
A2.18 - Volunteer Processing

Processing
•Receive SF-52 volunteer action
•Type SF-50*
•If New Hire establish OPF
•Update onboard volunteer list**
•Forward OPF to Central Records***

1 hour, 40 minutes

Central Records

File OPF ***
(A2.2 & A2.3)

15 minutes

Staffing

Submit SF-52 to
Processing

* Use automated system or typewrite.  Do not input into DCPDS
** Automated system needed to track Volunteers
*** OPF retained indefinitely


