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APPENDIX 4M-1 

 

 REQUEST FOR LWOP 

CHECKLIST 

 

 

SF 52 - Request for LWOP 

 

1.  The reason for the LWOP should be shown in Part D. 

 

2.  When the LWOP is in connection with military duty do not use this checklist, use checklist 

in Appendix 4O-1. 

 

3.  Signatures:  Part A 

 

Block 5.  Signature of technician.   

 

Block 6.  Signature of immediate supervisor. 

 

A Memorandum/Letter may be used for signatures of other individuals in the chain of com-

mand. 

 

4.  Submit original only. 

 

5.  Requests for LWOP for 30 days or less may be approved by the immediate supervisor.  All 

requests for LWOP in excess of 30 days must be forwarded thru channels to HRO for approval.  

LWOP in excess of 30 days will be approved only in extenuating circumstances.   

 

6.  A technician who enters LWOP must make an election pertaining to health benefits cover-

age while in LWOP status.  

Appendix 4M-1 
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APPENDIX 4N-1 

 

RETURN TO DUTY FROM LWOP 

CHECKLIST 

 

 

SF 52 - Return to Duty from LWOP 

 

1.  A SF 52 should be submitted immediately when a technician returns from LWOP. 

 

2.  Signatures:  Part A 

 

Block 5.  Signature of Technician. 

 

Block 6.  Signature of the immediate supervisor. 

 

A Memorandum/Letter may be used for signatures of other individuals in the chain of com-

mand. 

 

3.  In addition to submitting the SF 52, the supervisor, or the technician if the supervisor is not 

available, should contact the HRO by phone the first day he/she returns to duty. 

 

4.  Submit original only. 

Appendix 4N-1 
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APPENDIX 4O –1 

 

REQUEST FOR LEAVE FOR WITHOUT PAY FOR MILITARY DUTY 

CHECKLIST 

 

 

SF 52 - Partially completed request for Leave without pay for military duty will be fur-

nished each technician by HRO during out-processing interview. 

 

1.  When a technician attends military duty and will be in a leave without pay status for any 

length of time, he/she must contact HRO regarding an out-processing interview.  During the out

-processing, the technician must make elections pertaining to health insurance as well as other 

benefits.  A copy of orders should be furnished HRO upon receipt or during out-processing. 

 

2.  Signatures:  Part A 

 

Block 5.  Signature of technician. 

 

Block 6.  Signature of immediate supervisor. A memorandum/Letter may be used for signatures 

of other individuals in the chain of command. 

 

3.  Submit original only. 

 

NOTE:  Military deposits may be required for LWOP for military duty to receive retirement 

credit unless CSRS employee who were employed prior to 1 Oct 82.  Technicians employed 

prior to 1 Oct 82 may wish to make deposits to avoid Catch 62 reductions in retirement.  

Appendix 4O-1 
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APPENDIX 4P-1 

  

RETURN TO DUTY FROM MILITARY DUTY 

CHECKLIST 

 

 

SF 52 - Return to Duty (from military duty) 

 

 

1.  A SF 52 should be submitted immediately upon return of technician from military duty.  

Technicians are expected to return to work at the beginning of the first regularly scheduled 

workday following release from military duty. 

 

2.  Signatures:  Part A 

 

Block 5.  Signature of technician. 

 

Block 6.  Signature of immediate supervisor. 

 

A Memorandum/Letter may be used for signatures of other individuals in the chain of com-

mand. 

 

3.  Enter in Part D the last day for which the technician received military pay and enter the date 

he/she actually returns to duty as a technician. 

 

4.  In addition to submitting the SF 52, the supervisor, or the technician if the supervisor is not 

available, should contact the HRO by phone the first day the technician returns to duty after 

military duty. 

 

5.  Submit original only. 

 

6.  Technician should be reminded to contact HRO concerning benefits such as payment of 

military deposit and make-up TSP contributions.  

Appendix 4P-1 
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APPENDIX 4Q-1 

 

SUSPENSION 

CHECKLIST 

 

 

SF 52 – Suspension (Contact the HRO prior to taking any action.) 

 

 

1.  A SF 52 should be submitted with a copy of the Decision to Suspend, which is forwarded to 

NGAL-HRO-MTM. 

 

2.  A statement as to the circumstances of the suspension should be entered in Part D of the SF 

52. 

 

3.  Signatures:  Part A 

 

Block 5.  Signatures of the supervisor making decision. 

 

Block 6.  Signature of the next individual in the established Chain of Command. 

 

A Memorandum/Letter may be used for signatures of other individuals in the chain of com-

mand. 

 

4.  Submit original only.  

Appendix 4Q-1 
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APPENDIX 4R-1 

 

NAME CHANGE 

CHECKLIST 

 

 

SF 52 - Name Change 

 

 

1.  A SF 52 should be completed when the name of a technician changes. 

 

2.  Signatures:  Part A 

 

Block 5.  Signature of technician 

 

Block 6.  Signature of immediate supervisor 

 

A Memorandum/Letter may be used for signatures of other individuals in the chain of com-

mand. 

 

3.  Enter in Part D reason for name change and date of event effecting name change.  Also enter 

statement that Social Security has been notified of the change and date notified.  Regulations 

require that Social Security be notified of name change before SF 50 can be processed. 

 

4.  Submit original only.  Submit OF 612 with SF 52  

Appendix 4R-1 
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