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EMPLOYEE IS ON TITLE 10/32 AGR TOUR OR JCNTF AND IS REQUESTING TO USE 15 DAYS (OR 30) MILITARY 
LEAVE. 

NOTE: THESE 52'S MUST BE FORWARDED TO THE HRO PRIOR TO SUBMITTING THE TIME CARD FOR PAYMENT 
OF LEAVE. FAILURE TO SUBMIT PRIOR TO TIME CARD WILL RESULT IN EMPLOYEE NOT RECEIVING MILITARY 
LEAVE AND MAY ALSO RESULT IN ACTION BEING RETURNED AS WE CANNOT BACK DATE ACTIONS. 
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RETURN TO DUTY - FROM MILITARY TRAINING LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

MILITARY PERSONNEL CLERK 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 05 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

85008-3495 
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EMPLOYEE IS RETURNING TO DUTY FROM MILITARY TRAINING. 

TRAINING ORDERS (AND ANY AMENDMENTS THAT MAY HAVE BEEN MADE, ESP IF COURSE WAS EXTENDED) 
MUST BE ATTACHED TO SF 52 AND MUST REFLECT AN ENDING DATE. ENDING DATE MUST COINCIDE WITH 
EFFECTIVE DATE ON FRONT SIDE OF SF 52. 
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RESIGNATION LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

MILITARY PERSONNEL CLERK 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 05 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

85008-3495 
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TYPE A BRIEF STATEMENT AS TO WHY EMPLOYEE IS RESIGNING. EMPLOYEE MUST SIGN SF 52 AND LEAVE A 
FORWARDING ADDRESS BELOW IN BLOCK #5. 

OR 

EMPLOYEE MAY COMPLETE A LETTER OF RESIGNATION STATING THE REASON FOR RESIGNATION AND A 
FORWARDING ADDRESS. 

FAXED COPIES OF RESIGNATIONS ARE NOT AUTHORIZED AND WILL NOT BE ACCEPTED BY THIS OFFICE. MUST 
BE AN ORIGINAL WITH ORIGINAL SIGNATURES. 
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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SEPARATION LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

MILITARY PERSONNEL CLERK 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 05 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

85008-3495 
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TYPE A BRIEF STATEMENT AS TO WHY EMPLOYEE IS BEING SEPARATED: I.E. SEPARATION IS BASED ON 
RECEIPT OF 30 DAY NOTICE DUE TO INCOMPATIBILITY. 

EMPLOYEE MUST SIGN BELOW (BLOCK NUMBER 3) AND LEAVE A FORWARDING ADDRESS (BLOCK NUMBER 5) 
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

TEMPORARY APPOINTMENT NTE: LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

MILITARY PERSONNEL CLERK 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 05 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 
*POSITION EMPLOYEE IS CURRENTLY IN** 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

# DAYS (CANNOT EXCEED 180 DAYS) 

85008-3495 
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STATE REASON WHY TEMP APPOINTMENT IS NEEDED: I.E. TO ASSIST WITH ADDITIONAL BACKLOG. 

TEMP APPOINTMENTS LESS THAN 180 DAYS MAY BE RECRUITED WITHOUT COMPETITION. APPLICANT MUST 
SUBMIT AN OF 612 OR RESUME' DETAILING THEIR EXPERIENCE AND MUST MEET THE BASIC QUALIFICATIONS 
FOR POSITION APPLYING FOR. APPLICANTS MAY SUBMIT EITHER AN 0F 612 OR A RESUME'. 

OF 612/RESUME' OF APPLICANT MUST BE ATTACHED TO THE SF 52 REQESTING TEMP APPOINTMENT. 
COORDINATION MUST BE MADE WITH HRO TO DETERMINE FUNDING PRIOR TO APPLICANT STARTING 
EMPLOYMENT. 



��������)�'�2��������������/������)��� 

��-��2� 
��� �����)��� 

=	������ ��(������� �	� ������&� ��� ������� ����	�� �	��1	������������	��	� 
������
�����������	�8�����������������=	�������	��
�1�%���	����������� 
��1��������������	������������1	�����"�
 �	1
��������&����������������� 
���� 
�1� ���	� %�� ����� �	� �����
���� 1	��� �����%����1� �	�� ���
 �	1
��� 
�	
 ������	��%����������=	����	�8���������������8����%������� ��
����1 
�	� 
���� 1	�� �	 ���� 	�� ��1� �	��
����� 1	�� �&	���� &���� 	�� ��1�  �1� 	� 
�	
 ������	���	�8&��&�1	��������������� 

7&������	�
���	�������(����������������&	���1�	�������	���#5�$�##5�$���� 
�4�5!���	�����������$������+	����������	���#5������##5�����&	��2������ 

���� ��������� �	� ������ ��������	��� 8��&� ������� �	� �
 �	1
���� 	� 
����������������&�����������������������&�������	���$�8&���������	��4�5! 
��(������ ��������� �	� ������&� �&�� � ������� ����	�� �	�� ���
�����	�� 	� 
�������� �������� �	� �&�� ��������1� 	�� 3�%	�� 	�� �� ������ �����1� �� 
�	������	�� 8��&� ��
���������	�� 	�� ���
 �	1
���� �	
 ������	� 
 �	���
�� 

7&�� ������&���� 	�� �&��� ���	�
���	�� ��� �	������1D� &	8����$� �������� �	 
 �	����� ��� 
�1� ������� ��� 1	��� �	�� ���������C� � >�,� 1	��� �	 ���� 	�� �&	�� 
�	��
�����1	���&	����&���D�>�,� �1�	��	�&����	
 ������	������1	�D���� 
>#,� ��1� ���
 �	1
���� �	
 ������	�� %�������� �	� 8&��&� 1	�� 
�1� %� 
����������� 

��	 
���	����	��
��������	��
�����
����>)�7.C��=	�������	��������������������
������ 	���%������
 �	1
����%�����������������%��� ����������� 
��	�����������2���	�����=	������������	��������
���������������������&������	���&����1�"�
�����&��"��������1	��� ����1�	�&��8����, 

TYPE A BRIEF STATEMENT AS TO WHY EMPLOYEE IS BEING SEPARATED: I.E. SEPARATION IS BASED ON 
RECEIPT OF 30 DAY NOTICE DUE TO INCOMPATIBILITY. 

EMPLOYEE MUST SIGN BELOW (BLOCK NUMBER 3) AND LEAVE A FORWARDING ADDRESS (BLOCK NUMBER 5) 
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

EXTEND TEMPORARY APPOINTMENT NTE: LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

MILITARY PERSONNEL CLERK 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 05 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 
*POSITION EMPLOYEE IS CURRENTLY IN** 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

(CANNOT EXCEED 180 DAYS) 

85008-3495 

�	������"� 	����0����� ��"� 	0�� .����	������	���	������'���)	�����%���'�����!�#5��# 
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STATE REASON TEMP APPOINT IS BEING EXTENDED. 
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TYPE A BRIEF STATEMENT AS TO WHY EMPLOYEE IS BEING SEPARATED: I.E. SEPARATION IS BASED ON 
RECEIPT OF 30 DAY NOTICE DUE TO INCOMPATIBILITY. 

EMPLOYEE MUST SIGN BELOW (BLOCK NUMBER 3) AND LEAVE A FORWARDING ADDRESS (BLOCK NUMBER 5) 
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

TEMPORARY PROMOTION NTE: LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

MILITARY PERSONNEL CLERK 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 05 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

SECRETARY (OA) 
TCXXXXXXXXX (IF KNOWN, COMES OFF FULL-TIME 
MANNING DOCUMENT) 

GS 2115 07 

OTAG-AZ (UNIT EMPLOYED AT - I.E. DCSPER) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

(CANNOT EXCEED 180 DAYS) 

85008-3495 85008-3495 
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STATE REASON FOR TEMPORARY PROMOTION, I.E. TO PROVIDE SUPERVISORY CONTINUITY 

EXCEPTION TO 180 DAY TIME FRAME - IF INDIVIDUAL HAS COMPETED FOR AN ANNOUNCEMENT THAT 
SPECIFICALLY STATES THEY WILL RECEIVE A TEMPORARY PROMOTION 
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TYPE A BRIEF STATEMENT AS TO WHY EMPLOYEE IS BEING SEPARATED: I.E. SEPARATION IS BASED ON 
RECEIPT OF 30 DAY NOTICE DUE TO INCOMPATIBILITY. 

EMPLOYEE MUST SIGN BELOW (BLOCK NUMBER 3) AND LEAVE A FORWARDING ADDRESS (BLOCK NUMBER 5) 

���.���������/��� #��=	������������ -��/���������� ����	�8�������'�������������������������������������$%&��
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

EXTEND TEMPORARY PROMOTION NTE: LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

MILITARY PERSONNEL CLERK 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 05 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

(MAX 180 DAYS UNLESS COMPETED VIA ANNOUNCEMENT) 

85008-3495 

�	������"� 	����0����� ��"� 	0�� .����	������	���	������'���)	�����%���'�����!�#5��# 
��"��4 )�)���-5"5�"###"!�#� 
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*��F=.�F$� �������������&����������	������ �������&�������������&��	�������, 

STATE REASON TEMPORARY PROMOTION IS BEING EXTENDED. 



��������)�'�2��������������/������)��� 

��-��2� 
��� �����)��� 

=	������ ��(������� �	� ������&� ��� ������� ����	�� �	��1	������������	��	� 
������
�����������	�8�����������������=	�������	��
�1�%���	����������� 
��1��������������	������������1	�����"�
 �	1
��������&����������������� 
���� 
�1� ���	� %�� ����� �	� �����
���� 1	��� �����%����1� �	�� ���
 �	1
��� 
�	
 ������	��%����������=	����	�8���������������8����%������� ��
����1 
�	� 
���� 1	�� �	 ���� 	�� ��1� �	��
����� 1	�� �&	���� &���� 	�� ��1�  �1� 	� 
�	
 ������	���	�8&��&�1	��������������� 

7&������	�
���	�������(����������������&	���1�	�������	���#5�$�##5�$���� 
�4�5!���	�����������$������+	����������	���#5������##5�����&	��2������ 

���� ��������� �	� ������ ��������	��� 8��&� ������� �	� �
 �	1
���� 	� 
����������������&�����������������������&�������	���$�8&���������	��4�5! 
��(������ ��������� �	� ������&� �&�� � ������� ����	�� �	�� ���
�����	�� 	� 
�������� �������� �	� �&�� ��������1� 	�� 3�%	�� 	�� �� ������ �����1� �� 
�	������	�� 8��&� ��
���������	�� 	�� ���
 �	1
���� �	
 ������	� 
 �	���
�� 

7&�� ������&���� 	�� �&��� ���	�
���	�� ��� �	������1D� &	8����$� �������� �	 
 �	����� ��� 
�1� ������� ��� 1	��� �	�� ���������C� � >�,� 1	��� �	 ���� 	�� �&	�� 
�	��
�����1	���&	����&���D�>�,� �1�	��	�&����	
 ������	������1	�D���� 
>#,� ��1� ���
 �	1
���� �	
 ������	�� %�������� �	� 8&��&� 1	�� 
�1� %� 
����������� 

��	 
���	����	��
��������	��
�����
����>)�7.C��=	�������	��������������������
������ 	���%������
 �	1
����%�����������������%��� ����������� 
��	�����������2���	�����=	������������	��������
���������������������&������	���&����1�"�
�����&��"��������1	��� ����1�	�&��8����, 

TYPE A BRIEF STATEMENT AS TO WHY EMPLOYEE IS BEING SEPARATED: I.E. SEPARATION IS BASED ON 
RECEIPT OF 30 DAY NOTICE DUE TO INCOMPATIBILITY. 

EMPLOYEE MUST SIGN BELOW (BLOCK NUMBER 3) AND LEAVE A FORWARDING ADDRESS (BLOCK NUMBER 5) 

���.���������/��� #��=	������������ -��/���������� ����	�8�������'�������������������������������������$%&��
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

TERMINATE TEMPORARY PROMOTION LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

SECRETARY (OA) 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 06 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 
*POSITION EMPLOYEE WAS IN** 

MILITARY PERSONNEL CLERK 
TCXXXXXXXX (IF KNOWN, COMES OFF FULL-TIME MANNING 
DOCUMENT) 

GS 0215 05 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #1) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 
*POSITION EMPLOYEE IS RETURNING TO** 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

85008-3495 85008-3495 

�	������"� 	����0����� ��"� 	0�� .����	������	���	������'���)	�����%���'�����!�#5��# 
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STATE REASON TEMPORARY PROMOTION IS BEING TERMINATED. I.E. TEMP PROMOTION TERMINATED DUE TO 
POSITION BEING FILLED 
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TYPE A BRIEF STATEMENT AS TO WHY EMPLOYEE IS BEING SEPARATED: I.E. SEPARATION IS BASED ON 
RECEIPT OF 30 DAY NOTICE DUE TO INCOMPATIBILITY. 

EMPLOYEE MUST SIGN BELOW (BLOCK NUMBER 3) AND LEAVE A FORWARDING ADDRESS (BLOCK NUMBER 5) 

���.���������/��� #��=	������������ -��/���������� ����	�8�������'�������������������������������������$%&��
��� 

EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

TERMINATE TEMPORARY APPOINTMENT LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

SECRETARY (OA) 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 06 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

85008-3495 

�	������"� 	����0����� ��"� 	0�� .����	������	���	������'���)	�����%���'�����!�#5��# 
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STATE REASON TERMINATING TEMPOARY APPOINTMENT. EXAMPLE: TEMPORARY APPOINTMENT NO LONGER 
NEEDED FOR ADDITIONAL WORKLOAD. 



��������)�'�2��������������/������)��� 

��-��2� 
��� �����)��� 

=	������ ��(������� �	� ������&� ��� ������� ����	�� �	��1	������������	��	� 
������
�����������	�8�����������������=	�������	��
�1�%���	����������� 
��1��������������	������������1	�����"�
 �	1
��������&����������������� 
���� 
�1� ���	� %�� ����� �	� �����
���� 1	��� �����%����1� �	�� ���
 �	1
��� 
�	
 ������	��%����������=	����	�8���������������8����%������� ��
����1 
�	� 
���� 1	�� �	 ���� 	�� ��1� �	��
����� 1	�� �&	���� &���� 	�� ��1�  �1� 	� 
�	
 ������	���	�8&��&�1	��������������� 

7&������	�
���	�������(����������������&	���1�	�������	���#5�$�##5�$���� 
�4�5!���	�����������$������+	����������	���#5������##5�����&	��2������ 

���� ��������� �	� ������ ��������	��� 8��&� ������� �	� �
 �	1
���� 	� 
����������������&�����������������������&�������	���$�8&���������	��4�5! 
��(������ ��������� �	� ������&� �&�� � ������� ����	�� �	�� ���
�����	�� 	� 
�������� �������� �	� �&�� ��������1� 	�� 3�%	�� 	�� �� ������ �����1� �� 
�	������	�� 8��&� ��
���������	�� 	�� ���
 �	1
���� �	
 ������	� 
 �	���
�� 

7&�� ������&���� 	�� �&��� ���	�
���	�� ��� �	������1D� &	8����$� �������� �	 
 �	����� ��� 
�1� ������� ��� 1	��� �	�� ���������C� � >�,� 1	��� �	 ���� 	�� �&	�� 
�	��
�����1	���&	����&���D�>�,� �1�	��	�&����	
 ������	������1	�D���� 
>#,� ��1� ���
 �	1
���� �	
 ������	�� %�������� �	� 8&��&� 1	�� 
�1� %� 
����������� 

��	 
���	����	��
��������	��
�����
����>)�7.C��=	�������	��������������������
������ 	���%������
 �	1
����%�����������������%��� ����������� 
��	�����������2���	�����=	������������	��������
���������������������&������	���&����1�"�
�����&��"��������1	��� ����1�	�&��8����, 

TYPE A BRIEF STATEMENT AS TO WHY EMPLOYEE IS BEING SEPARATED: I.E. SEPARATION IS BASED ON 
RECEIPT OF 30 DAY NOTICE DUE TO INCOMPATIBILITY. 

EMPLOYEE MUST SIGN BELOW (BLOCK NUMBER 3) AND LEAVE A FORWARDING ADDRESS (BLOCK NUMBER 5) 
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

TERMINATION (MILITARY) LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

SECRETARY (OA) 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 06 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

85008-3495 
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STATE REASON FOR TERMINATION: I.E. EMPLOYEE SELECTED FOR AGR TOUR PER ANNOUNCEMENT # 00-XXX. 

NOTE: IF EMPLOYEE ELECTS TO TERMINATE MILITARY, THEY RETAIN THEIR RESTORATION RIGHTS UNDER THE 
PROVISIONS OF USERRA. EMPLOYEES DO NOT RECEIVE THE 15 DAYS MILITARY LEAVE BENEFIT 

EMPLOYEE MUST SIGNT SF 52 AND PROVIDE A FORWARDING ADDRESS OR SUBMIT A LETTER OF RESIGNATION 
WITH THIS INFORMATION ON IT. A COPY OF THE EMPLOYEE'S AGR ORDERS MUST ALSO BE ATTACHED. 
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

TIME OFF AWARD NTE: LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

I.M. EMPLOYEE 123-45-6789 MM-DD-YYYY MM-DD-YYYY 

SECRETARY (OA) 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 06 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

(INDICATE NUMBER OF HOURS, 40 HOURS MAX) 

85008-3495 

�	������"� 	����0����� ��"� 	0�� .����	������	���	������'���)	�����%���'�����!�#5��# 
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*��F=.�F$� �������������&����������	������ �������&�������������&��	�������, 

WRITE A BRIEF NARRATIVE TO JUSTIFY THE TIME OFF AWARD. IF SUBMITTING A GROUP OF INDIVIDUALS, AN 
SF 52 IS REQUIRED FOR EACH PERSON. TIME OFF AWARDS MUST BE FOR A MINIMUM OF 8 HOURS, MAXIMUM 
OF 40 HOURS AND CANNOT EXCEED A TOTAL OF 80 HOURS FOR THE CALENDAR YEAR. 

EFFECTIVE DATE FOR TIME OFF AWARD IS THE NEXT AVAILALBE PAY PERIOD. EMPLOYEES HAVE ONE YEAR 
FROM EFFECTIVE DATE TO USE TIME OFF AWARD. 
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EMPLOYEE MUST LEAVE A FORWARDING ADDRESS IN THIS 
BLOCK 
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4����1����� �������+	�� �#���1�0���� 

REQUEST FOR FILL LEAVE BLANK 

NAME OF PERSON TO CONTACT, 267-XXXX MM-DD-YYYY 

SIGNATURE AND TYPED NAME, NORMALLY SUPERVISOR SIGNATURE AND TYPED NAME, NORMALLY COMMANDER 

SECRETARY (OA) 
TCXXXXXXXX (IF KNOWN, COMES OFF THE FULL-TIME 
MANNING DOCUMENT) 

GS 0204 06 

OTAG-AZ (UNIT EMPLOYED AT - I.E. AASF #2) 
5636 E. MCDOWELL ROAD 
PHOENIX, AZ 

CITY, COUNTY, STATE (I.E. PHOENIX, MARICOPA, ARIZONA) 

85008-3495 

�	������"� 	����0����� ��"� 	0�� .����	������	���	������'���)	�����%���'�����!�#5��# 
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SELECTING SUPERVISOR: PERSON WHO WILL BE MAKING THE SELECTION 
GRADE: (MILITARY GRADE IF POSN BEING ANNOUNCED IS AGR, OTHERWISE N/A) 
AFSC/MOS: SELF EXPLANATORY  
AREA OF CONSIDERATON: I.E. NATIONWIDE, CURRENT ON-BOARD TECHNICIANS, ETC. 
ADDITIONAL REMARKS: ANY SPECIAL REMARKS YOU WANT ADDED TO THE ANNOUNCEMENT. I.E. 
ENGINEERING DEGREE IS REQUIRED, THIS POSITION SUBJECT TO ROTATING SHIFTS 
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