is used for part time employees only. Do not use for: Change in hours for two pay
periods or less.
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Requesting Info

~ PART A - Requesting Office
1 Actions Requested 2 Request Number
|Change - Change in Hours

3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date  ASAP
Symington, John W 664-9348 |U&MAR72015 r

5 Action Requested By (Full Name) Title Request Date
[symingtan, John W |HUMAN RESOURCES SPEC [17-MAR-2016
6 Action Authorized By (Full Name) Title Concurrence Date
[symingtan, Jahn wr |HUMAN RESOURCES SPEC [17-MAR-2016
~ PART B - For Preparation of SF 50
1 Last Name First Name Middle Name
2 Social Security Number 3 Date of Birth 4 Effective Date
000-00-0000] r | 06-MAR-2016
~ FIRST ACTION SECOND ACTION
5-ACode  5-B Nature of Action 6-A Code 6-B Nature of Action

782 |Change in Hours

5E Code  5F Legal Authority 6ECode  6F Legal Authority

5-C Code  5-D Legal Authority 6-C Code 6-D Legal Authority

[

History Extra Information Person Position (B) Others___ (D}
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=) Request for \ctio (Change - Change in Hours, Rou

SSN Nature of Action

p Employee
W [changeinHous |

Position Data

- TO INFORMATION

- FROM INFORMATION

7 Pasition Title Number Seq No 15 Position Title Number Seq Mo
I | |

8 Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary Award UDOM
124 Basic Pay 12B Locality Adj. 12C Adj. Basic Pay 20A Basic Pay 20B Locality Adj. 20C Adj. Basic Pay

12D Other Pay 13 Pay Basis 20D Other Pay 21 Pay Basis

14 Name and Location of Position's Organization 22 Name and Location of Position's Organization

Person Others... (D)

Extra Information Position (B)

History

May 2016

Complete all of PART A. Blocks 5
and 6 can only be completed by the
person who has the request.

For Part B, Start by entering the
effective date in block 4 and the
SSAN in block 2. Information for
blocks 1 and 3 will auto-populate.
Next Enter 782 in block 5-A

For this request, position information
will auto-populate. No other
information will need to go on this

page
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[© Request for Personnel Action: 06-

Employee

O 2

ge in Hou

Nature of fictmn
N [HchangeinHous |

Employee and Paosition Data

~ EMPLOYEE DATA

23 Veterans Preference

24 Tenure 26 Veterans Preference for RIF

—

27 FEGLI

28 Annuitant Indicator 29 Pay Rate Determinant

(N

30 Retirement Plan

31 Senvice Comp. Date (Leave)

32 Work Schedule

33 Part-Time Hours Per Biweekly Pay Period

[32.00

— POSITION DATA

34 Position Occupied

35 FLSA Category 36 Appropriation Code

37 Bargaining Unit Status

1, 2
38 Duty Station Code 39 Duty Station (City-County-State / Overseas Location)

45 Educational Level

46 Year Deg. Att. 47 Academic Discipline 48 Functional Class

49 Citizenship

50 Veterans Status 51 Supenvisory Status

Histary

= Request for Personnel Action: 06-MAR-201

Employee SSh

(Note to Supervisors: Do you know of
CliYes ©No

Extra Information

PART D - Remarks by Requesting Office

Person Pasition (B) Others... (D)

6 (Change - Change in Hours, Routing Group:NG_ROUTING_GP)
N Nature of Action

N Hchange inHours |

Remarks and Address

additional or conflicting reasons for the employee’s resignation/retirement?)

PART E - Employee Resignation/Reti

Reasons for Resignation/Retirement

Forwarding Address City State
Zip Code Country
[ J Lol
PART F - Remarks for SF 50
Code _Description Required

History

Extra Information

Person Position (B) Others_._ (D)

May 2016
Enter the number of hours per pay
period that the employee will be
changing to.

NOTE: It must be a minimum of 32
hours and a maximum of 64.
Decimals can be used if needed

You will leave Part D and Part F
blank

Next click on the disk on the top row
of symbols and select “Yes” when
asked about Routing the request.
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