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Introduction TC "Introduction" \f C \l "1" 
This handbook is for Delegated Employment Officers (DEO) ( those who have attended training and have been notified in writing that they are delegated the appointing authority to approve initial appointments for designated positions known as Letter of Authorization (L/A) and Student Temporary Employment Program (STEP).  The delegated authority only includes positions in the general schedule (GS) and does not include the hiring of Wage Grade (WG) positions, 
non-U.S. citizens, nor any other type of personnel actions such as conversions.  This authority has been delegated to assist field locations in expediting the hiring process for general schedule L/A and STEP positions.  

This authority should be taken seriously since it transfers to the DEO the responsibility of making sure actions are processed in compliance with applicable statutory and regulatory requirements.  If a person is appointed to a position for which they are not eligible or do not qualify, the employee may have to be released without pay or downgraded.  Therefore, the Human Resources Division (HRD) will continually monitor actions to ensure they are in compliance with statutory and regulatory requirements.  Misuse of the L/A or STEP authority by the DEO will result in their authority being withdrawn.  HRD will also ensure that required information/data is processed to the National Finance Center.  

This handbook is designed to provide assistance to DEO’s in effecting temporary general schedule appointments under the L/A and STEP authorities.  It is very important, however, that each DEO work with their servicing specialist who can answer questions and provide guidance on processing specific actions.  Please provide any comments or suggestions regarding the contents of this handbook to the REE Employment Officer on 301-504-1397.

iv 
 SEQ CHAPTER \h \r 1 TC "Delegated Employment Officer (DEO) Program Guidelines" \f C \l "1" 
Delegated Employment Officer (DEO) Program Guidelines TC "Delegated Employment Officer (DEO) Program Guidelines" \f C \l "1" 
Recommendation
Recommendations should be in writing, via memorandum or email, from 
Process

the Deputy Area Director, thru the servicing HRD Branch Chief, to the Employment Officer.  Request should clearly state who is being nominated for this authority, the specific location they will service, and any circumstances surrounding the request (i.e., the previous DEO, Ms. Smith, retired).

Formal Training
1) USDA Graduate School self-study course, “Qualification 

Requirements
 
Standards for GS Positions” (ID# STAF7051N).  Details as to how to enroll, cost, etc., can be found at www.grad.usda.gov.  This training introduces the Operating Manual, Qualification Standards for General Schedule Positions, explains how the manual is organized and how to apply it to make basic qualification determinations.




2) HRD sponsored LA/STEP DEO training.  This training reviews the laws and regulations governing LA/STEP appointing authorities; pre-recruitment and recruitment requirements; eligibility and minimum qualification requirements; forms required for appointments; and gives instruction on how to complete an 




SF-52 and the documentation required. 

Provisional

Once training is completed, the DEO will work closely with their servicing
Period

            specialist for the first year to ensure they thoroughly know and understand




the laws and regulations relating to LA/STEP authority. 


Letter of

Letters will be issued to all DEOs conferring authority to sign
Authority

LA/STEP personnel actions.  Only those that have been issued a letter have this authority.



HRD


HRD will ensure that required information/data is processed to the

Involvement

National Finance Center.  HRD will provide oversight and periodically 



audit actions for quality control.  HRD reserves the right to withdraw       



this authority at any time due to misuse, consistent errors, etc.

                                                                              v

Section 1 - Excepted Service TC "Section 1 - Excepted Service" \f C \l "1"   

1.1.     Regulations TC "1.1.     Regulations" \f C \l "2"   Regulations governing the excepted service are found in the Code of 
Federal Regulations (CFR) at 5 CFR 213 Subpart A (see Appendix A).  It is important that DEO’s read and understand these regulations before approving actions since both L/A and STEP are excepted service hiring authorities.  

1.2.
Process TC "1.2.
Process" \f C \l "2"   Positions in the excepted service are exempt from following certain competitive procedure requirements of the competitive service (e.g., vacancy announcement, rating and ranking, etc.).  Veterans’ preference, however, does apply as explained later in Sections 7.4. and 8.1.  All selections must be made without regard to race, color, national origin, gender, religion, age, disability, political beliefs, sexual orientation, and marital or family status.

1.3.
Excepted Schedules TC "1.3.
Excepted Schedules" \f C \l "1"   The Office of Personnel Management (OPM) decides whether the duties and requirements of any particular position justify exception from the competitive service.  OPM authorizes positions to be filled by excepted appointments under Schedule A, B, and C.  A specific description of each of these schedules can be found at 5 CFR 213 Subpart C (see Appendix A).

1.4.
Publication of Appointing Authorities. TC "1.4.
Publication of Appointing Authorities." \f C \l "2"   Schedule A, B, and C appointing authorities available for use by all agencies (e.g., STEP) are published in the CFR.  Those appointing authorities that are for use by a single agency, such as the L/A which can only be used by the Department of Agriculture, are published annually as a Federal Register Notice.

1.5.  
Legal Authority. TC "1.5.  
Legal Authority." \f C \l "2"  The legal authority for an excepted service appointment is the appropriate Schedule (A, B, or C) followed by the specific cite from the CFR or Federal Register Notice which gives the agency the authority to make that appointment (e.g., Schedule A 213.3113(a)(5)).
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Section 2 - Letter of Authorization (L/A)
2.1.
Legal Authority.  The L/A authority is an agency specific excepted service hiring authority, therefore, it is not found in the CFR but is published each year as a Federal Register Notice.  The L/A legal authority is Schedule A 213.3113(a)(5) which states in part, Temporary, intermittent, or seasonal employment in the field service of the Department in positions at or below GS-7 and WG-10 in the following types of positions:  Field assistants for subprofessional services; ... agricultural helpers, helper-leaders, and workers in the Agricultural Research Service ...

2.2.
Positions Covered.  The LA authority covers field assistant type positions only.  It does not include support positions such as office automation clerk/assistant, secretary, trades, crafts or manual labor positions.  The following is a list of series, grade and title of positions for which the use of L/A authority would be appropriate:
GS-400        Biological Sciences Group
404-01

Biological Science Aid

404-02

Biological Science Aid

404-03

Biological Science Aid

404-04

Biological Science Laboratory Technician, Agricultural Science Research Technician, Biological Science Technician

404-05

Biological Science Laboratory Technician, Agricultural Science Research Technician, Biological Science Technician

404-06

Biological Science Laboratory Technician, Agricultural Science Research Technician, Biological Science Technician

404-07

Biological Science Laboratory Technician, Agricultural Science Research Technician, Biological Science Technician

GS-800        Engineering and Architecture Group
802-01

Engineering Aid

802-02

Engineering Aid

802-03

Engineering Aid

802-04

Engineering Technician

802-05

Engineering Technician

802-06

Engineering Technician

802-07

Engineering Technician

GS-1300      Physical Sciences Group
1311-01
Physical Science Aid

1311-02
Physical Science Aid

1311-03
Physical Science Aid

1311-04
Physical Science Aid

1311-05
Physical Science Technician
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1311-06
Physical Science Technician

1311-07
Physical Science Technician

1316-01
Hydrologic Aid

1316-02
Hydrologic Aid

1316-03
Hydrologic Aid

1316-04
Hydrologic Technician

1316-05
Hydrologic Technician

 

1316-06
Hydrologic Technician

1316-07
Hydrologic Technician



WG Positions (Note: Only servicing specialists have authority to approve WG

                        

 positions)

3511-01/04
Laboratory Worker

5002-04
Farmer

5031-03/05
Insects Production Worker

5048-04/05
Animal Caretaker

5705-05/07
Tractor Operator

2.3.
Schedules Permitted.  Full-time, Part-time, Intermittent (positions in which work recurs at sporadic or irregular intervals so that an employee’s tour of duty cannot be scheduled in advance of the administrative workweek). 

2.4.
Time Limitations.  Appointments made for 130 work days or less in a service year can be filled year after year.  Appointments made for 131 - 180 work days in a service year can only be filled for two consecutive service years.  Regardless of the number of extensions or appointments, the total employment may not exceed 180 working days in a service year.
2.5.
Counting Work Days.  A service year begins with the employee's initial appointment and continues for one year.  If the employee works or is in a paid status (e.g., holiday, annual/sick leave, credit hours, etc.) for any part of a day, even if only for one hour, that day is counted.

2.6.       T&A.  Follow the instructions below when completing T&A’s for employees with
number of days worked limitations (L/A).  Contact the Pay and Leave Staff, Human Resources Division, on 301-504-4426/1468 if you have any questions or concerns.  
· In the webTA T&A Profile screen, select FT Temp < 90 days, FT Temp >= 90 days, PT Temp < 90 days, PT Temp >= 90 days or Intermittent.

· Prepare the T&A as normal in the Edit T&A Screen except you will need to go into the Remarks section (near bottom of T&A) and show the total number of days the employee has worked.  Subtract that number from the maximum number of allowable days, i.e. 180 days – 10 days worked = 170 days remaining.
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· Count as one day in pay status any day for which pay is received, regardless of the number of hours worked.  Paid leave days and holidays also count as days worked.

Extreme care must be exercised to ensure employees do not exceed their appointment limitations. 

2.7.
Benefits.  *L/A employees ...

· on intermittent work schedules are not entitled to annual or sick leave.

· on appointments for 90 calendar days or more are entitled to annual and sick leave if they are on a regular tour of duty (i.e., part-time or full-time).

· on appointments for less than 90 calendar days are only entitled to sick leave if they are on a regular tour of duty (i.e., part-time or full-time); however, keep in mind, if the original appointment is extended beyond 90 calendar days without a break in service, the employee will be entitled to annual leave retroactive to their original appointment date.

· may earn credit and/or compensatory time at the discretion of the supervisor and in accordance with applicable laws and regulations.    

· are not entitled to other benefits (e.g., TSP) except tort claims and injury compensation claims.

*NOTE:  If the appointee was previously covered by benefits without a break in service of 3 days or less, consult your servicing specialist.
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Section 3 - Student Temporary Employment Program (STEP) 
3.1.
Legal Authority.  The STEP authority is available for use by all agencies and is therefore found in the CFR at 213 Subpart C Section 3202.  The STEP legal authority is Schedule B 213.3202(a) which is found at Appendix A, Section 213.3202(a).  DEO’s must thoroughly read and understand these regulations before making STEP appointments.  

3.2.
Positions Covered.  STEP appointments may be made to any position at any grade for which the student qualifies including clerical, administrative, technical, professional, and wage grade.  The position does not have to be related to the student's field of study.  STEP appointees are placed in a regular GS/WG classification series (such as GS-404, Biological Science Technician).  Note: Only servicing specialists have authority to approve WG positions, so contact your servicing specialist if you need to fill a WG position.

3.3.
Schedules Permitted.  STEP appointments may work full-time or part-time schedules at anytime during the year.  There are no limitations on the number of hours a student can work per week, but the student’s work schedule should not interfere with the student’s academic schedule.  OPM Student Q&A’s at Appendix X which says an intermittent schedule is only appropriate when the nature of the work is so sporadic and unpredictable that a regular scheduled tour of duty cannot be scheduled in advance.  It is not the intent of the Student Educational Employment Program to have students working in these types of positions.  Students can work full or part time schedules, as best meets their needs and the needs of the agency.  Additionally, be mindful that students on intermittent schedules do not earn annual and sick leave; however, if they are working a regular tour of duty they are entitled to leave and if challenged the agency could have to compensate the student accordingly.  

3.4.
Time Limitations.  STEP appointments are given temporary appointments not-to-exceed one year or less.  Appointments may be extended in 1-year increments as long as the individual continues to meet the eligibility requirements.  There is no restriction on the number of times this authority may be used to fill a position, the number of times a student may be appointed, or the number of days or hours worked in a year.

3.5.
Benefits.  *Students ...

· on appointments for 90 calendar days or more are entitled to annual and sick leave if they are on a regular tour of duty (i.e., part-time or full-time).

· on appointments for less than 90 calendar days are only entitled to sick leave if they are on a regular tour of duty (i.e., part-time or full-time); however, keep in mind, if the original appointment is extended beyond 90 calendar days without a break in service, the employee will be entitled to annual leave retroactive to their original appointment date.
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· on a rare intermittent schedule are not entitled to annual or sick leave.

· may earn credit and/or compensatory time at the discretion of their supervisory and in accordance with applicable laws and regulations.

· are eligible for health insurance at the full cost (no government contribution) after completing one year of service.  

· are not entitled to other benefits (e.g., TSP) except tort claims and injury compensation claims.

*NOTE:  If the appointee was previously covered by benefits without a break in service of 3 days or less, consult your servicing specialist.
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Section 4 - Quick Reference of Similarities/Differences Between L/A and STEP 
	Similarities
	L/A and STEP

	Qualifications
	OPM Qualification Standards for GS Positions

	Age
	16-year minimum age and subject to all Federal, State, and local laws

	Citizenship
	Must be a U.S. Citizen or a Citizen of

a country in alliance with U.S. (Note: only HR specialists have authority to hire non-U.S. citizens)

	Employment of Relatives
	Yes, if not working in direct supervisory chain

	Suitability
	Applies

	Veteran Preference
	Applies

	Vacancy Announcement
	Optional

	Signed Statement of Understanding
	Yes, a Conditions of Employment for Letter of Authorizations (L/A) Appointments must be signed for L/A and a Statement of Understanding Student Temporary Employment Program for STEP


	Differences
	L/A
	STEP

	Appointing Authority
	Schedule A 213.3113(a) (5)
	Schedule B 213.3202(a)

	Position Number
	Begins with 7
	Begins with 0

	Appointment Time Limitation
	Not to exceed 130 or 180

working days in a service year
	Not to exceed one year or date of graduation

	Types of Positions Covered
	Temporary, Seasonal, or    Intermittent at or below GS-7 and WG-10 (consult your servicing specialist for WG positions)
Only for field assistants, not clerical, crafts, trades, or manual labor positions 
	All series and grades (consult your servicing specialist for WG positions)

	Proof of Student Enrollment
	Not required
	Yes, required
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Section 5 - Pre-Recruitment for L/A and STEP
5.1.
What Is Needed?  For both L/A and STEP, the DEO will need a Request for Personnel Action (SF-52) and a complete Position Description with a signed Position Description Cover Sheet (AD-332).

5.2.
Request for Personnel Action (SF-52).  The requesting office prepares a Request for Personnel Action (SF-52) by completing Part A., Blocks 1-6 and Part B., Blocks 15 - 19, 21, 22, 32, 33 and 39 and submits it to the DEO to indicate they have a position to be filled.  A requesting office may consult with the DEO in deciding which authority is appropriate.  The DEO is responsible for knowing who has the authority to approve these actions. See www.afm.ars.usda.gov/divisions/hrd/hrdhomepage/instruct.htm and Section 10 of this handbook for more information regarding requesting and completing the SF-52.

5.3. 
Complete Position Description.  A complete position description consists of a (position description,( which is a narrative describing the duties of the position and factors used in evaluating those duties and a position description cover sheet (AD-332).  
A.
Position Description.  The DEO will determine whether a standard position description can be used.  Use of the standard (generic) position descriptions which are available for many of the positions covered by these authorities is encouraged.  Standard position descriptions can be found on ARS website at:  http://www.afm.ars.usda.gov/hrd/classification/positions/index.htm.  If there is not a standard position description for the duties of a position needed to be filled or if it is a WG position, a draft position description with a cover sheet must be submitted to your servicing specialist for classification and approval.

B.
Position Description Cover Sheet (AD-332).  For all positions an AD-332 must be completed and submitted to the servicing specialist.  If a standard position description is used, complete an AD-332 (see Appendix C for instructions on completing the AD-332) which will be submitted along with other required documentation to the servicing specialist within three business days of the appointment.  However, if a standard position description is not used or if the position is a WG, a draft position description and AD-332 must be submitted to the servicing specialist for approval and processing prior to the appointment.  

1.
Position Number.  The DEO will obtain a valid position number for each position.  This will normally be assigned during the ARMPS process, however, if the position is an addition to ARMPS, a position number can be obtained from the servicing specialist.  Be sure to explain to the specialist that this is for an L/A or STEP position.  An L/A position
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number will begin with a (7( and a STEP position number will begin with a (0.(  Remember to recycle position numbers.  The same numbers can be used from year to year, regardless of the previous position(s classification (i.e., grade, series, title).  Once a student position is vacated, it is perfectly acceptable to use that number again.

2.  
Supervisor(s Certification.  All AD-332's submitted to the servicing specialist must be signed and dated by the supervisor of the position certifying that the duties listed are accurately stated.   
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Section 6 - Recruitment
6.1.
Locating Applicants.  Locations may recruit informally by contacting local high schools, State Employment offices, business schools, professional and trade associations, groups of individuals whose members would be interested in the positions being filled or a vacancy announcement as outlined below.  In many cases the selecting official has already worked with a local college or university, knows whom they wish to select, and will submit their application when the SF-52 is forwarded to the DEO.  In this case, the DEO must ensure the applicant meets all eligibility requirements, qualification requirements, and that veteran(s preference was appropriately adjudicated as outlined in Sections 7.4 and 8.1 of this handbook. 

6.2.
Vacancy Announcement (Optional).  The use of a vacancy announcement is optional.  See Appendixes D and E for sample L/A and STEP vacancy announcements.  If a vacancy announcement is not used, information regarding employment opportunities should be distributed to sources such as those listed above that are likely to yield a diverse pool of good candidates.  

A.
Required Information.  If using a vacancy announcement, include the following information:  title, series, and grade of the vacant position; location of the vacant position; salary; work schedule; vacancy announcement number; opening and closing date of the announcement; area of consideration; a brief summary of the duties of the position; qualifications required; physical requirements of the position if applicable; directions for applying; name and telephone number of a point of contact if an applicant has questions; equal employment opportunity statement; and reasonable accommodation statement. 

B.
Open Period.  The announcement should remain open for a reasonable period, e.g., seven calendar days, to ensure an adequate supply of qualified applicants.  Allow a minimum of 7 days after the closing date for receipt of applications by mail.  

C. Selective Placement Factors.  Any selective placement factors used must be approved by the servicing specialist.  Since this would be something that is necessary to perform the duties of the position but cannot be learned within 90 days (e.g., speak another language), selective placement factors will only be used in very rare circumstances for the types and grades of positions filled under L/A and STEP.
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Section 7 - Receipt and Review of Applications
7.1
What Must Be Done?  DEO must ensure applicants meet all eligibility and qualification requirements, make veteran preference determinations and ensure that veterans( preference is appropriately adjudicated.  The DEO must annotate each application with the following information: date received; title, series, and grade of position for which being considered;  (eligible( or (ineligible(; qualification standard used; (qualified( or (not qualified(; and veterans( preference group (e.g., (TP 5-pts( or (NV(). 

7.2.
Eligibility Requirements.  The DEO is responsible for determining that applicants meet basic eligibility requirements.  All eligibility requirements as outlined below must be met before making a candidate an official offer. 

A.
Citizenship.  All L/A and STEP appointees must be (1) a citizen of the United States; (2) a citizen of a country the U.S. Congress has specifically exempted from the restricting legislation in the annual Treasury, Postal Service and General Government Appropriations Act; or (3) a national of a country currently allied with the United States in the current defense effort.  (NOTE: Only servicing specialists have authority to approve non-U.S. citizen appointments).
B. Age.  Federal employees have a 16-year minimum age requirement.  Additionally, all other Federal, State or local laws and standards regarding employment of minors must be adhered to.  Where there is a conflict, the most stringent of the laws and regulations should be applied.  This includes abiding by Department of Labor (DOL) regulations in 29 CFR, Part 570 which places restrictions on the employment of those less than 18 years of age.  There are also hour and day limitations on employing any youth under age 18.  These youths may not be employed in a job declared hazardous by the Secretary of Labor.  Contact your servicing specialist with questions.

C.
Employment of Relatives.  A public official may not advocate a relative's appointment, employment, promotion or advancement anywhere in his/her agency or in any agency over which he/she exercises jurisdiction or control.  It is not illegal to have two or more members of a family working in the same agency, but 

one may not supervise a relative, take a personnel action that affects a relative, or advocate the employment of a relative.  See http://www.afm.ars.usda.gov/hrd/staffing_recruit/relative.htm for a definition of a relative and more detailed guidance on this subject. 

D.        Suitability.  A candidate’s suitability for Federal Employment must be considered
during the selection process.  The Declaration for Federal Employment (OF-306) provides information needed to make this determination and must be completed prior to making an official offer.  Therefore, it is recommended that this form be
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completed at the time of an interview or as soon as practicable in the selection 

process.  Based on the information reported in this document and the application,
appointees must be found to be reliable, of good character, loyal to the United States, and mentally and physically capable of performing the duties of the position to which appointed without danger to themselves, fellow employees, or the public.  If you have any concerns regarding any of these issues or find an applicant's character may be questionable, e.g., other than honorable military discharge, falsification of an application, etc., consult with your servicing specialist before proceeding with the action.  Additionally, if an applicant answers, (yes( to questions 9 through 13 of the OF-306 which deals with convictions, delinquent debts, you must contact your servicing specialist before making a tentative offer.  A blank copy of this form can be found on http://www.opm.gov/Forms/pdf_fill/of0306.pdf. 
E.
Selective Service Registration.  Males born after 1959 and at least 18 years of age must be registered with the Selective Service to be considered for employment unless they meet certain exception criteria or get a waiver from OPM (see website http://www.sss.gov/regist.htm).  Males required to register but do not by their 26th birthday are barred from employment in the executive branch of the federal government.  Selective Service Registration information is provided by the applicant on the OF-306 at blocks 7a. through 7c.  Information provided can be verified at www.sss.gov/regver/verification1.asp by entering the applicant(s name, social security number and date of birth. 

F.
Proof of Student Enrollment (STEP Only).  Official documentation must be
provided by the appointee verifying they are enrolled or accepted for enrollment at least half-time in a program of study leading to a degree, diploma, or certificate, at an accredited high school, technical or vocational school, 2 or 4 year college or university, graduate, or professional school.  Documentation can be verified by contacting the institution.  Enrollment must be maintained throughout the length of a STEP appointment, therefore, additional proof of student enrollment can be requested at anytime.
1. 
Half-time Enrollment.  The student must be taking at least a half-time course load.  The definition of half-​time will vary from one institution to another.  If there is any doubt about the adequacy of an applicant's course

load, the definition provided by the institution will be applied.  An exception is permitted when the individual is in the final period before graduation and needs to complete less than a half-time course load.

2.
Acceptable Proof.  Documentation must show the current course load and must be on official school letter head or have a school emblem.  Documentation such as a class schedule on plain bond paper or transcripts from prior classes completed are not acceptable.  
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7.3.     Qualification Requirements
A.
Qualification Standards.  L/A and STEP appointees must meet qualification requirements but not test requirements as outlined in the OPM Operating Manual for Qualification Standards for General Schedule Positions, hereinafter, (Qualification Standards.(  This manual can be found at www.opm.gov/qualifications/index.htm.  Each DEO must read and understand Chapters I, II, and III of this manual; the appropriate qualification standard; and individual occupational requirements if applicable prior to making any qualification determinations.  Additionally, it is also highly recommended that each DEO take the USDA Graduate School, Qualification Analysis course.  This course is offered as a correspondence course which is fairly inexpensive and requires no travel.  If you do not understand or have any questions regarding qualifications, contact your servicing specialist.  

1.
Group Coverage Qualification Standards.  Group Coverage Qualification Standards, hereinafter referred to as, (group standards,( consist of a statement that describes what positions are covered by that particular standard; a table which shows the minimum education OR general and specialized experience required to qualify at each grade level; defines educational, general/specialized experience as it relates to the position covered; list examples of how education and experience should be credited; proficiency requirements if applicable; describes use of selective factors for positions covered; and contains a list of occupational series covered (those marked with an asterisk indicates an individual occupational requirements exist for that series).  Attached at Appendix B are four group standards frequently used for L/A and STEP appointments: Clerical and Administrative Support Positions, Technical and Medical Support Positions, Administrative and Management Positions, and Professional and Scientific Positions.  
2. Individual Occupational Requirements (IOR).  Individual occupational
requirements (IOR) must be used in conjunction with the group standards.  It gives additional guidance of how education and experience should be credited for that specific series and may list additional education or experience requirements for that specific series (e.g., for GS-3: Successful completion of 1 year of study that included at least 6 semester hours in any combination of courses such as engineering, engineering or industrial technology, construction, physics, drafting, surveying, physical science, or mathematics.).  Attached at Appendix B are four individual occupational requirement standards frequently used for L/A and STEP appointments:  GS-404, Biological Science Technician Series; GS-802, Engineering Technician Series; GS-1311, Physical Science Technician Series; and 
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            GS-1316, Hydrologic Technician Series.  Since a variety of IOR(s exist for many series for which L/A and STEP appointments can be made, the list of series covered by each group standard must be reviewed carefully to ensure specific series is not asterisked.





B.
Crediting Education.  Detailed instructions on how to qualify applicants based on education can be found in the Qualifications Standards in Chapter II at the website listed above.  Below is some general guidance.

A. Accredited Educational Institutions.  Education must be obtained from an institution accredited by the Department of Education.  Go to http://www.ope.ed.gov/accreditation/Search.asp to verify whether or not an institution is accredited.  A list of publications/organizations that can also assist you in verifying accreditation can be found at Appendix G.    

2.
Academic Year.  

a.
Undergraduate.  At the undergraduate level, successfully completed education that has not led to possession of a degree is credited based on its relationship to 120 semester hours or 180 quarter hours.  For example, 30 semester hours or 45 quarter hours are comparable to 1 year of undergraduate education.  Four years of progressive study or 120 semester hours meets the degree requirements.  Additional credit cannot be given for duplicate course work.  If an applicant has attended two or more institutions that use different systems, you may need to covert semester hours to quarter hours or vice versa, whichever you prefer, in order to determine exactly how much education the applicant possesses.  In making these determinations, use the chart below and the formulas, table, and examples of converting semester/quarter hours provided at Appendixes H and I.

	SEMESTER HOURS
	YEARS
	QUARTER HOURS

	30 semester hours
	1
	45 quarter hours

	60 semester hours
	 2
	90 quarter hours

	90 semester hours
	 3
	135 quarter hours

	 120 semester hours
	4
	180 quarter hours
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b.
Business or Technical School.  For study at a business or technical school, 36 weeks of study (20+ classroom hours per week) is comparable to 1 academic year above high school.
A. Graduate.  An academic year of graduate education is considered to be the number of credit hours that the school attended has determined to represent 1 academic year of full-time study.  This determination is made based on the normal course load for a full year of study in the graduate program.  If that information cannot be obtained from the school, 18 semester hours or 27 quarter hours should be considered as satisfying the 1 year of full-time study requirement.  Part-time graduate education is creditable in accordance with its relationship to a year of full-time study at the school attended.

d.
Other Terms.  When academic credit is expressed in contract months, units, or other terms that differ from conventional semester or quarter hours, it is the responsibility of the applicant to provide an interpretation of such credits from the appropriate institution in order to equate them to the semester or quarter hours specified in the standard.
C.
Crediting Experience.  Detailed instructions on how to qualify applicants based on experience can be found in the Qualifications Standards in Chapter II. at www.opm.gov/qualifications/index.htm.  Below are general guidelines to follow in crediting experience.

1.
General/Specialized Experience.  Experience is typically described in a qualification standard as either general or specialized experience.

a. General Experience is experience that demonstrates the applicant’s ability to acquire the particular knowledge and skills needed to perform the duties of the position to be filled.  Knowledge of the specific work of the position is not a prerequisite.   Ability to acquire is the key to evaluating general experience.
b.
Specialized Experience is experience that is typically in or related to the work of the position to be filled.  Applicants must have demonstrated the ability to perform successfully the duties of the position after a normal orientation period.  Demonstrate the ability is the key to evaluating specialized experience.  
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When the standard distinguishes between general and specialized experience, general experience cannot be credited for specialized experience.  However, specialized experience can be credited as general experience.

Credit for experience is given based on the normal work week and work year for the particular type of employment.  Experience that involved less than the normal work week is credited based on the relation it bears to the norm.  In most occupations, the normal full-time work week is 35 - 40 hours and the normal work year is 12 months.  In evaluating experience, there are various types of creditable experience such as full-time, part-time, concurrent, military and volunteer.
2.        Full-time.  Applicants are considered to have satisfied the requirement for a year of experience for minimum qualification purposes through completion of either 12 months or 52 weeks of creditable work experience, whichever comes first.

3.
Part-time.  Part-time work is prorated in crediting experience.  For example, an employee working 20 hours per week for a 12-month period should be credited with 6 months of experience.  Time should generally be figured on the basis of hours in a pay status (excluding overtime) rather than scheduled hours in order to recognize the service of part-time employees who frequently are required to work additional straight-time hours.  A formula and an example of crediting part-time work are found at Appendix J.

4. Concurrent.  Concurrent experience is experience in more than one position (does not include overtime in same position) which can be credited as follows:

General Experience - Credit may be given for general experience gained concurrently in more than one position depending on its applicability. If the experience meets the requirements of the standard, credit should be given for the time, excluding overtime, worked in each position. However, credit can be given for only 1 year of experience for any 12-month period. For example, a person who worked full time in each of two clerical positions for over 6 months during a 12-month period, performing duties comparable to the GS-3 level, can only be credited with a year of general clerical experience. 
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Specialized Experience - Concurrent, straight-time experience in a second position can be credited towards meeting specialized experience requirements only if it contributes significantly to the applicant's possession of the specific KSA's required for the position to be filled. However, credit may be given for only 1 year of qualifying experience for any 12-month period. 

5.
Military.  Creditable military service for veterans( preference or that is the basis for restoration to the former civilian position should either be evaluated as an extension of the work the individual was doing immediately before entry into the Armed Forces, or on its merits, whichever is more beneficial to the individual.

In crediting time spent in civilian occupations, military service can be credited either as an extension of the regular employment or of the fill-in employment, whichever is more advantageous to the individual.  All military experience evaluated on this basis will be credited at the same level of difficulty and responsibility as the prior civilian experience.  If the actual military experience is to be evaluated for credit, it is particularly important that it is evaluated on the basis of the duties performed, rather than on the basis of the military rank of the individual.

6. Volunteer.  Experience for which the applicant receives no pay is given the same credit as comparable paid experience.

D.
Crediting a Combination of Education and Experience.  Detailed instructions on how to qualify applicants based on a combination of education and experience can be found in the Qualification Standards Chapter II. at www.opm.gov/qualifications/index.htm.  A formula which can be used to determine an applicant(s qualifications based on a combination of education and experience is found at Appendix K.  

7.4.
Veterans( Preference.  In accordance with 5 CFR 302, selecting officials must follow the principles of veteran preference when making L/A and STEP selections.  The DEO is responsible for making preference determinations and ensuring preference is appropriately adjudicated.  Specific instructions for adjudicating preference are contained in the OPM(s Federal Employment Policy Handbook: Veterans and the Civil Service (VetGuide) found at http://www.opm.gov/employ/veterans/html/vetguide.asp.  A Veteran Preference Chart is provided as a supplement to the VetGuide at Appendix L and a sample DD-214 at Appendix M.  Basically, each applicant will be identified as one of the following:
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CPS 10-pt.
10-point compensable preference based on a service-connected disability 


of 30% or more; an applicant must submit an *SF-15, Application for 10-Point Veterans Preference plus the documentation required by that form.

CP 10 pt.
10 point compensable preference based on a service-connected disability 



of 10% or more, but not 30%; an applicant must submit an *SF-15, 



Application for 10-Point Veterans Preference plus the documentation 



required by that form.
XP 10 pt.
10-point (other) preference; granted to recipients of the Purple Heart, 



persons with a non-compensable service-connected disability (less than 



10%), widow/widower or mother of a deceased veteran, or spouse or 



mother of a disabled veteran; an applicant must submit an *SF-15, 
Application for 10-Point Veterans Preference plus the documentation 



required by that form.

TP 5 pt.
5-point preference; an applicant must submit a DD-214, Certificate of 



Release or Discharge from Active Duty, or other proof of eligibility.

NV

designated a non-veteran.  


*A blank SF-15, Application for 10-Point Veteran's Preference form can 




be found on OPM Standard Forms web site at 







http://www.opm.gov/forms/html/sf.asp.  
7.5. Applicant Notification.  All applicants should be kept abreast of the status of their 



         application.  Applicants that do not meet eligibility or qualification requirements should be 


         notified as soon as practicable.  


7-8

Section 8 - Referral and Selection.  
Applications of candidates meeting all eligibility and  qualification requirements should be forwarded to the selecting official.  

8.1.
Order of Consideration.  Candidates must be considered in the following order of veteran preference priority: CP/CPS, XP, TP, and NV (see Section 7.4. above).  Therefore, a NV cannot be selected if an eligible, qualified veteran is available nor can a TP veteran be selected if an XP veteran is available.  Please contact your servicing specialist if you have any questions or concerns regarding adjudicating veterans( preference.  

8.2.
Selection Process.  Allow the supervisor a reasonable period of time to review the applications, interview, and make a selection.  Once a selection is made, the DEO will make the official offer, set the effective date and advise as to when to bring the candidate on board.  

8.3.
Applicant Notification.  The selectee should receive a confirmation letter and all other applicants should be notified of the disposition of their application.
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Section 9 - Required Documentation.  
It is extremely important that the appropriate documentation is completed correctly and submitted to the servicing specialist within three business days after the effective date of the action.  Most forms have instructions on them, be sure instructions are understood and followed.  Below is additional guidance regarding required documentation.  Contact your servicing specialist if there are any questions or concerns.  It is also a good idea to fax your servicing specialist a copy of the SF-52 or email them so they will know the appointment package is on its way and they can follow up if it is not received timely.  

9.1.
L/A and STEP Documentation Checklist. An L/A and STEP Document Checklist can be found at Appendix N.  A copy of this form must be completed and sent to your servicing specialist with the other required documentation.

9.2.
Request for Personnel Action (SF-52).  A completed SF-52 must be submitted with each appointment action.  It must be dated and signed by the DEO certifying that the information is accurate and in compliance with statutory and regulatory requirements.  See Section 10 below for more detailed instructions on completing this form.  Samples of a completed L/A appointment and STEP appointment SF-52's are found at Appendixes O and P, respectively.

9.3.
Application.  As of December 31, 1994, agencies may not require applicants to submit an Application for Federal Employment (SF-171), although they will still be accepted.  Applicants now have the option of submitting a resume, curriculum vitae, Optional Application for Federal Employment (OF-612), or any other written format.  There is no set format but an application package must evidence the applicant(s ability to meet all eligibility and qualification requirements as indicated in this handbook.  Go to http://www.opm.gov/forms/html/of.asp and scroll down to OF612 for an electronic copy which can be printed. 

9.4.
Position Description with Signed Cover Sheet (AD-332).  A completed position description and signed cover sheet (AD-332) are required as outlined in Section 5.3. of this handbook.  See also Appendix C for instructions on completing.

9.5.
Declaration for Federal Employment (OF-306).  Since suitability determinations must be made prior to making a selection, this form must be completed, signed and dated by the applicant in block 17a. at the earliest stage of the selection process (if an interview is conducted, it is recommended you have the candidate complete this form immediately before their interview).  See Selective Service Registration and Suitability in Section 7.2.E. above for more important, detailed information regarding these issues.  Additionally, selectees must sign and date block 17b. when they are processed in.  For a blank electronic OF-306 which can be printed, go to http://www.opm.gov/Forms/pdf_fill/of0306.pdf. 
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9.6.
      Appointment Affidavit (SF-61).  Must be completed for initial appointments.  The form is signed by the appointee, and also signed and dated by the agency representative.  Please note: the appointee must literally raise their right-hand and repeat the oath of office in front of someone with the appropriate authority. 

9.7.
Employee Eligibility Verification (I-9).  Must be completed for each appointment.  The directions on the form should be followed carefully.  Identification used for US citizens should not be copied and sent to the servicing specialist. 

9.8.
Race and National Origin Identification (SF-181).  This form must be provided to each appointee during in processing; however, it is the appointee(s discretion whether or not they complete and submit it.  If the appointee is provided the form but chooses not to submit it, that fact must be conveyed to the servicing specialist by checking the appropriate block on the LA/and STEP Document Checklist.    
9.9.
Self Identification of Medical Disability (SF-256).  This form must be provided to each appointee during in processing; however, it is the appointee(s discretion whether or not they complete and submit it.  If the appointee is provided the form and chooses not to submit it, that fact must be conveyed to the servicing specialist by checking the appropriate block on the L/A and STEP Document Checklist.  

9.10.
Employee(s Withholding Allowance Certificate (W-4).  Each appointee must complete an Employee(s Withholding Allowance Certificate (W-4) so the agency can withhold the correct Federal income tax from their pay.  

9.11.
Federal, State and Local Tax Forms.  The DEO is responsible for knowing what Federal, state and local tax forms are required.  Your servicing specialist can help you determine what state and local tax forms are required.  

9.12.
Employee Address (AD-349).  This form must be completed and signed by each appointee.  

9.13.
Direct Deposit (SF-1199A) OR Fast Start Direct Deposit (Form 2231).  Each appointee should complete a direct deposit form.  Your servicing specialist can help you determine which form is appropriate for you to use.  

9.14.
Work Permit.  If the appointee is a minor, a work permit may be required.  Your servicing specialist can help you determine if a work permit is required.  A sample of a completed Maryland work permit is at Appendix W.  

9.15.
Designation of Beneficiary (SF-1152).  Each appointee must be provided this form.  They should be asked to read the Order of Precedence listed on the form.  If they agree with it, they do not need to complete it or they can complete it and write, “Agree with Order of Precedence” where space is provided to list beneficiaries.  If they do not agree with the Order of Precedence, they should complete the form per the instructions.
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9.16.
Conditions of Employment for Letter of Authorization (L/A) Appointments OR Statement  of Understanding Student Temporary Employment Program.  Each L/A appointee must read, sign, and date a Conditions of Employment for Letter of Authorization (L/A) Appointments which also must also be signed and dated by the agency representative and each STEP appointee must read, sign, and date a Statement of Understanding Student Temporary Employment Program.  A blank Conditions of Employment for Letter of Authorization (L/A) Appointments and Statement of Understanding Student Temporary Employment Program are at Appendixes Q and R, respectively. 

9.17.
Proof of Student Enrollment (STEP Only).  Official proof of student enrollment must be submitted with each STEP appointment.  See Section 7.2.F. above for more detailed information regarding specific requirements.  A sample proof of student enrollment is found at Appendix S.

9.18.
Proof of Education.  If selectee qualifies based on education or the position has a positive education requirement, an official transcript or a statement from the institution(s registrar, dean, or other appropriate official is required.  The original transcript or statement is needed; however a copy may be accepted if an agency representative (LAO, servicing specialist, etc.)  makes the copy of the original and certifies they saw the original.  A sample of an official transcript is at Appendix T.

9.19.
Certificate of Release or Discharge from Active Duty (DD-214).  Each appointee claiming veterans( preference must provide a copy of their DD-214 which verifies eligibility.  See Veterans( Preference section above.  A sample DD-214 is found at Appendix M.

9.20.
Application for 10-Point Veteran(s Preference (SF-15).  Each appointee claiming 10-point veteran(s preference must provide a copy of an SF-15 plus the documentation required by that form to verify their eligibility for preference claimed.  A blank SF-15 can be found on OPM Standard Forms web site at http://www.opm.gov/forms/html/sf.asp.   
9.21.
Certification of Typing Proficiency.  For all STEP appointments occupying positions that have a minimum typing proficiency requirement pursuant to the appropriate qualification standard, applicants must document typing speed on their application by attaching a copy of performance test results, a certificate of proficiency from an OPM authorized office, or through self-certification on their application.  

9.22.
NACI Paperwork.  NACI stands for National Agency Check & Inquiry which is a background investigation that is completed on all government employees who are placed in a Low Risk, Nonsensitive position for more than an aggregate of 180 days in either a single continuous appointment or a series of appointments.  Check with your servicing specialist for specific paperwork requirements.  All positions designated as Moderate Risk Public Trust (i.e., work in a Biosafety Level 3 facility), require preemployment Special Agency Check before EOD.   
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Section 10 -  Instructions for Completing a Request for Personnel Action (SF-52) for L/A and STEP Appointments.  
An SF-52 must be completed or (coded for each L/A and STEP appointment in accordance with OPM’s Guide to Processing Personnel Actions, Chapter 4. Requesting and Documenting Personnel Actions which is found at www.opm.gov/feddata/gppa/gppa.htm.  General information is provided in the beginning of this chapter and detailed instructions for completing the SF-52 block by block starts at page 4-41, Job Aid Instructions for Completing Parts A, B, and D of the SF-52.  DEO(s should review these instructions and understand how they apply to actions they are approving.  Additionally, all codes for Part B. of the SF-52 are found in the Guide to Personnel Data Standards which gives an explanation of what information is in each block, a list of codes that can be used, and a description of each code.  Listed below are most codes needed to complete Part B. for L/A and STEP appointments, however, DEO’s may need to refer to the Guide to Personnel Data Standards which is located at www.opm.gov/feddata/guidance.htm when coding actions.  Samples of a completed SF-52's for an L/A appointment and a STEP appointment are found at Appendixes O and P, respectively.  Contact your service specialist if you have any questions.
Part A., Block 1.  Identifies action requested which will be, L/A Appointment OR STEP Appointment.  Completed by requesting office; however, they may need to consult with the DEO to determine which authority is appropriate.

Part A., Block 2.  Identifies request number consisting of the last two digits of the fiscal year, dash, four digit fourth level organizational structure code, dash, four digit sequential numerical code (e.g., 02-6453-0001).  

Part A., Block 3.  Identifies name and telephone number of a person to contact if additional information is needed.

Part A., Block 4. (Optional).  Identifies a proposed effective date.  

Part A., Block 5.  Contains the name, title, signature and date signed of person requesting the action.  

Part A., Block 6.  Contains the name, title, signature, date signed which verifies their concurrence of a person authorized to approve action.  The DEO is responsible for knowing who has the authority to approve L/A and STEP appointments.

Part B., Block 1.  Identifies last, first and middle name of the appointee.  This should be the appointee(s official name as it appears on their application and used for official documents such as social security records, driver(s license, etc.

Part B., Block 2.  Identifies appointee’s social security.  DEO must verify appointee’s social security number against application/resume or other official documentation. 






        10-1
Part B., Block 3.  Identifies appointee(s date of birth, entered as month-day-year order.  DEO must verify this date against application/resume or other official documentation.

Part B., Block 4.  Identifies the effective date of the action.  Enter date in month-day-year order.  

If at all possible, L/A and STEP appointments should be effective the first day of a pay period (Sunday).  If the first Monday of the pay period is a holiday and the employee is on a full‑time or part‑time work schedule and scheduled to work the holiday Monday, the effective date of the action should still be the first day of the pay period (Sunday) and the employee would be entitled to the holiday pay.  Likewise, if the employee is on a part‑time schedule but not scheduled to work the holiday Monday, e.g., scheduled to work on Tuesdays, Wednesdays and Thursdays, the effective date should still be the first day of the pay period (Sunday), however, the employee would not be paid for the holiday since they were not scheduled to work that day.  Keep in mind, if for any reason the effective date of an appointment action is after the first Monday of the pay period, the employee would not be entitled to earn leave that pay period.

Part B., Block 5-A.  Identifies nature of action code which is a three digit numerical number.  For L/A and STEP appointments that DEO(s are authorized to approve, this code will be 171.

Part B., Block 5-B.  Identifies the nature of action.  For L/A and STEP appointments this will be, (Exc Appt NTE( and the not-to-exceed date (e.g., 07-13-02) which will vary as explained below but this date can never exceed one year from the effective date of the action.  For L/A appointments the number of workdays they are scheduled to work (e.g., 130) should be counted out on a calendar to determine the not-to-exceed date (e.g., the appointee(s work schedule is Tuesday, Wednesday, Thursday, using a calendar begin counting scheduled workdays:  the first Tuesday as 1, first Wednesday and 2, first Thursday as 3, second Tuesday as 4, second Wednesday is 5, second, Thursday as 6, etc. when you get to the desired number of days, that will be your not-to-exceed date).  For STEP appointments the not-to-exceed date will be the date the student(s services will no longer be needed, one year from the effective date, or the date the student graduates whichever is sooner.  Keep in mind that students are only eligible for a STEP appointment while they are in school and once they graduate they are no longer eligible, therefore, if they will graduate within the year, the not-to-exceed date should not be later than their expected graduation date.

Part B., Block 5-C.  Identifies legal authority code which is a three digit alpha/numerical code.  For all L/A appointments this code will be XZM.  For all STEP appointments, this code will depend on what type of degree program the student is working toward, therefore, use the list below.

Y1K
for high school diploma program


Y2K
for post-high school certificate program (e.g., a vocational or technical certificate program)

Y3K
for associate degree program

Y4K
for baccalaureate degree program

Y5K
for graduate degree or professional degree program
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Part B., Block 5-D.  Identifies legal authority.  For all L/A appointments this legal authority will be Sch A 213.3113(a)(5).  For all STEP appointments this legal authority will be Sch B 213.3202(a) plus add the following:

HS 

for high school diploma program 

Voc/Tech 
for post-high school certificate program

Assoc 

for associate degree program

BA/BS 
for baccalaureate degree program 

Grad/Prof 
for graduate degree or professional degree program.
Part B., Blocks 5.-E. Through 14.  Leave blank.

Part B., Block 15.  Identifies position official title and five digit position description number.   This information is found on the AD-332, Block 4.  See also, Section 5.3.B.

Part B., Block 16.  Identifies pay plan which will always be (GS( since DEO’s do not have authority to approve actions for other pay plans.
Part B., Block 17.  Identifies occupational code of the position which is a four digit numerical number.  This information is found on the Position Description Cover Sheet (AD-332), Block 12.
Part B., Block 18.  Identifies the grade of the position which is a two digit numerical number.  This information is found on the Position Description Cover Sheet (AD-332), Block 14.
Part B., Block 19.  Identifies the step which will always be, (01( unless the appointee had prior Federal experience that could be used to place the appointee in a higher grade.  If this is the situation, please consult your servicing specialist to ensure the appointee is placed in the appropriate step. 
Part B., Blocks 20A., 20B., and 20C.  Identifies basic pay, locality pay, and adjusted basic pay. 
Part B., Block 21.  Identifies pay basis.  Per the Guide to Data Element Standards enter PA if the salary in Block 20C is per annum/yearly or PH if the salary in Block 20C. is per hour.   
Part B., Block 22.  Identifies names and location of position’s organization.  Additionally, the 18 digit organizational structure code (e.g., 03 30 36 3620 70 00 00 00) is listed at the bottom of this block.
.
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Part B., Block 23.  Identifies veterans’ preference code.  This code identifies an employee’s entitlement to preference at the time of appointment in the Federal service based on active military service that terminated honorably.  Below is a list of codes.  See the Guide to Data Element Standards for description of each code.  See also Veteran Preference, Section 7.4. above
                                           1          None.

2
5-point.

3
10-point/disability.

4
10-point/compensable.

5
10-point/other.

6
10-point/compensable/30 percent. 
Part B., Block 24.  Tenure code.  For purposed of reduction in force, this is the tenure group for which the employee will be placed based on employee(s type of appointment.    All L/A and STEP appointees are tenure code 0. 
Part B., Block 25.  Leave blank.
Part B., Block 26.  Veterans Preference for RIF code.  This code indicates whether or not the employee would be eligible for veterans’ preference in a reduction in force.  Place an, X in the block in front of the word NO. 
Part B., Block 27.  Federal Employees Group Life Insurance (FEGLI) code.  This code indicates an employee’s coverage or non-coverage under FEGLI Program.  All L/A and STEP appointees are code A which indicates they are ineligible to participate in this program.

Part B., Block 28.  Annuitant indicator code.  This code identifies the status of an annuitant appointed to a position in the Federal civilian service.  Appointees are code 9 unless they are retired from Federal or military service.  If the appointee checked yes to Block 14 of the OF-306, consult your servicing specialist to determine appropriate code.

Part B., Block 29.  Pay rate determinant code.  This code identifies any special factors that help determine an employee’s rate of basic pay or adjusted basic pay. The pay rate determinant will be 0 unless the appointee’s pay is being adjusted (e.g., special rate, superior qualifications, etc.).  See the Guide to Data Standards for a list of all codes and an explanation of each.      
Part B., Block 30.  Retirement plan code.  This code identifies the civilian retirement system(s) to which deductions from an employee’s pay are credited.  All L/A and STEP appointees you are approving will be coded as 2 which indicates they are under the Social Security System (FICA). 
Part B., Block 31.  Identifies service computation date for leave which is entered as month-day-year.  This will always be the effective date of the appointment action unless the appointee had previous creditable service.  Contact your servicing specialist if you have any questions. 
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Part B., Block 32.  Identifies work schedule code.  This describes the time basis the employee is scheduled to work.  Below are work schedules most likely used for L/A and STEP appointments.  See the Guide to Personnel Data Standards for the entire list of available codes or for more detailed information regarding these codes:

F
Full-time

P
Part-time

I
Intermittent

Part B., Block 33.  If the appointee is on a part-time work schedule, enter number of hours the appointee will be scheduled to work in a biweekly pay period (e.g., appointee will work 20 hours per week, enter 40).  If the appointee is not on a part-time work schedule, leave blank.
Part B., Block 34.  Identifies whether position occupied is in the Competitive Service, Excepted Service or Senior Executive Service.  This block will always be 2 for L/A and STEP appointments which indicates that the position is in the Excepted Service.  
Part B., Block 35.  Identifies which category under the Fair Labor Standards Act the position is classified.  Position covered by this handbook will be (N( indicating that the position is not exempt for the Fair Labor Standards Act. 
Part B., Block 36.  Identifies appropriation code.
Part B., Block 37.  Identifies bargaining unit status code.  This is a four digit numerical code.  See Appendix V for instructions on completing this block and a list of codes. 
Part B., Block 38.  Identifies duty station code.  This is a nine digit numerical code (e.g., 05 0480 083). 
Part B., Block 39.  Identifies duty station.  Enter the city, county, and state or overseas location as listed in the Guide to Personnel Data Standards.
Part B., Blocks 40. Through 48.  Leave blank.  Blocks 45., 46., and 47. are not required to be completed on appointments in the excepted service, tenure group 0.
Part B., Block 49.  Identifies citizenship code.  Insert 1 if the employee is a United States citizen/United States National.  Note: Only servicing specialists have authority to approve non-U.S. citizen appointments.
Part B., Block 50.  Identifies veterans’ status code.  This code indicates whether an employee is a veteran as defined by 38 U.S.C. 101 (i.e., a person who served in the active uniformed military service of the United States and who was discharged or released from service under conditions other than dishonorable).  Below are codes and brief description of each code used for L/A and STEP appointments. See the Guide to Personnel Data Standards for a more detailed information.
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X         Not a veteran and appointment is after September 30, 1991.

V
Vietnam-era veteran.  A veteran who served any time during the Vietnam era -- from August 5, 1964 through May 7, 1975.

B
Pre-Vietnam-era veteran.  A veteran whose service ended before the Vietnam era -- before August 5, 1964 and came onto the agency(s rolls was after September 30, 1991.

P
Post-Vietnam-era veteran.  A veteran whose service began after the Vietnam era -- after May 7, 1975 and came on the agency(s rolls after September 30, 1991.

Part B., Block 51.  Identifies supervisory status code.  This code indicates the nature of managerial, supervisory, or non-supervisory responsibility assigned to an employee(s position.  L/A and STEP appointees are coded as, (8( which indicates the position does not meet the definition of manager, management official, supervisor, team leader, or leader.   
Part C., Block 1.  Leave blank.







Part C., 2.  The DEO must sign and date this block to certify that the information entered on this form is accurate and that the proposed action is in compliance with statutory and regulatory requirements.  NOTE: Must be signed and dated prior to the effective date of the action. 
Part D. and Part E.  Leave blank.
Part F.  Remarks for SF-50.  In the Guide to Processing Personnel Actions, OPM establishes standard remark codes which are required for certain personnel actions.  Most remarks appear on the Notification of Personnel Action (SF-50) and provide employees with important information.  The following remark codes are required as follows.  See the chart on the next page for an explanation of each remark code:

L/A - A11, B03, B04 if intermittent, M01, M06, M10, M39, M40 

STEP - A30, B52 or B04 if intermittent, M01, M06, M10, M39, M40
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REMARK CODES FOR L/A AND STEP APPOINTMENTS 

	Remark Code 
	Information Required 
	Explanation of Remark 
	How the Remark Appears on the SF-50 
	Required for . . . 

	A11 Number of Days 
	Notifies they employee the number of work days in a year that this appointment must not exceed. 
	Employment under this appointment must not exceed __ working days a year. 
	LA 

	A30 
	Notifies the employee that this appointment does not give the employee the right to be converted to a career-conditional or career appointment noncompetitively. 
	This appointment does not confer eligibility to be noncompetitively converted to career-conditional or career appointment. 
	STEP 

	B03 
	Notifies the employee that this appointment does not entitle the employee to health benefits. 
	Ineligible for Health Benefits. 
	LA 

	B04 
	Used when an employee is on intermittent work schedule and notifies the employee that they are not eligible to earn annual leave. 
	Ineligible for leave. 
	LA and STEP 

	B52 
	Do not use this remark code if a person is on an intermittent work schedule. 
	Ineligible for health benefits until you complete 1 year of continuous employment. Then you may elect health benefits for which you will be charged the full premium. 
	STEP 

	M01 Date 
	The date that the employee signed the Appointment Affidavit. 
	Appointment affidavit executed __. 
	LA and STEP 

	M06 Reason for temporary appointment 
	Explains the reason for temporary appointment. 
	Reason for temporary appointment: L/A appointment to provide research support. OR Reason for temporary appointment: Appointment to provide research support. 
	LA 

and 

STEP 

	M10 Address 
	Used when the employee’s Official Personnel Folder (OPF) is NOT located at the same location the employee is assigned, letting the employee know where the OPF is maintained. 
	OPF maintained by: USDA/ARS/HRD, 5601 Sunnyside Ave, Beltsville, MD 20705-5103 
	LA and STEP 
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        REMARK CODES FOR L/A AND STEP APPOINTMENTS (continued) 
	Remark Code 
	Information Required 
	Explanation of Remark 
	How the Remark Appears on the SF-50 
	Required for . . . 

	M39 __ yrs, __ mos OR none 
	Used to identify the total number of years and months of military service creditable for leave accrual purposes. For employees who have not creditable military service, enter “none”. Employees who do have creditable military service, enter in yrs and mos, e.g., “6 yrs, 7 mos”. Check with your servicing specialist if you have questions. 
	Creditable Military Service __ yrs. __ mos. 
	LA and STEP 

	M40 Never covered OR Previously covered 
	Used to identify whether an employee has, at the time of the most recent appointment to Federal service, previously been covered by the Civil Service Retirement System (CSRS) or the Federal Employees’ Retirement System (FERS). 
	Previous Retirement Coverage: Never covered OR Previous Retirement Coverage: Previously covered 
	LA and STEP 
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L/A and STEP Handbook
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