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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                            IN REPLY REFER TO:

                                                              BaseO 5310.4C

                                                                            MPR 

                                                                            31 Jul 01

BASE ORDER 5310.4C
From:  Commanding General

To:    Distribution List

Subj:  POSITION MANAGEMENT PROGRAM-MANAGEMENT AND CIVILIAN MANPOWER        

       (SHORT TITLE: MANPOWER MANAGEMENT)

Ref:   (a) MCO 1001.55A (NOTAL)

       (b) MCO 5300.3G

       (c) MCO 5311.1C

       (d) MCO 12410.21B

       (e) MCO 12510.2C (NOTAL)

       (f) MCO 12515.1 (NOTAL)

Encl:  (1) Request For Personnel Action Process (Flow Chart)

       (2) Sample of Request for Personal Action (SF52-B)

       (3) Request for Personnel Action Checklist

       (4) Position Management Review Question List

       (5) Position Management Principles 

       (6) Table Of Organization Change Request Form

1.  Purpose.  To publish the policy, objectives, responsibilities, and procedures to implement the Position Management Program directed by references (a) and (b).

2.  Cancellation.  BaseO 5310.4B.

3.  Summary of Revision.  This revision contains a substantial number of changes and should be reviewed in its entirety.

4.  Background.  Reference (a) directs the establishment of an overall program to develop uniform guidance for applying basic position management principles.  The program covers civilian graded and ungraded appropriated fund positions and military billets performing similar functions.  Reference (b) maintains that the functions of position management and payroll management be delegated to the lowest practical level of management.  Within assigned payroll limitations, managers should be able to reallocate existing resources to meet mission requirements and to achieve economy and efficiency of operations.

5. Policy

a. Conduct effective position management commensurate with the mission needs of the 

command.

    b.  Ensure compatibility of position management actions with other command policies regarding programs such as position classification, merit staffing, employee development/motivation/retention and fiscal/manpower resource utilization to include the military structure. 

6.  Definition.  "Position Management" is the ongoing management action for the structuring of civilian and military positions to attain maximum efficiency in economy, productivity and organizational effectiveness.
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7.  Objectives
    a.  To establish a position and billet structure that best serves mission needs by providing optimum balance, maximum retention, and positive motivation to the work force.

    b.  To increase productivity as manifested by reduced commitment of manpower and fiscal resources for given missions.

    c.  To avoid position actions that (1) unnecessarily escalate payroll costs; (2) degrade utilization of essential skills; and (3) increase the relative ratio of managerial and supervisory employees to total personnel assigned.

    d.  To coordinate position actions that may impact on similar positions in other organizations (e.g., Secretarial, GS-0318; Fund Administrators/Budget Analysis, GS-0560, Administrative Officer, GS-0301, etc.).

    e.  To eliminate vacated positions if the function can be absorbed elsewhere or to reduce costs without impairing the accomplishment of essential functions.

    f.  To improve position or billet structure through the utilization of competent staff assistance by officers in charge and civilian supervisors.

    g.  To ensure that the duties and responsibilities of positions are clearly delineated and do not conflict with or duplicate the duties of other positions.

8.  Information for Marines and Supervisors.  The Position Management Program uses the U. S. Marine Corps Manpower Requirements Determination Program (MRDP) methodology to facilitate the identification of manpower needs.  Many problems faced by supervisors are tied to weakness of organization and job design.  Position Management principles can help reduce bottlenecks, red tape, high employee turnover, improper detailing procedures, recruiting problems, grievances and unmanageable workloads.  The heavy demands placed on supervisors today require an effective Position Management Program.  When making position management decisions, the supervisor (who knows the people and work to be done) considers the entire organizational structure; the number, types and grades or level of positions required to accomplish the assigned mission.  The other considerations include the employment market, the availability of funds; and how to attract, retain, develop and advance employees.  Position management bring all aspects together so management can make better and more timely decisions.  Position Management is therefore the responsibility of officers in charge and civilian supervisors.  Key elements of the Position Management Program are:

    a.  That line managers and supervisors need to keep in mind budgeting, planning, management analysis, position classification, the Business Management Office (BMO), employment and other special staff elements in the development and administration of an effective program.

    b.  That establishment of civil service positions and military personnel action control procedures, ensure organizations and staff agencies meet necessary requirements for economic and efficient utilization of available manpower.

    c.  That vacancy control and review procedures assist in determining whether the duties of a position can be eliminated, assigned to other civil service positions, or modified.  The completed SF52 must be submitted to the AC/S G-1, Manpower Operations Division, within 30 days of the vacancy.  The position Management Officer, on a case-by-case basis, may consider reallocating a billet after careful review by all interested parties.
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    d.  That procedures are in place to review proposed position classification changes to ensure the necessity for assigning responsibilities at the level or grades proposed.

    e.  That each manager review proposed organization changes from the standpoint of work design, occupational distribution, grade or level distribution, manpower requirements and cost.

9.  Position Management Officer.  The Deputy Commander, Marine Corps Base Hawaii is designated as the Position Management Officer and is assigned responsibility for the operation of the Position Management Program.  The Assistant Chief of Staff G-1 is the administrator of the program.

10.  Action

a. Assistance Chief of Staff, G-1 will:

(1) Develop a command manpower plan to be presented to the Commanding General

annually during September.

        (2) Submit recommendations to Position Management Officer for decisions on civilian positions, military billets and T/O changes in specific cases, as appropriate.

        (3) Conduct Position Management Reviews which includes reviewing civilian positions, change of assignments and/or accretion for duties.  Reviews will be conducted following enclosure (4). 

        (4) Advise the Commanding General on matters relating to utilization of labor resources authorized or planned for Marine Corps Base, Hawaii.

        (5) Review manpower, procedural and organizational analyses to determine possible management improvement and recommend Base policy changes.

        (6) Maintain the official Base Tables of Organizational and Equipment (T/O & E) and organization charts for Marine Corps Base Hawaii and Marine Corps Air Facility Kaneohe Bay.

        (7) Annually evaluate manpower trends in relationship to the objectives of this order.  Provide information and assistance to the command and key officials or element of the activity on changes or adverse developments that need rectification.  

        (8) Provide assistance to officers in charge and civilian supervisors in analyzing the personnel aspects of T/O's, and if necessary, develop an alternative structure to achieve improvements in position management, coordinating such assistance with other staff elements as required.

        (9) Extend maximum consideration to retaining or reassigning civilian employees and military personnel affected by management decision regarding changes to T/O's or by changes in staffing requirements.  This is evidenced by advance planning for transfer or reassignment for military personnel or for placement and reduction of billets.  The separation of civilian employees by reduction in force will be used only as a last resort after all other measures have failed.

        (10) Provide, when requested, advice and assistance on the proper alignment of task and functions; evaluate the organizational structure to assure optimum utilization of manpower and material resources.

        (11) Maintain records and manage the civilian personnel allocations on the Headquarters Marine Corps Annual Civilian Letter of Allowance (LOA).
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        (12) Maintain records and manage military billets allocated from Headquarters Marine Corps by the Assigned Strength Report (ASR) and Staffing Goals (S/G).

        (13) Develop recommendations on ceiling deletions, additions, or changes, as it applies to the LOA and the T/O, and present them to the Commanding General, as appropriate.

        (14) Refer position actions not consistent with the contents of this Order with appropriate recommendation(s) to the Position Management Officer.

        (15) Revise the "working" T/O to reflect current military billets and civilian positions, authorized work years, incumbents, recruitment status and Program Element Numbers (PEN).

        (16) Consolidate and process T/O Change Requests (TOCRS) for submission to CMC (TFS) per reference (d).

        (17) Process realignments to Program Element Number (PEN) authorization levels based on requests by management.  Requests for such changes will be submitted annually to CMC (RFO) during June for approval to realign LOA assets the next fiscal year.  This is a coordinated effort between the G-1 and the Comptroller.

        (18) Process SF52's per enclosure (1).

        (19) Ensure that managers/supervisors provide the correct information on SF-52, Request for Personnel Action, when submitting personnel action requests for appropriated fund civilian employees.  (see Enclosure 3 and 5) Incomplete requests for Personnel Actions (SF52's) may be returned without action.  Information for items in blocks 36 and 44 can be obtained from your Fund Administrator or the "working" T/O that is located in Excel on the H: drive, working T/O, working. 

        (20) High Grade Action.  Proposals on establishing new or modifying existing high-grade positions (GS-13 through GS-15) will be processed to ensure conformity with references (a) and (b) and for processing to the Deputy Commander.  Proposals will include: position descriptions, organizational chart, functional statement, position management report and current approved T/O.

        (21) Table of Organization (T/O) Changes.  Process all T/O changes in accordance with reference (c) as shown in enclosure (1).  Forward requests to the AC/S G-1 Marine Forces Pacific for consideration.  Changes are to be submitted in writing or email with proper signatures (see Enclosure 6)

        (22) Administer and manage the monthly work year tracking report by monitoring the Civilian Personnel Resource Reporting System (CPRRS) that reflect Direct and Reimbursable work years compared to the monthly plan and fiscal year end target. 

        (23) Administer and manage the Consolidated Civilian Career Training (CCCT) Program per reference (e).  CCCT positions allocated to MCBH by HQMC (MPC-32) will be annotated on the working T/O in the functional area assigned or recommended by PMO not to exceed two years.   

        (24) Assign all inbound officer and enlisted Marines to projected and actual 

vacancies by Table of Organization line number for MCBH and MCAF.

(25) Active Duty Special Work (ADSW).  Submit requirements for ADSW Reserve 

Personnel in accordance with reference (c).  Forward requests to the AC/S G-1 Marine Forces Pacific for consideration.   
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        (26) Tasking for Military Personnel.  Forward all taskings for military personnel from or to Marine Corps Base Hawaii and/or III MEF Hawaii to Marine Forces Pacific via AC/S G-1 Marine Corps Base Hawaii.  Changes to the T/O will not be effective until two years out.

        (27) Assign and manage the Fleet Assistance Program per references (e) and (f).

        (28) Coordinate and administer an annual training for MCBH personnel regarding the proper submission and routing of various personnel actions.  HRO and AC/S Comptroller will assist with the period of instruction.  The training should occur after the annual review of the Order so that any changes and/or updates may be briefed and implemented.

        (29) Conduct Position Management Reviews using the checklist in enclosure (4) on all requests for Reclassification and new positions and forward to the Position Management Officer via the Comptroller and Human Resources Officer for final approval.

        (30) Manage the Command Table of Equipment and collate with the current Table of Organization per reference (d).

    b.  Commanders, Assistant Chiefs of Staff and Special Staff Officers will:

        (1) Submit a signed annual Fiscal Year organizational manpower plan, to the Assistant Chief of Staff, G-1 for development of the Command Manpower Plan for Commanding General approval by the 1st day of April each year.  The AC/S G-1 will provide annual guidance.  Your manpower plan should include adjustments or changes to the on-line Working T/O on H: drive.

        (2) At a minimum, conduct an annual position management review of all positions in their organizations using Enclosures (4) and (5) as a checklist and guideline.  Reviews will establish a need for the position, optimum position structure and accuracy of the position description.  Determine the organizational structure for units under their control.  Group tasks into duties, assign duties to individual civil service positions, and ensure position descriptions are accurate, complete, and current. Ensure positions are established and structured organizationally per the policy and objective statements in this Order.  Enclosure (5) provides position management principles.

        (3) Staff Manpower initiatives (any changes that affect the T/O) in writing through AC/S G-1 prior to being submitted to the Deputy Commander or outside the command. Ensure organizations under their cognizance forward timely changes to appropriate organizational charts and function statements to the AC/S G-1 Manpower Operation Division.

        (4) All MCCS APF civilian positions converted to MWRUSA must be routed to the AC/S G-1 Manpower Operations Division per enclosure (1).  Upon conversion of the APF billet, the Manpower Operations Division will delete the billet from the T/O and decrement PEN #0206496M on the Civilian Letter of Allowances and forward to the Comptroller for appropriate funding adjustments.  Conversions must be in full work year(s) only.  Half work years will not be accepted for conversation.

        (5) Submit Personnel Action Request (SF52's) through the AC/S G-1, Manpower Operations Division (Enclosure 2).  Personnel Actions that affect the T/O are: recruitment, separation, detail, reassignment, transfer, Leave Without Pay, changes in position billet title, and change in grade or Quality Step Increase (QSI) SF52’s with inaccurate information or are incomplete will be returned to the command for accuracy and completion.

c.  The Human Resource Office Will:

(1) Provide guidance and advisory services to managers and supervisors to assist 

them in carrying out their position classification and recruitment responsibilities and other HRO related matters as appropriate.
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(2) Follow the Resource Allocation Process (enclosure 1) order for SF52’s.   

        (3) Provide accurate civilian personnel data to the AC/S G-1 Manpower Operations Division for control and reporting purposes and other special reports on a monthly basis.

        (4) Coordinate placement of MCBH employees to promote retention of current employees.  Placement may be made to developmental position up to and including any grade level previously held.

(5) Provide advice and assistance on recruitment bonuses, relocation bonuses, 

retention bonuses, special salary rates, advance hire rates and other management authorities available.

    d.  The Assistant Chief of Staff, Comptroller will:

(1) Provide civilian personnel costs data as requested.

        (2) Provide the services of budget specialists or others as required upon coordination with the Position Management Officer.

(3) Evaluate changes requiring funding increases or decreases.

        (4) Recommend actions to ensure compliance with labor funding limitations imposed by CMC in the execution of approved civilian personnel funding levels.

e. The Business Management Office (BMO) Coordinator will keep the Position Management 

Officer and the AC/S G-1 apprised of all proposed actions impacting the Base structure through affected BMO and A-76 initiatives.  All A-76 ABC/M initiatives which identify manpower cost savings on adjustments will be staffed through the AC/S G-1.  This is to ensure that the Base attains maximum efficiency in economy, productivity, and organizational effectiveness and to ensure coordination with the Marine Corps Total Force Structure, as appropriate.

11.  Inherently Governmental Positions.  The AC/S G-1 will act as the point of contact for determining inherently governmental coding for positions.   Once a department recommends a position, the AC/S G-1 will determine if it is inherently governmental, route it to the BMO Coordinator for Concurrence, and present it to the Position Management Officer for final approval.

12.  Applicability.  These policies and procedures apply to all organizations of Marine Corps Base, Hawaii.  Tenant commands will be furnished position management advisory assistance upon request.

                                               J. A. LEMOINE

                                               Deputy Commander

DISTRIBUTION:  A-3

               B-2
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REQUEST FOR PERSONNEL ACTION PROCESS (FLOW CHART)

[image: image2.wmf]Standard Form 52-B (EG)

Rev. 7/91

U.S. Office of Personnel Management

FPM Supp. 296-33, Subch. 3

PART A - Requesting Office 

(Also complete Part B, Items 1, 7-22, 32, 33, 36 and 39.)

REQUEST FOR PERSONNEL ACTION

1.  Actions Requested

2.  Request Number

3.  For Additional Information Call

 (Name and Telephone Number)

4.  Proposed Effective Date

5.  Action Requested By 

(Typed Name, Title, Signature, and Request Date)

6.  Action Authorized By 

(Typed Name, Title, Signature, and Concurrence Date)

PART B - For Preparation of SF 50 

(Use only codes in FPM Supplement 292-1.  Show all dates in month-day-year order.)

1.  Name 

(Last, First, Middle)

2.  Social Security Number

3.  Date of Birth

SECOND ACTION

5-A. Code

5-B. Nature of Action

6-A. Code

6-B. Nature of Action

5-C. Code

5-D. Legal Authority

6-C. Code

6-D. Legal Authority

5-E. Code

5-F. Legal Authority

6-E. Code

6-F. Legal Authority

7.  FROM: Position Title and Number

15.  TO: Position Title and Number

8. Pay

    Plan

9. Occ.

    Code

10. Grade or

      Level

11. Step or

      Rate

12. Total Salary

13. Pay

      Basis

12A. Basic Pay

12B. Locality Adj.

12C. Adj. Basic Pay

12D. Other Pay

16. Pay

      Plan

17. Occ.

      Code

18. Grade or

      Level

19. Step or

      Rate

20. Total Salary/Award

21. Pay

      Basis

20A. Basic Pay

20B. Locality Adj.

20C. Adj. Basic Pay

20D. Other Pay

14. Name and Location of Position's Organization

22. Name and Location of Position's Organization

EMPLOYEE DATA

23. Veterans Preference

1 - None

2 - 5-Point

3 - 10-Point/Disability

4 - 10-Point/Compensable

5 - 10-Point/Other

6 - 10-Point/Compensable/30%

24. Tenure

25. Agency Use

26. Veterans Preference for RIF

0 - None

1 - Permanent

2 - Conditional

3 - Indefinite

YES

NO

27. FEGLI

28. Annuitant Indicator

29. Pay Rate Determinant

30. Retirement Plan

31. Service Comp. Date (Leave)

32. Work Schedule

33. Part-Time Hours Per

              Biweekly

              Pay Period

POSITION DATA

34. Position Occupied

1 - Competitive Service

2 - Excepted Service

3 - SES General

4 - SES Career Reserved

35. FLSA Category

E - Exempt

N - Nonexempt

36. Appropriation Code

37. Bargaining Unit Status

38. Duty Station Code

39. Duty Station 

(City - County - State or Overseas Location)

40. Agency Data

41.  

42.  

43.  

44.  

45. Educational Level

46. Year Degree Attained

47. Academic Discipline

48. Functional Class

49. Citizenship

50. Veterans Status

51. Supervisory Status

1 - USA  8 - Other

PART C - Reviews and Approvals

 (Not to be used by requesting office)

1. Office/Function

Initials/Signature

Date

Office/Function

Initials/Signature

Date

A.

B.

C.

D.

E.

F.

2. Approval:  I certify that the information entered on this form is accurate and that

    the proposed action is in compliance with statutory and regulatory requirements.

Signature

Approval Date

CONTINUED ON REVERSE

OVER

Designed using Perform Pro, WHS/DIOR, May 94

FIRST ACTION

4.  Effective Date
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(Note to Supervisors:

Do you know of additional or conflicting reasons for the employee's resignation/retirement?

If "YES", please state these facts on a separate sheet and attach to SF 52.)

YES

NO

PART E - Employee Resignation/Retirement

Privacy Act Statement

You are requested to furnish a specific reason for your resignation or retirement and a

forwarding address. Your reason may be considered in any future decision regarding your

re-employment in the Federal service and may also be used to determine your eligibility for

unemployment compensation benefits.  Your forwarding address will be used primarily to

mail you copies of any documents you should have or any pay or compensation to which

you are entitled.

This information is requested under authority of sections 301, 3301, and 8506 of title 5, 

U.S. Code.      Sections 301 and 3301 authorize OPM and agencies to issue

regulations with regard to employment of individuals in the Federal service and their

records, while section 8506 requires agencies to furnish the specific reason for termination

of Federal service to the Secretary of Labor or a State agency in connection with

administration of unemployment compensation programs.

The furnishing of this information is voluntary; however, failure to provide it may result in

your not receiving: (1) your copies of those documents you should have; (2) pay or other

compensation due you; and (3) any unemployment compensation benefits to which you

may be entitled.

1. Reasons for Resignation/Retirement (NOTE: Your reasons are used in determining possible unemployment benefits. Please be specific and avoid generalizations.

    Your resignation/retirement is effective at the end of the day - midnight - unless you specify otherwise.)

2. Effective Date

3. Your Signature

4. Date Signed

5. Forwarding Address

 (Number, Street, City, State, ZIP Code)

PART F - Remarks for SF 50


[image: image4.png]



[image: image5.wmf]Standard Form 52-B (EG)

Rev. 7/91

U.S. Office of Personnel Management

FPM Supp. 296-33, Subch. 3

PART A - Requesting Office 

(Also complete Part B, Items 1, 7-22, 32, 33, 36 and 39.)

REQUEST FOR PERSONNEL ACTION

1.  Actions Requested

2.  Request Number

3.  For Additional Information Call

 (Name and Telephone Number)

4.  Proposed Effective Date

5.  Action Requested By 

(Typed Name, Title, Signature, and Request Date)

6.  Action Authorized By 

(Typed Name, Title, Signature, and Concurrence Date)

PART B - For Preparation of SF 50 

(Use only codes in FPM Supplement 292-1.  Show all dates in month-day-year order.)

1.  Name 

(Last, First, Middle)

2.  Social Security Number

3.  Date of Birth

SECOND ACTION

5-A. Code

5-B. Nature of Action

6-A. Code

6-B. Nature of Action

5-C. Code

5-D. Legal Authority

6-C. Code

6-D. Legal Authority

5-E. Code

5-F. Legal Authority

6-E. Code

6-F. Legal Authority

7.  FROM: Position Title and Number

15.  TO: Position Title and Number

8. Pay

    Plan

9. Occ.

    Code

10. Grade or

      Level

11. Step or

      Rate

12. Total Salary

13. Pay

      Basis

12A. Basic Pay

12B. Locality Adj.

12C. Adj. Basic Pay

12D. Other Pay

16. Pay

      Plan

17. Occ.

      Code

18. Grade or

      Level

19. Step or

      Rate

20. Total Salary/Award

21. Pay

      Basis

20A. Basic Pay

20B. Locality Adj.

20C. Adj. Basic Pay

20D. Other Pay

14. Name and Location of Position's Organization

22. Name and Location of Position's Organization

EMPLOYEE DATA

23. Veterans Preference

1 - None

2 - 5-Point

3 - 10-Point/Disability

4 - 10-Point/Compensable

5 - 10-Point/Other

6 - 10-Point/Compensable/30%

24. Tenure

25. Agency Use

26. Veterans Preference for RIF

0 - None

1 - Permanent

2 - Conditional

3 - Indefinite

YES

NO

27. FEGLI

28. Annuitant Indicator

29. Pay Rate Determinant

30. Retirement Plan

31. Service Comp. Date (Leave)

32. Work Schedule

33. Part-Time Hours Per

              Biweekly

              Pay Period

POSITION DATA

34. Position Occupied

1 - Competitive Service

2 - Excepted Service

3 - SES General

4 - SES Career Reserved

35. FLSA Category

E - Exempt

N - Nonexempt

36. Appropriation Code

37. Bargaining Unit Status

38. Duty Station Code

39. Duty Station 

(City - County - State or Overseas Location)

40. Agency Data

41.  

42.  

43.  

44.  

45. Educational Level

46. Year Degree Attained

47. Academic Discipline

48. Functional Class

49. Citizenship

50. Veterans Status

51. Supervisory Status

1 - USA  8 - Other

PART C - Reviews and Approvals

 (Not to be used by requesting office)

1. Office/Function

Initials/Signature

Date

Office/Function

Initials/Signature

Date

A.

B.

C.

D.

E.

F.

2. Approval:  I certify that the information entered on this form is accurate and that

    the proposed action is in compliance with statutory and regulatory requirements.

Signature

Approval Date

CONTINUED ON REVERSE

OVER

Designed using Perform Pro, WHS/DIOR, May 94

FIRST ACTION

4.  Effective Date
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If "YES", please state these facts on a separate sheet and attach to SF 52.)
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PART E - Employee Resignation/Retirement
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You are requested to furnish a specific reason for your resignation or retirement and a

forwarding address. Your reason may be considered in any future decision regarding your

re-employment in the Federal service and may also be used to determine your eligibility for

unemployment compensation benefits.  Your forwarding address will be used primarily to

mail you copies of any documents you should have or any pay or compensation to which
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This information is requested under authority of sections 301, 3301, and 8506 of title 5, 
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records, while section 8506 requires agencies to furnish the specific reason for termination

of Federal service to the Secretary of Labor or a State agency in connection with

administration of unemployment compensation programs.

The furnishing of this information is voluntary; however, failure to provide it may result in

your not receiving: (1) your copies of those documents you should have; (2) pay or other
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1. Reasons for Resignation/Retirement (NOTE: Your reasons are used in determining possible unemployment benefits. Please be specific and avoid generalizations.

    Your resignation/retirement is effective at the end of the day - midnight - unless you specify otherwise.)

2. Effective Date

3. Your Signature

4. Date Signed

5. Forwarding Address

 (Number, Street, City, State, ZIP Code)

PART F - Remarks for SF 50
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Request for Personnel Action (SF52) Checklist

Part A - Requesting Office 

1.  Actions Requested - What type of action are you requesting?  (i.e. recruitment, classification, reclassification, promotion, LWOP, retirement, award, detail, transfer, realignment, separation, etc.)

2.  For Additional Information Call (Name and Telephone Number) - Person who can answer questions regarding the request.

3.  Proposed Effective Date - date of request completion shown in month-day-year format.

4.  Action Requested By (Name, Title…) - Fill in for Department head's signature.

5.  Action Authorized By (Name, Title…) - Fill in for Department head's signature.

Part B-For Preparation of SF50

1.  Name - Fill in this item (if appropriate) with person's full name (HRO guidance)

2.  Social Security Number - (when required)

3.  Date of Birth - (when required)

4.  Effective Date - leave blank

5-A. 6-E.  First Action and Section Action - leave blank

7.  From: position Title and Number - Items 7,8,9,10, and 14 are required if there is a change in position, assignment, etc.  Indicate what the current status is.  Leave blank for other actions.

15.  To: Position Title and Number - Items 15-18 and 22 are required.  Place the PD number under the position title.  Leave blank if requesting reclassification action. 

23. - 33.  Employee Data - leave blank 

36.  Position Data - Appropriation Code should show the position's PEN number and if it is a "direct" or "reimbursable" funding.  (Place this information in the notepad.)

44.  Include your Cost Center Codes to indicate the funding location.  Leave blank items 34, 35, 37-43, 45-51.  (Place this information in the notepad.)

                                                                    ENCLOSURE (3) 
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Part C - Reviews and Approvals

Routing of SF52s should be in the following order:

A. Office/Function - Type in G-1

B. Office/Function - Type in CR

C. Office/Function - Type in HRO

Part D - Remarks by Requesting Office

Complete Yes or No (if applicable).

Type a short narrative describing the background and circumstances surrounding the personnel action.  Include the T/O line number(s) of the position(s).  Give time frame (effective date and completion date) for actions such as: temporary hires, term hires, LWOP, details, etc.

Example: 1) Mr. Uppen Adams T/O line #1111 will be reassigned to T/O line #1112 on 9/9/00.

Example: 2) Mr. Criss Cross T/O line #1234 retiring on June 01, 2000, recruiting for this position.

Type in after the narrative, "The position is within the ceiling of the Working T/O and meets the standards set forth in Base Order 5310.4C."

Note:  Place information for his section in the notepad.

Part E - Employee Resignation/Retirement

1.  Complete if applicable.  Note: Without a signature it is very difficult to remove an employee's name from the HRSC's active roster.

2. - 5.  Must be completed in order to recruit to an occupied position (including LWOP personnel).

Note:  Place information for this section in the notepad.

Part F (Part 5) - Remarks for SF50 - (if applicable)

Note: If the SF52 folder is incorrect or incomplete, it will be returned to the command for correction.  

When recruiting for a Consolidated Civilian Career Training (CCCT) position the following items are required:

1. Memo requesting recruitment for a CCCT position

2. SF52 (Personnel Action Request)

3. PD and PD cover for all applicable grades

4. Training Plan for duration of training.

Questions regarding completion of personnel actions contact HRO.  Questions regarding funding, contact the Budget Officer, and for questions concerning  positions on the Table of Organization, contact the G-1 Management Operations Division, G-1.

Note:  Place information for this section in the notepad.
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POSITION MANAGEMENT REVIEW QUESTION LIST

1. Introduction

a. The first step to implement an individual position or organizational PM 

review is a critical review by department heads and their managers of the way duties and responsibilities are organized and assigned to individual positions.  Examine the following areas in the order listed:

(1) Functions and/or tasks.

(2) Organization.

(3) Manpower authorizations.

(4) Supervision.

(5) Position descriptions.

(6) Vacancies.

(7) Future plans.

    b.  The questions which follow focus attention on specific issues within the above areas and assist directors and managers in evaluating their responsibilities, their functional organization and problems, and their plans.  The questions are divided into those which should be answered by the department director, or a designate representative, and those to be answered by the division manager.  Some questions will be answered by both the director and the manager.

2. Questions for Directors/Department Heads
a. Functions and/or Tasks
(1) Are all the functions included in your functional chart being performed 

by your department?

        (2) Are there functions you believe should be eliminated or assigned elsewhere?

        (3) Are functions being performed which are not included in your functional chart?

        (4) What functions or tasks demand most of your time?

b. Organization

(1) Is your organization adequate and up to date?  Do you anticipate 

short or long term changes?

        (2) Does the organization present sufficient challenges to the employees and provide opportunities for advancement?
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        (3) Does the work of any component extensively overlap or duplicate work being performed by another component or department?

        (4) Does a component of another department perform that should be performed by your department?

        (5) Does the physical layout of the activity's facilities adversely affect your organization?

c. Manpower Authorization
(1) How many positions/billets are you allocated?

(2) How many allocated positions/billets are vacant?

(3) How do you allocate positions/billets to your division managers?

(4) Do you follow-up after allocating new positions/billets to a division 

manager to see that each is used for the position for which it was originally recruited?

        (5) Do you advise the PMO via the MCU/PM Board when positions/billets are to be used for positions other than for those originally requested?

(5) Is you approval manpower authorization adequate for your current 

needs?

d. Supervision
(1) Do you believe your span of supervisory control is too broad/too 

narrow?

        (2) What measures are you taking to minimize the effects of retirement or resignations of your supervisors?

(3) How do you measure the efficiency/effectiveness of your department?

        (4) What indicators do you use to measure the performance of your division managers?

        (5) How often do you hold staff meetings to discuss workload and managerial problems?

(6) What is you most difficult managerial problem?

        (7) Has PM been tied into the critical elements of your civilian supervisors/management officials performance appraisals?

e. Position Descriptions (PDs)
(1) Are your division managers' PDs current?

        (2) What recruitment problems are you experiencing or do you anticipate?  Which "scare skills" are you recruiting for?

ENCLOSURE (4)
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        (3) Are your supervisors receiving sufficient training to keep abreast of changing production techniques and new task assignments?

        (4) Do you have any suggestions to improve employee motivation?

        (5) What constraints or situations most adversely affect the morals of your organization?

    h.  Future Plans.  What plans do you have to improve your departments effectiveness?  What counsel do you give your managers in this area?

3.  Division Managers
a. Functions and/or Tasks
(1) Do you perform functions which are not included in your functional 

statement?

        (2) Does it effectively establish channels of communications and ensure coordination between units and individuals?

        (3) Is it adequate and up-to-date?

        (4) Does it group related functions, products, etc., together?  Are project coordination endeavors being performed?

        (5) Does it present challenges to the employees and provide opportunity for advancement?

        (6) Do you believe a component of another department performs work that should be performed by you division?

        (7) Does the organization provide for manager replacement?

        (8) Does it provide for interchange of workers within the division?

        (9) Does the physical layout of the Base facilities adversely affect the performance of your work?

        (10) Pinpoint your division's bottleneck, if any.  What are your recommendations for improvement?

    c.  Manpower Authorization
        (1) How many positions/billets are in your division?

(2) List personnel assignments for your division.

(3) Does each incumbent report to only one supervisor?

(4) Is maximum use being made of available skills?  If not, what are your 

plans to correct this situation?
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(5) Are all personnel being used for the purpose they were 

hired/assigned?

d. Vacancies
(1)  Are there vacancies which have not been filled in the past 12 months, 

6 moths, 3 months?  List them by T/O line number and PD number.

        (2) Can additional work be absorbed within the current manpower authorization?

        (3) Is it feasible to recruit at a lower level and train to the skill level required?  If no, why not?

e. Future Plans
(1) Do You Anticipate any new type work in the foreseeable future or any 

significant change to work presently being performed?

        (2) Where would you steer you division in the future in the terms of magnitude and scope of work or services performed?
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POSITION MANAGEMENT PRINCIPLES

1. Establish organizational structure that will best serve the mission needs by 

providing the best balance between economy and efficiency in recruiting, developing, motivating and retaining competent employees.

2. Avoid position actions that increase payroll costs unnecessarily for a given

mission, or that increase the ratio of managerial and supervisory employees            

to the total number of employees.

3. Review vacancies for possible redistribution, modification, or elimination of 

duties.  Abolish vacant positions if duties can be redistributed or eliminated without seriously affecting essential functions, and change existing positions upon incumbency turnover or reorganization when this contributes to increased efficiency and economy.

4. Analyze possibilities for improved position structures, and use Human

Resources Office staff assistance in analyzing position management options as a basis for improving position structures.

5. Make sure that the responsibilities of each position are delineated clearly,

and do not conflict with, or duplicate the duties of any other position.

6. Contribute to Marine Corps objectives of increased employee productivity, and 

reflect this increase in reduced manpower, and fiscal resources used for a given reason. 

7. Make sure that position management actions promote equal employment 

opportunity (EEO) goals through the establishment of bridge, trainee, and development positions.

8. Review position descriptions annually and update whenever necessary.

9. Review each proposed change of organization from the standpoint of work 

design, skill, recruitment, occupational distribution, grade distribution, manpower requirement and costs.  Final decisions approving or disapproving the organizational change should be based on supporting evidence that the action is clearly consistent with the aims of effective and economic accomplishment of the Marine Corps mission.
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