
OUTSIDE
AGENCIES
Law, Rules, 
Contracts, 
Case Law

HRO
Develop local
guidance

Management
Issue local
Policies

Management
•Presents issues
 to HRO
•Conduct pre-action
 activities as required

HRO
•Conduct necessary  research
• Present Management
  with options
• Provide guidance on 
  pre-actions activities

Management
•Determine action 
 desired
•Provide HRO with
 evidence, results of 
 pre-action activities, 
 etc.

HRO
•IF action to be taken is
 informal, 
 THEN provide assistance
 to Management with
 the informal action
•IF action to be taken is
 a letter of reprimand
 THEN prepare/review
 Letter of Reprimand
•IF action is Disciplinary/
 Adverse Action
 THEN prepare proposal
 letter and provide to 
 Management
•In all instances, prepare
 case file.

Management
•Take informal action/File informal action
•Issue letter of reprimand to Employee
•Have Employee sign and date copy of letter to
 acknowledge receipt
•Forward receipted copy to HRO
FOR DISIPLINARY/ADVERSE ACTIONS:
PROPOSING OFFICIAL
•Issue proposal letter  to Employee
•Have Employee sign and date as evidence of  receipt.
•Provide receipted copy of proposal letter to HRO
DECIDING OFFICIAL
•If Employee and/or Employee’s representative
 submits a written reply, forward  to HRO for
 inclusion in  case file.
•If Employee and/or Employee’s representative
 request to make an oral reply, schedule time
 for the oral reply and request assistance from
 HRO.
•If Employee and/or Employee’s representative
 do not make a reply (oral or in writing), notify
 HRO at completion of the reply period specified
 in the proposal letter.
•If Employee and/or Employee’s representative
 provides medical information forward to
 HRO for inclusion in case file.
  

HRO
•File Letter of Reprimand in case file
•Forward copy of Letter of Reprimand
 to HRSC for filing in OPF
•File any written response(s) in case file
•File written summary of any oral reply in 
 case file (note: have Employee and/or 
 representative review summary to validate 
 it as summary of oral response.)
•File any medical information provided 
 in case file.
•Provide deciding official with the 
 complete case file and a copy of 
 the Douglas Factors
•Provide guidance to deciding official

Management
Deciding Official
•Review the entire case file 
 including any oral or written 
 replies and/or medical 
 documentation
•Determine if charges have
 been proven by preponderance 
 of the evidence 
•Make finding(s) (e.g.,  sustain 
 or not-sustain each charge.
•Complete Douglas Factors
 and consider
•Determine whether to impose 
 the penalty proposed or 
 mitigate the penalty
•Return case file with decision 
 to HRO

HRO
•Prepare decision letter
•Forward to Management
 for delivery

Management
•Issue decision letter to Employee
•Have Employee sign and 
 date as evidence of receipt.
•Provide receipted copy of
 decision letter to HRO

HRO
•Initiate PERSACTION
•File receipted decision letter in case file
•Maintain case file 
•File copy of SF-50 in Case file upon receipt

HRSC
-Process PERSACTION
-Distribute SF-50’s
-Provide copy of SF-50 to HRO for case file
-File copy of letter of reprimand in OPF
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