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CHAPTER 1. GENERAL

The Adjutant General of New Mexica, in accordance with Section 708(c) of 32 USC, has
been designated to employ and administer the technician program of the New Mexica National
Guard. This authonty includes the appointment of National Guard Technicians as Federal
employees and the authority to separate, suspend, furlough, or reduce in rank or compensatron in
accordance with appropriate regulauons )

b. The authority to act on the Adjutant General's behalf has been delegated in wrmng to the
Support Personnel Management Officer (SPMO).

12, EMEI.QX_MENLEQL!QI. The PROVISIONS OF 32 USC 709 (PL 90-486) require that ", "..a.
technician wha is employed in a posmon in which National Guard membership is required as a
condition of employment and who is separated from the National Guard or ceases to hoid the
military grade specified for his position by the Secretary concemed shall be promptly separated
from his technician employment by the Adjutant General of the jurisdiction concemned; . . .* (and)

*a technician shall be notified in writing of the termination of his employment as a technlcran and
such notification shall be given at feast 30 days prior to the termination date of such employment.”
All appointments, reassignments, of promotions to positions that require military membership wil
_ be in the excepted Federal service, and candidates will meet all quahﬁcahon requirements prior to
placement

1-3. QQ_M.EEIII!_E_S.EBM.QE. The competitive service includes all Federal employees unless
specifically excepted by statue or by Office of Persennel Managernent (OPM). As a general ruie,
an empioyee acquires competitive status via a prescribed system that includes a competitive
examination. Each lechnu:lan must serve a 1 year probabonary period. However, if a technician
has previously compieted a probahonary period, a subseguent reinstatement would not
necessan!y reguire complehon of a new probat:onary period. Types of appomtmen!s in the
competitive service include.

a. Career Conditional — Appaintments given to technicians who compete in OPM
exammat:ons and whose ratings place them on certificates issued by OPM for selection. Three
months service must be performed before a !ransfer reassagnment er prornohon to another
position can be made. Reinstatement may be accomplished wsthout competmg m examinations
within 3 years after separation.

b. Career - Appoannents that are granted usually by convers:on from career condltronal

cornpetlhve examinations. Removal must be for cause and only after aII appropnate adverse
action prac “ures have been accomplished.

c. Temporary — Appointments that are for less than 1 year for a job of the same duration.
Terminations may be at any time.
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1-4. EXCEPTED SERVICE. Except as prescribed by the Secretary concerned, technicians
emplbyed in the excepted service under the provisions of 32 USC 709 shall be members of the
National Guard and hold the military grade of officer, warrant officer or enlisted person as
specified by the appropriate position description. Individuals employed under this authority and
under these conditions are outside the compelitive service and in the excepted service. They
must occupy military positions compatibie with their technician position. Unless otherwise
excepted, this will be in the unit or units by which employed. All previous service under 32 USC
709 or prier comesponding provisions of law is included and credited to such individuals in
determination of length of service for the purpose of leave, Federal employees compensation, life.
and health insurance, severance pay, tenure, status and retirement. All technicians who receive
an injtial appointment o a position that requires National Guard membership will serve only 1 year
trial period regardiess of any subsequent appointment in the same or a different State. Al
removals under this provision must be preceded by a 30-day notice. Types of appointments in the
excepted service include: ' '

a. Excepted Appointment — Appaintments givan to technicians in the excepted service. A
technician voluntarily converting from a competitive appointment to an excepted appointment wil
sign a statement to that effect prior to appointment.

\ b. Temporary — Appointment that is not to exceed 1 year to enable a unit or activity of the
National Guard to meet special or unusual requirements, temporary workloads, and temporary of
extended absences of permanent technicians.
¢. Indefinite — Non permanent appointments without a definite time limitation.
1-5. TRIAL PERIOD. When a technician first comes to work under an excepted appointment,
he/she will serve a 1 year trial period. The purpose of the tnal period is to provide management a
reasonable period of time 1o observe a new technician's overall performance on the job. A
technician will not be issued a performance appraisal while on a trial period but will be evaluated
NLT the end of the 10th month to determine whether the technician has the quaiities needed for
permanent Government service. Normally. the evaluation will be after the beginning of the 9th
month and priar to the end of the 10th month and will be accomplished on NGB Form 430-1 (T).
a. Technicians will serve only one trial period. '
b. The trial period must be served for 12 consecutive months. . .
(1) in Uij'e'sa_mg:fype df:\;rork. and
(2) in the same State.
¢ The following service is creditable, providing it meets the above criteria:

(1) Temporary or indefinite appointments that immediately precede an excepted
appointment.

(2) Career of career conditional appeintments that immediately precede an excepted
appointment.

—
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d. Any removal during the trial period must be preceded by a notice and issued at least 30
days prior to completion of the trial period. Removal actions not completed within the 1 year
period will be govemed by the provision of TPR 752. The 30 day notice i to be in writing and
state why the technician is being separated. The notice should contain as much factual
information as possible conceming performance or conduct so that the basis for the termination is
clear to the technician. The provisions of TPR 752 do not apply.

16. E MILITARY UNIFORM, Technicians in the excepted service will wear the
military uniform appropriate to their service and federally recognized grade when performing
technician duties and while attending courses of instruction at military service schools and at the
National Guard Professional Education Center, Camp Robinson, North Little Rock, Arkansas.
They will comply with the standards contained in the appropriate regulations pertaining to
grooming and wear of the miiitary uniform (AR 600-20, AR 670-5, AR 670-30, AFR 35-10).

Official time will not be used for changing to or from the military uniform at the work site. When an
Adjutant General determines that the uniform is inappropriate for certain positions or situations, he
will forward his determination to the Chief, National Guard Bureau for review. If wamranted, the
CNGB will authorize other appropriate attire. These provisions apply to all technicians required to
be members of the National Guard as a condition of employment, unless otherwise specifically
excluded by a negotiated labor agreement. The following situation have been determined io be
inappropriate for wear of the military uniform and do not require prior approval.

a. Travel by commercial or private transportation while in an official travel status.

b. While attending courses of instruction in a technician status at locations other than
military installations.

c. Labor organization representatives engaged in labor agregment negotiaticns.
d. Participation as data collectors guring the conduct of Federal wage system surveys.

e. While serving as hearing examiners.

1-7. PERSQNAL APPEARANCE AND DRESS STANDARDS FOR TECHNICIANS,

a. The appearance of technicians shouid reflect favarably an the Guard and the Federal
service as a whole, and inspire confidence in those we serve. Technicians must keep a high
standard of dress and personal appearance. Technicians wearing standard civilian attire are
expected to comply with reasonable appearance and grooming standards based upon a
consideration of health and safety factors and the type of position occupied. Any prohibitions on
technician dress and appearance mus! be based upon a clear showing that the prohibited items
contribute o an unsafe, nonproductive, of disruptive work environment. ..

b. Standard civilian attire must be clean, neat, and in good conditions as might be

reasonably expected under various working conditions. Hair must be clean, neat, and well
groomed. Wigs, * wom, must conform to the same standards as natural hair. Sidebums must be
neatly timmed and must not extend below the fowest point of the ear lobe. Mustaches must be
neatly tnmmed and of a reasonable style  All appearance standards must be designed {o reflect
favorably on the National Guard and public service as a whole.
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CHAPTER 2. FILLING POSlTlONS

2-1. GENERAL, Subject to the requirements of the NGB TPR 335 and AGONM TPR 335
positions may be ﬁﬂed by the fallowmg methods _

a. Appointment of members of the National Guard to positions in the excepted service.

b. Promotions, reassignments, demotions of techmcxans of the activity or from elsewhere in
the National Guard technician program 1o positions in the excepted service if the technician is
serving under an excepted appointment, and to posons in the competitive service if the
technician is semng under a career, career-conditional or a special tenure appointment

¢ Recruitment outside the National Guard for positions in the excepted service (when
eligible for required mititary membership) and appointment from appropriate OPM register of
ehglblc in the competitive service.

d. Movement of individuals from other Federal agencies by transfer in the competrhve
service and by appointment in the excepted service (when eligible for required miiitary
membership).

e. Hiring of former Federal employees by reinstatement in the competitive service and by
appointment in the excepted service (when efigible for required military membership).

Support Personne[ Management Office {SPMO) The apphcam wil ensure that the infarmation
listed below is contained in his application. If there is not encugh room on the form, an additional
sheet will be _ac__lde_d

(1) Present National Guard membership. unit of assignment, grade, position and MOS,
S8l or AFSC assigned.

(2) Past Natjonai Guard membership. units, grade, posmons MOS, SSi or AFSC
assigned.

(3) MOS, SSi or AFSC awarded at compietion of REP training.

(4y Any achve muhtary service In the Armed Fon:es position assngned and MOS SSlor
AFSC awarded

(5) Military service schools atlended

(6) lelan or Vocational tralmng or schools applicable to the position for which
app™ing.
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2.3 MERIT PLACEMENT. A merit placement plan is designed to ensure a systematic means of
selection and promotion according to merit. In general, to be eligible for promation techniclans

must meet the qualification standards for the competitive or excepted positions. All promotions
must be accomplished in accordance with AGONM TPR 335..

a. General Schedule and wage technicians may be employed in grades lower than those
authorized for the specific technician position. In these cases, technicians will be appointed to
existing competitive or excepted service positions if they meet the minimum eligibility
requirements for the grade level {0 which appointed. This administrative down scaling of positions
to lower grade, in lieu of authorized higher graded positions, may not be used to place competitve
technicians in positions specified for occupancy by excepted technicians, nor vice versa. Also,
the military membership requirements (officer, warrant officer, andJor enlisted) for the authorized
position must be met. Enlisted applicants for officer or warrant officer who meet the eligibility '
requirements for promation to warrant officer or officer (and in possession of a Cerlificate of
Eligibility) will be considered, and if selected, will be given an opportunity to meet the military
requirements.

b. When a selected candidate for a position in the excepted service does not meet the

- mandatory qualification requirements of the position. or when the Office of Perscnnel

Management can only certify candidates for a position in the competitive service for entry in a
grade lower than the autharized grade of the position, employment may be effected in the
appropriate lower grade. A training program will be established that will permit the lower graded
technician to assume the full responsibilities and duties of the position in the shortest ime
possible. A training program for the wage grade trainee in the excepted service may consist of
on-the-job training of a specified duration or of satisfactory completion of mangatory miiitary
education or training, or attainment of military skill levei as appropriate.

¢. Appointments or promotions of technicians in iower grades will be identified as follows:
(1) The pos_ition tile will be same as for the higher grade.

. (2) The position number will be same as far as the higher grade with the addition ofan’
alphabetical suffix to denote empioyment in a lower grade. The letter "A” will e used as a suffix -
to the position number when technicians are employed one grade below the authorized, the letter
*b" will be used as a suffix to the position number when technicians are employed two grades
below that authorized, etc. For example: . : '

R6021000, GS-09 RE6021000A, GS-07

R6831000, GS-05 RE831000A, GS-04
S R6831000B, GS-03

(3) Position descriptions will be modified by the appointing office with a statement of
difference to refiect the duties at the lower grade in which technicians are appointed.
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2-5. DETAILS, . -

a_ A detail is an official personnel action temporarily assigning a technician to a different
established position or to @ pending position (one whose duties and responsibilities have not been
officially allacated under an appropriate classification system) for a specified period of time, with
the technician returning to his regular assignment at the conclusion of the detail. Technically, 3
position is not filled by a detail because the technician continues to be the incumbent of the
position from which detailed. Details are intended to meet temporary emergency workload
situations, absences of technicians, pending authorization and classification of new positions or
other types of manpawer needs that cannot be met by normal personnel placement actions, such
as reassignment, promotion, or change to lower grade. Details to the same or lower grade

positions may be made in 120 day increments for up to one year.

b. Supervisors are responsible for keeping details within the shartest practicable time limits
and for making a continuing effort to secure the required manpower through the use of
appropriate personnel placement actions. A SF 52 must be prepared for all details. Supervisors

must also ensure that the technician being detailed possesses the necessary securily clearance
for the position to which detailed. The gaining supervisor is responsible for:

(1) Locating a technician appropriate for detail, and if none are known, consulling with
~_the SPMO to locate a technician for assignment;

(2) Submitting SF 52, (Request for Personnel Action) in triplicate to the SPMO, AND
maintaining a fourth copy as a suspense copy,

(3) Discussing the reason for the action, nature of duties and responsibilities to be .
performed, and the approximate or proposed length of the detail with the selected technician; {

(4) Establishing performance standards and critical elements on NGB 430(T) and -
appraising the technician's performance on NGB 430-1(T) when the pericd of the detail is 180
days or more; and .
(58) Providing the technician with a copy of the approved SF 52. Any detail axtended
beyond 1 year requires prior OPM approval, which is requested by the SPMO. The
responsibilities of the “gaining supervisor” and the "losing.supervisor” while the technician is on
_ detail are outlined in Table 1. In exercising sound management concepts, each supervisor should
terminate details when tha need no longer exists but no later than the expiration of the approved
period. - - | "

c. Adetall of more than 240 days (30 days for bargaining unit members) to a higher graded
position (or one with known promotion potential) must be made under merit placement
procedures. A detail of over 30 days will ba documented on Standard Form 50.

d. Details are prohibited in the following instances:
(1) Except in the case of an extreme emergency, details will not be permitted during the

first 90 days after initial appointment. If an extreme emergency does exist, a detail may be
permitted; however, in no case will the detail exceed 30 days. S
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(2) Technicians in the excepled service may not be detailed lo a competitive position
without prior OPM approval. -

(3)’ Technicians in the competitive service may not be detailed to a position in the
excepled service. '

TABLE 1.

GAINING AND L_O_ISING SUPERVISOR'S RESPONSIBILITY WHILE TECHNICIAN IS ON DETAIL

Gaining Supervisor ' Losing Supervisar
1. Directs work of the technician. 1. Obtains time and attendance reports
' from the office to which technician has
detailed.

2. Fumishes time and attendance repors 2. Assists galning supervisor in taking any
reports to offica from which technician required action (disciplinary or meri-
is detailed. torious) during the period of detail.

3. Approves or disapproves requests for - 3. Assures that detail is promptly termin-
leave and exercises normal admin- ated or extended. '
istration.

4. Reports to losing supervisor any 4. Records detail on supervisor's record.

offenses and substandard

perfarmance that warrants

disciplinary or other corrective
‘action. This action should be

decided jointly with advice from
SPMO.

5. Reports to losing supervisor any
instances of superior or outstand-
ing performances.

6. Coordinates with SPMQ to extend
detail.” e .

7. P-reparés SF 52 to terminate details..
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2-6. TEMPORARY LIMITED EMPLOYMENT,

filling temporary positions, or ﬁlhng a continuing position for a temporary period. The following
types of positions are filled by temporary limited empioyment

(1) Positions not expecled lo last more than ane year

(2) Seasonal positions (i.e., positions involving penodlcally recurting employment other
than career-type positions};

(3) Part-time and intermittent positions thﬁt are not clearly of a continuing nature; and
(4) Continuing positions, when temporarily vacated for periods of less than one year.
b. Eligibility. Persons appainted to excepted positions must:
{1} Be members of the Guard in the same state where tﬁe job is located.
(2) Must meet all military membership and compatibility requirements..
c. Tenure,

(1) Temporary Nationat Guard technicians do not have the protection of reduction-in-
foree procedures.

(2} Temporary limited appointments of excepled National Guard technicians do not
confer permanent status.

(3) National Guard excepted technicians serving under excepted time limited
appointments do not serve a trail period.

. {4} May be separated at any time.

d. Duration and Extensions, Appointments may be made and extended in lncrements of up
to one year each for a total of 4 years. Extension beyond four years require regional NGB

Personnel Center approval.

2-7.

a. Purpgse, Temporary indefinite appointments are used when the appointment is
expected to extend beyond one year,

b. Persons appointed under this authority:
(1) Must meet all military membership and compatibility requirements.

(2) Do not acquire permanent status.
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(3) Do not serve a trial peried.
{4) May be separated when their sefvices are no longer needed.
(§) Are in tenure group Hl for reduction-in-force purposes.

(6) Are not eligible for a position change as defined in TPR 335; however, they may be
upgraded due to a position classification change. :

CHAPTER 3. EXCEPTED SERVICE ELIGIBILITY

3-1. The following are requisite

for technician employment:

a. All technicians must maintain appropriate military membership, military grade, and
pranch of service for the technician positions occupied; meet the required military security
standards; and meet the military physical requirements appropriate for the compatible military
assignment.

b. General officers may not be employed as technicians, unless the technician position
descriptions requires the incumbent to be a commander of a tactical combat unit.

c. Technicians may not be assigned as AssistanyDeputy Adjutant General.

d. Technicians who do not meet the above will be given a written 30-day advance notice of
termination and promptly separated.

(a) Before a request for Federal recognition that adversely affects a technician's
tenure (i.e., promotion to general officer, enlisted technician receiving a commission) is sent to the
NGB, the technician will be notified by the SPMC regarding the effects Federal recognition will
have on his technician empioyment The nouficaton will be in leter form and the technician will
sign and date the letter acknowledging that he has been notified and understands that termination
from technician employment will follow. The signed letter will alsa reflect the technician’s decision
to discontinue/continua the Federal recognibon process. :
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(b) if the technician elects to continue the Federal recognition, processing the ietter
will serve as the advance written notice of termination. A copy of the signed letter will then
become a part of the Federal recognition paperwork that is forwarded to the NGB. The letter will
be dated when.signed by the technician, and that date will serve as the 30-day advance notice
peried for termination. The actual start of the 30-day nolice pericd begins the day after the date
shown an the letter. This letter authorizes the lechnician's termination concurrently upon receipt
of Federal recognition, provided the 30-day advance notice period has elapsed. No such
separations will be made effective during the period of 15 December through 3 January.

(2) Military Disqualifications. Except for pending disability retirement claims,

technicians wha are found to be unqualified for further Guard membership may continue to be
emgloyed in their technician position for no more than 30 days after loss of military membership.
When the date of the military action is known in advance, the 30-day notice will be issued at the
earliest practicable date so, when possible, the military and technician actions will coincide. No
such separations will be affected from 15 December through 3 January.

(3) Voluntary Mil

{a) Whena technicién tékes a voluntary action that alters his/her military status

{i.e., applies for a commission, acknowledges his/her intention to resign from the Guard or not to

reenllst. accepts certain promotion, etc.), immediate steps will be taken by the SPMO to notify the
individual regarding loss of technician employment The notification will address loss of benefits,
ineligibility for severance pay and discontinued service retirement, ete.

(b) The technician will sign a statement acknowledging that he/she understands
the effects of such action on his technician employment. The statement will be dated when
signed by the technician and will serve as the 30-day advance notice pericd of lermination. The
actual start of the 30-day notice period begins the day after the date shown on the statement. The
state authorizes the technician's termination when the military action is effected, prowded the 30-
day notice penod has elapsed. No such separations will be effected from 15 December through 3
January

-The Nahonal Guard Technu:lan s Act of 1968 (PL 90-486) spemﬁcally exciudes the use of
veteran's preference for appointments made under the authority of 32 USC 709. National Guard
appointing officers will disregard veteran’s preference when making selections from OPM
registers.

3-3. SUITABILITY DETERMINATIONS.

Ali new appointments are made pending suilability for Federal Employment determination.
All new appointee’s refere ~zes and prior employment are checked by the Support Personnel
Management Office. i a new appointee is determined to be ineligible for Federal employment by
law and OFM reguiations, he/she will be separated.

10
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34 SIANMILITARY COMPATIBILITY, A National Guard technician must be assigned
to an appropriate military unit (to include miiitary grade and specialty) in the State where his
technician job is located (see 32 USC 709 {b}). The concept of the National Guard technician
prog-am is that technicians will be militarily assigned to the same unit in which their technician job
is located. In other words, a technician will perform his technician duties, his military training
duties, and be mobilized to active duty in the same unit. Unless specifically appraved by NGB-
TN, the assignment will be in the unit by which employed, and the technician must be performing
in the MOS/AFSC determined to be compatible with the technician position occupied. Situations

of military or technician grade inversion are not permitted; (i.e., 8 technician Is subordinate to an
individual in technician status but senior Lo him in a military status except when an exception is
granted by NGB for a valid reason such as @ Reduction-in-Fore or reorganization. Adjutants

general may approve exceptions to compatibility in the following instances:

a. If the military appointment requirements (officer, warrant officer, enlisted) for a particular
position change, and the change would disqualify the technician for employment, he may be
continued in an incompatible status. A continuing effort must be made to reassign these
technicians to compatible positions. - T

b. One-year exceptions may be granted to permit military assignments for officer
fechnicians to gain command experience. Extensions beyond one-year must be submitted to
NGB-TN and must clearty document and substantiate the request. All locally approved situations
that fall into the above categories must be documented, approved by the State Adjutant General,

or his designee, and filed in the ternporary sida of the technician's Official Personnel Folder.

c. Technicians assigned as USPFO examiners may occupy military positions in the Air
National Guard. Other USPFO positions may be occupied by members of the ANG when
authorized by the Chief, National Guard Bureau. Any c=:= that is not clearly covered by the
above is to be forwarded to NGB-TN far a policy deterrs»:=ion. Requests must outiine all
circumstances that have a direct bearing on the case. '

3.5. MEDICAL QUALIFICATION REQUIREMENTS, National Guard technicians in the excepted
service must be medically qualified for National Guard membership. They mustalso meet
" physical requirements relating to their technician position and their MOS/AFSC.

CHAPTER 4. ADVERSE ACTIONS AND REDUCTION-IN-FORCE

4-1, ADVERSE ACTIONS. Adverse actions will be accomplished in accordance with AGONM
Technician Personnel Regulation (TPR) 752. '

4-2. REDUCTION-IN-FORCE. Reduction-in-Force will be accomplished in accordance with
AGONM Technician Persannel Regulation (TPR) 351, and the Coliective Bargaining Agreement.

11



AGONM TPR 302

CHAPTER 5. REQUEST FOR PERSONNEL ACTEQN (SF 52) AND
NOTIFICATION OF PERSONNEL ACTION (SF 50)

§-1. PURPOSE QOF SF 82,

a. When a supervisor prepares a SF 52, (Request for Personnel Action), he is askrng the
SPMO to complete a specific type of action, such as: separation, reassignment, promotion,
disciplinary action, detail, leave without pay, retum to duty, change of a technician's personal data

(e.g., name change) or a request tofila posrhon Before consldenng the preparation of a SF 52,
it is advisable to ensure that alf requrrernents for submission are met. (e.g., the availability of man-
years, approvai by higher !evel supervisors or other iocal admmlsu'anvelmanagement

requirements).

b. A request for personnel action requesting a reduction in a technigian's grade, basic
compensation, or involuntary separation will most likely be subject to adverse action procedures.
In such instances, therelfore, it is imperative that the supervisor contact the SPMO for appropriate
advice and assistance on the procedures and regulatory complrance requrred before requesting
such action.

¢. The following are actions that are sometimes requested by technicians:

(1) Reassignment. When a technician requests an action that would change himto a
different position at the same or equivalent grade and basic rate of compensation, management
may grant the request if it is determined he is qualified for the existing vacancy, the position can
be filled, and the action does not hamper operations. The technician will submit his request in
writing, through hrs supervisor, to the SPMO.

{2) C lower If a technician requests an action that would place him in a
lower grade ora drfferent pay schedule and he would recewe a lower basrc rate of pay, he must

desires the action to be effective, reason for his request. and that he understands saved grade
and pay retention will not apply. The guideiines for granting such a request will be the same as
those in (1) above.

NOTE: When a wage schedule technician moves between positions in different pay
areas and receives a lower salary solely because of a drfference in Iocality wage schedules this
actions is a “reassignment.”

(3) Separation, These types of voluntary actions may include resignation, optional

retirement, or ‘'separation to act ~ot employment in another Government agency or a public
international organization, or to enter extended active duty with a military service.

12
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5.2. _ RING SF 52, Table 2 contains instructions for the preparation
of SF 52 by supervisors. Pages 19 - 27 illuslrate several sampies for preparation of SF 52. The
supervisor completes SF 52 in duplicate. The original is sent to the approving official who will sign
and forward it to the SPMO. The copy is retained by the supervisor as a "suspense copy.” After

notification is received (SF 50) the suspense copy will be destroyed. -

5-3. JSE C ORM 50. The SF 50 (Notification of Persannel Action) '
constitutes the technician's official record of Federal employment. Standard Forms are prepared
to document an individual's Federal employment, to notify the technician of the action effected,
and to provide required basic records. It Is essential hat personnet actions taken be carrect and
property documented and recorded to protect the interests of the technician and the Federal
Govemnment.

CHAPTER 6. PROCESSING NEW TECHNICIANS

6-1. GENERAL, New technicians will be processed by the Suppoart Personnel Management
Office (SPMO) if practical. If new technicians are appointed in activities away from the SPMO
and cannot be processed by the SPMO, the employing supervisor will be sent a packet contain-
ing instructions and necessary forms and pamphlets to process the technician.

6-2. | ) REPORTING FOR DUTY. Before a new technician reports for duty, @ Standard
Form 50, Notification of Personnel Action, must be issued by the SPMO.

6-3. QRIENTATION ! EW TECHNICIANS, in addition 10 the processing in para &-1 above.
all new technicians in the position of Unit Administrators, Administrative Officers, or Command
Admin Specialists (or Military Personnel Technicians) will be given an crientation at State HQ
within thirty (30) days afler their start date, preferably the first week of employment. Orientation is

* covered in Letter, NMAG-PA, dtd & Oct 80, Subject. Orientation for New Employees.

6-4. SUPERVISOR ORIENTATION, The Super\f%sqr will ensure that the new technician is briefed
on:

a. Standards of Conduct for Nalional Guard Techniclans (NGB Technician Personnel
Pamphlet 905) and signs AGONM TPR Form 735-1. Paturn SPMG Form 735-1 to SPMQ.

13



AGONM TPR 302

b. The technician's position description, the tasks and critical elements and the required
performance standards. This will be accomplished in accordance with AGONM TPR 430. One
copy of NGB Form 430(T) will be forwarded to SPMO NLT 30 days after lmha! appointment.

¢. Labor Management Cuntract (ensure thata copy has been provnded) and identity of
Union officials.

in order to be processed by the SPMO the fellowing -
documents should be prov:ded by the supemsor or individual:

a mmmmmmmmu&mmm This form must
be completed by the individual who has custody of the technician's Mlhtary Personnel Records.

b. Exﬁgmﬁngmclm_w_ﬂaﬂ_&msg. Photo-copies of DD Form 214 or equivalent

document to verify active military service. This must be done in order to establish a Service
Computation Date (SCD) for I_eave. reduction-in-force and retirement purposes.

nal A i All Federal employees are required to have
a NAC. lf available, a photocopy of DA Form 873, AF Formn 47 or 2583 will be fumished. if a NAC
" has not been accomplished, a request for one must be initiated.

CHAPTER 7. COORDINATION

7-1. COORDINATION WITH NFFE LOCAL 1636: The Support Personnel Management Office
will coordinate with NFFE Local 1636 on program policy formulation, and will maintain an open
line of communication with union representatives. This will assure cooperation and support of this
regulation by the employees’ federation  Supervisars and technicians are encouraged to discuss
and seek assistance from the local union representabve A

FOR THE ADJUTANT GENERAL:

Personnel Oﬂicer u

DISTRIBUTION

ABCFGH,I

NFFE, 1636- 25

Army & Air Supervisars

ANG - 50; CSMS - 8; MATES - 6; NMAG-SP - 20
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AGONM TPR 302
TABLE 2

tNSTRUCTIONS FOR PREPARATION OF SF 52

Part A Requesting Office

1. Actions Requected

2. Request Number
3. For Additional Information Call

4, Proposed Efective Date

5 Ac_tion Req_.u,estg_d By

6. Action Authorized By

PART B - For Preparation qf SF 50

1. Name (Last, First, Middle)

2. 88N

Fill in nature of request, (e.g., Fill Position, Detail;
Reassignment, Resignation, Suspend, LWOP {when
it exceeds 80 hours), Return to Duty (From LWOP),
elc.

As room permits include additional mformahon such
as vice who for fill behinds, excepted or competitive,
restructure to lower grade for recruitment purposes;
area of consideration, etc. Continue these additional
remarks on reverse in Part D, Remarks by Request-
ing Office. Other possible additional information:

- Limitations of length of employment (NTE date)

- Anticipated date of technicians return from a nonpay
status.

- Reason for extension of detail in excess of 120
days. '

Leave blank.
Provide name and telephone number.’

Enter date on which action is desired. For reassign-
ments or change to lower grade use the beginning
date of a future pay period; in separation actions
shaw the last date the technician will be on the rolls.

Type Name, Title, Request Date, and provide
signature of requester. This block will be left blank
when the action is a resignation.

Type Name, Title, and Concurence Date, provide
stgnature of person authorized to approve the -

- personnel action request, usuaily the activity chief.

When applicabie, enter name as it appears on oﬂ‘lclal
records.

When item 1. is completed, enter the social security
number of individual.
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TABLE 2

INSTRUCTIONS FOR PREPARATION OF SF §2

3. Date of Birth:

4. Effective date
§-A. through &-E.
7. FROM: Position Title and Number

8. Pay Plan

8. Occupation Series
.10. Grade or Level

11. through 12-D
13. Pay Basis
14, Name and Location of Position's

OCrganization

15. TO: Position Title and Number

. 16. Pay Plan

17. Occupation Series

18. Grade or Levei

Show all dates in a month-day-year order (e.g., type
as MM-DD-YY. Do not use military dating system.

Leave blank.

{.eave blank.

Do not fill in when requesting Fill Positions, Retumn to
Duty Requests. All others obtain information from
OF 8, Position Description of appropriate position.
Obtain information from appropriate Position
Description. Will be GS, WG, WS, or WL.

Obtain informatien from appropriate Position

Description. Itis a four digit number.

Obtain information from the appropriate Position
Description,

Enter information from latest SF 5Q if available.

PA for all GS pay plans; PA for all wage positions.
First line should include Organization Name or Office
Symbol; Next lines should read: TAG New Mexico;
P. O. Box 4277, Santa Fe, NM 87505-3258

Do not fill in when requesting Fill Positions, Retumn to
Duty Requests. All others obtain information from

OF B, Position Description of appropriate position.

Obtain information from appropriate Position
Descripton. Will be GS, WG, WS, or WL.

Obtain information from appropriate Position
Descnpbon. It is a four digit number.

Obtain information from the appropriate Position

P~scnption.

16
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- TABLE 2

INSTRUCTIONS FOR PREPARATION OF SF 52

19. through 20-D
21. Pay Basis

22 Name and Location of Position's
Organization

Employee Data
23. through 33.

Position Dat
34. Position Occupied

3s. through 37.
38. Duty Station Code

39. Duty Station (City, County, etc.)

40. through Part C.(F)
ON REVERSE SIDE OF SF 52:

1. Reéson
2. Effective Date.
3. Signature

4. Data signed.

Enter information from latest SF 50 if available.
PA for all GS pay plans; PA for all wage pasitions.
First line should include Organization Name or Office

Symbol; Next lines shouid read: TAG New Mexico;
P. O. Box 4277, Santa Fe, NM 87505-3258

Leave blank.

Filt in the appropriate number, 1 or 2 for Competitive
Service or Excepted Service; Writs in "AGR" if
appropriate. :

Leave biank.

Enter if known.

Enter the city, and state in which the technician/AGR
will have his official duty station.

Leave biank.

For use by requesting office as needed.

This part is to be completed and signed by the
technician IAW AGONM TPR 715, Veluntary Actions,
para 1-1(b). NOTE: Resignations are not required.
nor will they be requested when a technician leaves
the agency to accept employment in another agency. -
Optional for employee.

Show all dates in month-day-year order.

Show all dates in month-day-year order.

5. Forwarding Address (Number, Street, City, State, Zip Code)

For SPMO use.
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A.%ulON (SEE PART E ON REVERSE FOR FURTHER INSTRUCTIONSI'COMPLETION)

—

ftional Information Calt (Name and Telaphone Number
{ERNANDEZ LTC, CSMS

4. Proposed Eflective Date
13 APR 88

i nu.unn Reguested

TUAN HERNANDEZ LTC, CSMS

1. Namn.iuﬂ. it 'Mﬂdfio'
SLAKE, LOTTA B.

5~B Nltuu of Action

v (Typed Nams, Titw, Signature, and Request Date!

8. Action Authorized 8y [Typed Name, Title, Signsture, and Concurmence Dare)
JUANITA A. SOSA, COL, DOM

. Effactiva Date

8804 30

2. Sounl Sm:\mw Humber

123-43-6789

&A.Coda B-Bmhnnu:uon T

RESIG ‘{'ION
5-E. Code | 5-F. Legal Autharity &-E. Coda | 8-F. Lagal Authority

7. FAOM: Positien Title and

Number

ARTILLERY REPAIRER R45111000

16. TO: Position Tide and Numbar

& Pay Mo P Oce Cade BO. Gros @ iovel N1.Swp wr fem B2 Toud Satary L3 Foy Suwie B4 Poy P 7. Don Code PR Grnde ov Lo B8 Soup o Rae [0, Toral SalarviAmend Bi. Puy Bans
WG | 5605 01 PH
Y2A. Rasic Puy 128, Locainy Ad. [2C. A Basic Py [i2. Ottr Pay raa.mm 08. Loceity A 'rmullntm .rm.mm

22. Nams and Location of Position’s Organization

14 Name and Location af Position's Orgsnization

CSMS MD: 6021E
NEW MEXICO
BOX 4277
.A FE, NM 87505-3258

3 - 10-Pont/Disability
4 - 10-PointiCompansabiie & -

10-Point/Other

10-PontCompeniatid/I0%

26.Vatusns Praferenca for AIF

Jves [ no

25. Agency Uu

Conditenal
Ingafinite

24. Tonure
MNone 2-

'1 :P'rmnn.nl 3-

28. Annuitant indicator 29. Fay Rats Dazerminant

]

1. Service Comp. Date (Leavel

B P

32 Work Scheduie

4. 584 General
4 - SES Casenr Resarvad

o

35. FLSA Category

f - Exarrgnt

Mone LTt

Jﬂ Appropriation Codc 37 Buglmmg Unit Sutua

| 2. Excanied Servce
38. Duty Stauon Coda
350710049

39. Duty Stauen (Ciry — County — Srare or Overseas Location)
SANTA FE, NEW MEXICO

40. Agency Dats 41

42,

43,

44,

485, Educstonal Level

4B.Year Degres Attaned

47, Acagernic Ducsphng

&_l, Funcbonal Class

51. Supsrvisory Stanus

49. Citizenship

w3 and Approvaia o

be. ﬂ.‘-ﬂ'dbx_f aquostmg affica

Iniale/Signatum Dats Ofca/Function Initiala/Signature
D.
E
F.
2 Apgrovets | carnfy that the ironmation enteced on Thie form ks sccursts and ihat The Signature Approvel Lata
Mmhhmmmﬁmﬂrmmrm#mu
CONTINUED ON REVERSE SIDE QVER Edinons Prof to 7751 Are Net umu After B/30/83
52-118 ) : i 7040~01-333-6233
UIAPPC V1.00
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) W ou know of addiionsl wmmmummnummmwumn T ' ' - -
Lealli nwzry:.ms:muh:s:namumwaMbsnz) : Dv-, Dﬂe

i - : 3 - PANACY ACT STATEMENT L

' anWmelmmhmmwmwl mmmumammumﬂmww‘

* forwarding acdress. Your reason may ba considered in any fulure decision reganding your mcords, while section 8508 requires agencies B fumish the specific reason for -
re-amployment in the Federal service and may 2iso be usad to delerming your eiigibility termination of Federal sarvice 1o the Secretary or Labor of & State agency in connection
for unamploymant enmpanxation benefits. Your forwarding addreas will ba used primarily  with administration of unempioyment compensation programs.
bmﬂmmdm@mﬂmmﬂhwuwmaw

which you am entitod. Tha furnishing of this information is voluntary, however, failure ko provide it may result in
P your not recatving: {1) your copies of thosa documents you should have; (2) pay or other

This information is requested under suthority of sections 301, 3301, and 3508 of title §, mﬁmmnmwta)wmmnmmuhmmmumm
U.5. Code. Sectons 301 and 3301 suthorize OPM and agencies 1o issue may ba entitied,

1. Reason for Rasngn:bnnlﬂeurem| (ND'I'E Your reasons are used in determining pouibh unemployment benafits. Pleass be apecific and avoid genecalizations. Your
mesignationretirement is effective at the end of the day ~ midnight — uniess you specify otherwise.)

I AM LEAVING CAUSE I HAVE ANOUTHER JOB OFFER FOR MORE MONEY.

)

2. Etfective Date] 3. Your Signature ' 4. Date Signed 5. Forwarding Address (Number, Street, City, State, Zip Codel

Crvrwies

{PART.

USAPPC V1.00



Rev. /91

ggm«mx-gmﬂ REQUEST FOR PEroUNNEL ACT:

4
4

N

hu. Pos“'f”on-rmpomv NOT TO F.XCEED (NTE) (DATE) 4-2-89 'EXCPTED EMPLOYEE 2 Request Number

{ oy Ytons Information Call_ {Nsme and Telephone Mumbed . T |4, Proposed Effective Date
.. .| €. HERNANDEZ, LTC, CSMS 4 APR 88

r 6. Action Autharized By (Typed Name, Titls, Signaturs, and Cancurrance Dare)

Roquast m Nama, Tice, S« , and Reguest Datel .
¢ HERNANDEZ, LTC, CSMS. e JUANITA A. SOSA, COL, DOM

FIRS EAGTH e 30951 .Y
) §-A. Code | 5-B. Nature of Action 6-A. Codaj 6-8. Nsturs ol Action

| §C. Code | 5. Logal Authoriy ‘ ™ 6°C. Coa| 65, Lagel Authority
" §E Cods | 5-F. Lagal Autharity : 8-E Code| 8-F. Lagsi Authority
7. FROM: Poauon Titia' and Numbast " 118, TO: Position Title and Numbaer
(DO NOT FILL IN WHEN REQUESTING FILL POSITIONS) OFFICE AUTOMATION CLERK
70027000
I.n’n-: b, Dcc. Coce PO, Orwde ariovel PiSums wms B3 Too Suery 3 Puy oo 0. Pay P 7. Gt Cote 8. Groow o Lovwt 15.5c00 ot Ame RO, Tows Seisryinwary ‘ 1. Pay Seas
' ' GS 0326 04/05 r PA

124, Sasic Pay 128, Locaity Ad, N2C. Ad. Besic Poy  [120. Othes Pay rm—m'-r 200. Locesty Ad- ror.u.mny 'Im.mr-v
14. Name and Location of Position's Organization 22. Neme and Locstion of Pogition's _C}r_g_lrﬁz_mon

CSMS MD: 6021A

S TAG NEW MEXICO

L P. Q. BOX 4277

SANTA FE, NM 87502-3258

25. Agency Use |28 vmrm Praterence tnr RIF

e : ) 24. Tenure
B - inabaity § - 10-Pont/Doner T - NOMe 2 - Congivrone!
4 - 10-Poinu/Cormpentabie 8 - 10-PonuCompensable/I0% 0 Il - Parmanent 3 - indefinuts I _—I YES I l NO
8. Annutant Indicator © i o 29. Pay Rate Determinant
30. Retiramant Plan 21, Sarvce Come. Dare iLervel 3L Vvork Scheduie ' ’ 33. Part Time Hours Per
X i Biwes
] Pay Pm:d

£ % e Phaaisih)

34, Poaition Oucupied SR 35, FLSA Catagony 36, Appropnation Cade . .. .- . 37 s.,g..,..,., Unit g.““.
_""I 1. Competiive Service 3 - S£3 Generl ——‘—1 £ - Cammpe
2 Ex:-_ep_d Senvice 4 - SES Cateed Raswrrad . W Mora et
38. Duty Station Code : 33. Duty Staen Gty - County - Siaie or Oversaas Location]:
38 0710 049 SANTA FE, NEW MEXICO
40. Agency Data 41, {42. 41 : e
45. Educations! Level 40.Yaur Degree ATiaineg [47. Acagmms Cacouns 'u_ Furcoonal Claas 49. Ciuzenship 50. Velerans Status [ 51. Supervisory Status
o ’_h USA @ . Other
gp,ggvglg (Na: 10 ta used by rm, -asting afﬁ;a.) B e o
Initial/Signature Daw < OMceFunchon “ 7 InitialySignature ' U Dae
A. ” o o - -
8. E
g P
'/f'-‘- =
l ! Fry
Joroval: | cartify that the inlrmaton sntered on Teis for o sccurats sd hae o sm‘ W«D!!‘.
ropOASd ACTON i I COMPIIANcS wilh StANUIONY Nd FEGUIATONY (equs 8Tent. " .
CONTINUED QN REVERSE SIDE / T e ong PIver 10 7/97 Are Not Usabie Afier 6/30/93
§2-118 ove. . - NSN 7540-01-333-8239
M tm




