Staffing

Submit SF-52
to Processing

A2.9 - Process New Hire

Processing
*Recelve SF-52*
*If OPF in region request OPF
from Central Records
*If OPF not in region and need SF-
75 information, request SF-75
information from Previous
command
*|f no OPF, request paperwork
from HRO

15 minutes, 6 seconds
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* Position description should be attached
electronically through PERSACTION.

hours

Processing
*Receive OPF if requested
*Receive SF-75 information if
requested
*Receive paperwork from HRO
Establish OPF
*Verify SF-52 against
OPF/Paperwork
«|f applicable, request additional
forms, e.g., DD-214
*|f applicable, check security
information (A2.112)

50 minutes

Processing

Process
Actions
(A2.11)




