Temp NTE Request — Appointment

Required Documents — Temp Request Sheet and Resume

Fill out blocks 3, 4, 5 and 6 in Part A. Also enter “171” in First
Action 5-A with the expected Not to Exceed Date
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O Request for Personnel Action (Appeintment, Routing Group:N
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Requesting Info

- PART A - Requesting Office
1 Actions Requested
|Appaim:mem:

3 For Additional Information Call (Full Name)

2 Request Number

Telephone Number 4 Prop. Eff. Date  ASAP

[HuTCHINGS, SHANE C [522440 [30-nov-2015 r
5 Action Requested By (Full Name) Title Reguest Date
[symington, John w |HUMAN RESOURCES SPE( [23-NOV-2015

6 Action Authorized By (Full Name) Title Concurrence Date

[symington, John W |HUMAN RESOURCES SPE( [23-NOV-2015

~ PART B - For Preparation of SF 50
1 Last Name First Name

2 Social Security Number 3 Date of Birth

Middle Name

4 Effective Date

-~ FIRST ACTION SECOND ACTION
5-A Code  5-B Nature of Action 6-A Code 6-B Nature of Action

[171 [Excepted Appointment NTE 01-JAN-2016 | ] [ ]

5-C Code  5-D Legal Autharity 6-C Code 6-D Legal Authority
5-E Code  5-F Legal Authority 6-E Code 6-F Legal Authority
History Extra Information Person Position (B) Others_._ (D)

©|Requestfor Persenne! Action (Appeintment, Routing Graup:NG_ROUTING_GP)
Employee SS8N Nature of Action

| | Excepted Appointment |

R ing Position Data |
— FROM INFORMATION ~ TO INFORMATION
7 Position Title Number SeqNo 15 Position Title Number Na
I I | I Enter if known otherwise leave blan
& Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
I | | I
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary Award UM

| i | | O
12A Basic Pay 12B Locality Adj. 12C Adj. Basic Pay 20A Basic Pay  20B Locality Adj. 20C Adj. Basic Pay
I B | |
12D Other Pay 13 Pay Basis
I I i

14 Name and Location of Position's Organization

20D Other Pay 21 Pay Basis

22 Name and Location of Position’s Organization

Persan

l History I Extra Information I

I Position (B) I Others._.. (D)

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

For Part B, Enter 171 in block 5-A
and enter the Not to Exceed (NTE)
date. For this action, do not enter
the Employee’s name or effective
date. They will be built by HRO
staff

Enter position information only if
known. If you’re not sure, leave it
blank. For an Appointment (i.e.,
Recruit, Temp NTE, etc) it will be
blank. For most others, this
information will auto-populate.
Please do not change it



| © Request for Personnel Action (Appointment, Routing Group:NG_ROUTING_GP)
Mature of Action

Employee 58N
oy M [Excepted Appointment |

Employee and Position Data

| - EMPLOYEE DATA

23 Veterans Preference 24 Tenure 26 Veterans Preference for RIF
| 27 FEGLI 28 Annuitant Indicator 29 Pay Rate Determinant

30 Retirement Plan 31 Senice Comp. Date (Leave)

32 Work Schedule 33 Part-Time Hours Per Biweekly Pay Period

‘ - POSITION DATA

34 Position Occupied 35 FLSA Category 36 Appropriation Code

1. 2.

37 Bargaining Unit Status

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

\I History I Extra Information I Person I Position (B) I Others... (D)

© Request for Personnel Action (Appointment, Routing Group:N OUTING_GP)
Nature of Action

Employee SEN
B [lExcepted Appointment |

Remarks and Address

- PART D - Remarks by Requesting Office
{Note to Supenisors: Do you know of additional or conflicting reasons for the employee’s resignation/retirement?)
C¥Yes CNo

Enter any remarks that you would like to make here._.

~ PART E - Employee Resignation/Retirement

Reasons for Resignation/Retirement

Forwarding Address City State

Zip Code Country

~ PART F - Remarks for SF 50

~ Code Description Required
I | r Leave this blank.

l Histary I Extra Information I Person I

Position (B) I Others_._ (D)

Leave this page blank

Enter any notes you would like in
Part D, however this information
should be covered in the Temp
Request that you will attach later.

You’ll also leave Part F, blank

Next click on the disk on the top
row of symbols and select “No”
when asked about Routing the
request.



Attaching document(s) to the Request

Click on the paperclip on the top

For Temp NTE Requests, please attached a resume along with row of icons

the Temp Request sheet
Click in the Category Box on the first
row (10) and enter the word
Comments, next type “Notes” and
“Notes” again. Next, enter the
comments you wish to make — those
to the left are just a sample. Next Tab
over to the Data Type column and
Enter “Short Text”.

BYO GBS Pl L IDERIALED 2512

O Attachments

Main
Seq Category Title
m 10 |Comments

Description

Notes Notes

R R

30 |Miscellaneous |Request Sheet |Request Sheet

Entity Name: PA Request

Request to bring on a Temp Tech to replace, to support, efc....
[resume and Request shet aiached To attach any required documents,
click in the Category box in the next
row down. Type Misc, put in the title
and description. Tab over to the Data
Type column and enter “File” which
will prompt you to insert a document
on a separate page (sometimes it
opens behind other pages, look for
CMF Upload Page if it doesn’t appear).
Browse for the file, Click “Submit” and
then Close Window. From there,
select “Yes” for the pop-up “Has the
file been uploaded successfully?”

Publish to Catalog Document Catalog...

Eelude 2elEted Wocurients

To save your action for other
individuals to approve, follow the

GRS F 8 D@ 29 5 G E &2

Due B s W Crange Famity [l Rafesn

AUTHORIZED Date Sent .
o 2013 1218 same process however save the action
NW'-"“ 25 NOW 2015 02:26:1 .
i 03 DEC 2018 11293 to your Directorates Groupbox. To
127 15.0CT- 2015 12:57:4 .
3P At 4Puop B Dme ASAP | [T0]13 N0V 2018 0726 Save the action for HRO to process,
HUTCHING 30-NOV.- 2015 L) 18-NOV. 2015 08:18: . . "
L L ISTARY Request Dte Tsnovans o2z first click on the Disk on the top row of
yrengion
Shm icons, answer Yes to Routing the
it %
PARTBF — e v Personnel Action. Click in the “Select
e o s s Groupbox” button, type NH, and
e NRO_CLASREATON MR LIS select the “NH-REQ FOR PERS ACT”
B2 :::x:::inm ::::awn::inm: H «“, ”
i RO SUMY e and click “OK”.
5-C Code oK NH_ACTICN_REC MH_ACTION_REQ
NH_LFEAZ MNew Hampshing USAS Groupton
5E Code
Histgry Extra Information
Eind oK Cancel

The action has now been
requested for HRO processing.






