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Chapter 1 
General Information 

1-1. Purpose 

a. This plan implements the merit placement principles of Title 5 of the United 
States Code, sections 2301 and 2302, as implemented by the Departments of Army, 
Air Force and the National Guard Bureau for application in the placement and promotion 
of dual and non-dual status technicians to positions authorized by Title 32 of the United 
States Code, section 709, in support of the Ohio Army and Air National Guard. Since 
the procedures contained in this plan are applicable to both the Army and Air National 
Guard, the general term Ohio National Guard will be used throughout the plan. 

b. This plan supersedes previous written guidance published by the Human 
Resources Office regarding merit promotion and placement procedures. If a Collective 
Bargaining Agreement is negotiated in the future, requirements of any such approved 
collective bargaining agreement will take precedence over any conflicting provisions in 
this plan as applied to bargaining unit technicians. 

1-2. Policy 

a. It is the policy of the Ohio National Guard to fill technician vacancies with 
qualified, high-performing individuals and to ensure that technicians have the 
opportunity to develop and advance to their full career potential. 

b. All technician vacancies will be filled on the basis of merit and the Personnel 
Management Objectives outlined in Technician Personnel Regulation 200. Individuals 
being considered for merit placement must meet the minimum qualifications but may be 
allowed to grow into the standards for the position for which being considered. For 
dual-status technician positions, eligibility includes appropriate military membership and 
the ability to be assigned to a compatible military position. 

c. No provision of this plan should be construed as authorizing the use of 
discrimination on the basis of personal relationships, political or labor organization 
affiliation or nepotism. The Ohio National Guard is an Equal Opportunity Employer 
focused on the promotion of diversity and inclusion. 

1-3. Scope 

This plan encompasses all technician positions in the State of Ohio authorized under 
Title 32, United States Code section 709. It will be used in filling all dual status (DS) 
and non-dual status (NDS) positions. 
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1-4. Definitions 

a. Area of Consideration (AOC): The area of consideration for the job 
announcement defines who may apply for any given job announcement by status. The 
AOC will be defined on the Merit Announcement Request (AGOH Form 690-52). 

Tier 1: All members of the Ohio Army or Air National Guard (statewide) 
Tier 2: All individuals eligible to become members of the Ohio Army or Air National 
Guard (nationwide) 
Tier 3: As specified by the selecting official and approved by the HRO. This can be 
used with proper justification under special circumstances such as funds/resource 
authorization availability 

b. Bargaining Unit Technician: A bargaining unit is a group of employees who 
are represented by a Union. Determinations are made based on definitions and 
provisions in 5 USC 71, which may or may not apply to National Guard Technicians. 

c. Change to Lower Grade: Personnel action that moves an employee to a 
position at a lower grade or lower rate of pay. 

d. Collective Bargaining Agreement (CBA): A special agreement between an 
employer and a bargaining unit on working conditions and dispute resolution. 

e. Commuting Area: 
A commuting area is any geographical area and surrounding localities where people live 
and can reasonably be expected to travel back and forth daily to their employment sites. 
Although 50 miles is commonly used, there is no set mileage standard that can be used 
to determine the commuting area. This distance is used for Human Resources 
purposes and does not necessarily apply in other situations such as for travel 
calculations 

f. Competitive Civil Service Employee: A federal employee appointed under 5 
USC, who is not required to be a military member of the National Guard as a condition 
of employment. 

g. Detail: A temporary change of job assignment for a specified period with the 
technician returning to his/her regular duties at the end of the period. 

h. Delegated Examining Unit (DEU): A agency authorized by the Office for 
Personnel Management to fill competitive civil service jobs. A DEU is responsible for 
ensuring fair and open competition, recruitment from all segments of society, and 
selection on the basis of the applicants' competencies or knowledge, skills and abilities. 

i. Dual Status Technician: Excepted-service technicians, appointed under Title 
32 USC 709(b), who are required to be military members of the National Guard as a 
condition of employment. 
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j. Eligible Applicants: Applicants for a technician position within the identified 
area of consideration who meet the qualification requirements for the position as 
certified by HRO. 

k. Intervening Grade: A pay grade (GS or FWS) with a representative rate more 
than a technician's designated grade but less than his/her retained grade. 

I. Initial Appointment: The first appointment, regardless of tenure, as an 
employee of the Federal Government, or the appointment of an individual in the Federal 
Government when his or her Federal service during the 90-day period immediately 
preceding the appointment was time-limited or non-permanent. 

m. Interview Board: The interview board is the group charged with providing a 
ranked hiring recommendation to the selecting official. Tasks include but are not limited 
to reviewing resumes, conducting interviews, checking references, and considering past 
performance and conduct. The board evaluates applicants using a fair process 
considering all appropriate criteria. The board is diverse in terms of race and gender. 

n. Nepotism: In compliance with federal law (see 5 USC 3110), an individual who 
(by law, rule, regulation, or delegation) has appointment or promotion authority, or 
authority to recommend employees for appointment or promotion; shall not advocate 
(orally or in writing) a relative's appointment, employment, promotion or advancement 
within the Ohio National Guard. Nor may any such individual participate on an interview 
board or promotion panel decision affecting a relative. A "relative," with respect to a 
public official, is an individual who is related to the public official as the father, mother, 
son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, husband, wife, 
father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, 
stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or 
half-sister. 

o. Non-Dual Status Technician (NDS): A technician appointed under 32 USC 
709(c), who is not required to be a military member of the National Guard as a condition 
of employment. 

p. Priority Placement: Assignment of a technician in grade retention status to a 
vacant position at his/her former grade, or an intervening grade, provided the technician 
meets the technician qualification requirements for the vacant position, and can be 
placed in a militarily compatible position (dual status only). 

q„ Promotion: The placement of a technician into a position at a higher grade 
level within the same job classification system and pay schedule, or into a position in a 
different job classification system and pay schedule with a higher rate of basic pay. 

r. Reassignment: The change of a technician from one position to another 
without promotion or change to lower grade. 
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s. Referral and Selection Certificate: A list of the qualified applicants referred to 
the designated selecting official for competitive consideration for a position. 

t. Selecting Official: The supervisor or management official who has authority to 
make a selection, following the procedures identified in this plan, from among the 
qualified applicants for placement or promotion, subject to administrative review and 
approval by the HRO. 

u. Selective Placement Factors: The job-related knowledge, skills, abilities 
(KSAs), or other characteristics minimally essential for satisfactory performance in a 
particular position. Selective placement factors expand the minimum qualification 
requirements. They will be listed on the technician advertisement and will be used as 
part of the qualification requirement for the position. 

v. Target Grade: The fully qualified grade of a position when it is being filled 
developmentally. 

1-5. Responsibilities 

a. The Adjutant General is the appointing authority for the Ohio National Guard 
Technician program, and is the highest level of authority in the State concerning the 
overall application of this Merit Promotion and Placement Plan. 

b. The Director of Human Resources (also known as the Human Resource Officer 
or HRO) is directly responsible to The Adjutant General for ensuring that the 
requirements of this Merit Promotion and Placement Plan are accomplished. The HRO 
will: 

(1) Develop, maintain, evaluate and revise this plan as necessary; 

(2) Administer placement and promotion actions in accordance with the policies 
and procedures outlined in this plan, including established organizational affirmative 
action goals; 

(3) Provide training, guidance and assistance to selecting officials, supervisors 
and commanders concerning their responsibilities under this plan; and initiate 
appropriate corrective action when lack of compliance is evident; 

(4) Assure that applicants are properly evaluated and certified. 

(5) Maintain a complete placement or promotion file for each position filled 
under the provisions of this plan. 

c. Managers and Supervisors will: 
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(1) Comply with the principles of and follow the procedures identified in this 
plan, 

(2) Ensure technicians under their supervision are informed of this plan. 

(3) Ensure technician personnel actions accomplished within their areas of 
responsibility are based on merit without discrimination. 

(4) Assist the Human Resources Office in evaluating applicants, when 
appropriate. 

(5) Recommend appropriate changes to this plan as required, 

d. Individual technicians will: 

(1) Familiarize themselves with the policies and procedures of this Merit 
Promotion and Placement Plan. 

(2) Ensure job application forms contain accurate and current information 
concerning qualifications, job-related training, and experience. 

1-6. Management Rights 

Recognizing that it is essential to the accomplishment of the mission of the Ohio 
National Guard that technician positions be filled with the best qualified individuals 
available—as determined by management—management retains the right to: 

a. Select or not select from among a group of qualified candidates. 

b. Select candidates from any appropriate source most likely to best meet the 
mission requirements and objectives of the Ohio National Guard. 

Chapter 2 
Exceptions to Competition 

2-1. Personnel Actions Exempt from Competition 

a. Promotion due to issuance of new classification standards or the correction of a 
classification error. 

b. Promotion resulting from a technician position being reclassified at a higher 
grade because of additional duties and responsibilities or the correction of a 
classification error when the following conditions are met: 
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(1) The technician continues to perform the same basic function(s) of the 
former position and the duties of the former position are administratively absorbed in the 
new position. 

(2) The incumbent meets the qualification standards and any additional 
requirements for promotion (i.e. minimum education, military compatibility, etc.). 

c. Placement of over-graded technicians entitled to grade retention as a result of 
reduction-in-force (RIF), reclassification or management directed change-to-lower 
grade. 

d. Reassignment of a technician from one position to another without promotion or 
change to lower grade (e.g. a same target grade position). 

e. Promotion or Conversion to a permanent appointment when competition was 
held earlier (e.g. position advertised as a developmental position with known promotion 
potential or an Indefinite appointment was advertised as "may become permanent"). 

f. Re-promotion to a grade (or an intervening grade) or a position from which a 
technician was demoted without personal cause and not at his or her request. 

g. Temporary promotion or detail to a higher graded position or position with 
known promotion potential for 120 days or less. 

h. Selection of a former technician from the Reemployment Priority List for a 
position at the same or lower grade than the one last held under guidelines of the 
Technician Personnel Regulation for Reduction-in-Force. 

i. Reemployment in accordance with the Uniform Services Employment and 
Reemployment Act (USERRA). A technician exercising statutory reemployment rights 
following military service must be returned to his/her former position, or a position of like 
seniority, status, geographic location and pay. 

j. Placement under provisions of the DOD Priority Placement Program. 

k. Placement as corrective action for an unwarranted or unjustified personnel 
action as defined in 5 USC 5596 by direction of The Adjutant General as a result of a 
priority consideration when a candidate was not previously given proper consideration in 
a competitive action. 

I. Temporary appointments with a "not to exceed" date. 

m. Management directed reassignments. 

n. Appointment into positions designated as "Key Staff Positions" by The Adjutant 
General and as identified in Appendix D. 
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2-2. Priority Placement of Over-Graded Technicians 

a. A technician under grade retention is entitled to re-promotion as a priority 
placement for a period of two (2) years. Consideration of a technician entitled to priority 
placement for re-promotion must precede efforts to fill the vacancy by other means, 
including merit promotion. The HRO will keep a roster of all technicians entitled to 
priority placement. Placement offers will be made according to retention roster 
standing. These technicians will be afforded priority placement as outlined below. 

b. If a vacancy of equal or intervening grade occurs within the commuting area for 
which a technician in retained grade status is qualified, the technician will be offered the 
position. The technician must meet the qualifications (and military requirements if dual-
status) for the position. The priority placement offer will be made by the HRO in writing 
with a requirement for a response within five business days. Grade and pay retention 
will be terminated if the technician refuses an offer of a position equal to the technician's 
retained grade. The technician must accept/decline the offer in writing. Failure to reply 
to an offer within the suspense period will constitute a declination of the offer. 

c. If a vacancy occurs and there are no qualified, retained-grade eligible 
technicians within the commuting area, the position will be offered to qualified, retained-
grade eligible technicians outside the commuting area before any other placement 
action. If a qualified, retained-grade technician refuses the offer of a position outside 
his/her commuting area, grade and pay retention will continue if otherwise eligible. 

d. The HRO will notify technicians when they have been considered for priority 
placement but do not meet the qualification requirements for the position. 

2-3. Temporary Promotions 

a. Generally, a temporary promotion is the appropriate way to address a situation 
requiring the temporary service of a technician in a higher graded position for 30 days or 
more. For periods less than 30 days, a higher level supervisor will normally assume the 
duties. Promoting a technician recognizes the increased responsibility and properly 
compensates him or her for the work being performed. A technician must be qualified 
for the position in order to be temporarily promoted. 

b. Uses of a temporary promotion. 

(1) When management needs the duties of an established higher-graded 
position performed for a period of 30 days or more. 

(2) Temporary promotions are appropriate when: 

(a) Essential work must be accomplished while the incumbent technician is 
absent at management's request; for example, detailed or attending school. 
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(b) Essential work must be accomplished while the incumbent technician is 
on extended leave (military duty, personal leave of absence, sick leave, 
etc.). 

(c) A position must be filled that has been obligated for a technician who is 
performing military service and is expected to return. 

(d) Essential duties of a position vacated by a technician who has been 
promoted temporarily must be performed. 

c. Competition is not required for temporary promotions of 120 days or less. 
Competitive vacancy announcement procedures will be used when the temporary 
promotion is planned to be in excess of 120 days (including prior time served in detail to 
the higher graded position or temporary promotion during the preceding 12 months). 

d. If a promotion is filled as a temporary promotion with the possibility that the 
promotion could become permanent, the position will be advertised for competitive fill 
and the fact that the temporary action may lead to a permanent promotion must be 
made known to all potential applicants. 

e. A technician selected for a temporary promotion must be given advance notice 
of the conditions and circumstances on which the promotion is granted. Before the 
temporary promotion is made effective, the selected technician must be provided the 
following: 

(1) Explanation of why the promotion is temporary, 

(2) Identification of the expected length of the promotion, and an advisory that it 
may be terminated at any time if management determines the services are no longer 
needed, 

(3) Right to return to his/her current position when the temporary promotion 
ends, and 

(4) The circumstances under which the promotion can become permanent, if 
applicable. 

f. Documentation of notice of these conditions will be acknowledged as received 
and understood by the signature of the technician to be promoted on the reverse side of 
the SF52 provided to the Human Resource Office requesting the temporary promotion. 

2-4. Details 

a. Details to higher or lower grades are discouraged. Short term supervisory 
absences should indicate either a temporary promotion or those duties should go to the 
next level of supervision. If necessary, details to a higher grade may be used when the 
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assignment is for 30 days or less, or the full range of duties of the higher graded 
position will not be performed. For periods longer than 30 days, Technicians should be 
temporarily promoted after coordination with the Human Resources Office. Employees 
shall not be detailed from non-supervisory to supervisory positions. 

b. All detail assignments will be recorded and maintained in the Supervisor's local 
files. 

Chapter 3 
Vacancy Announcements 

3-1. Application 

The procedures of this chapter will be used in filling all technician positions, unless: 

a. An exception to competition as identified in Chapter 2 is appropriate. 

b. The position is for a non-dual status technician. In that case, NGB approved 
Delegated Examining Unit procedures will be followed. 

3-2. Request to Fill 

a. All requests to fill technician positions must be initiated by or submitted through 
the appropriate selecting official to the Human Resources Office. Each request will 
require completion of the Standard Form (SF) 52, "Request for Personnel Action" and 
completion of a Merit Announcement Request form (AGOH Form 690-52). 

b. If the position may be filled by either a dual-status or non-dual status technician, 
the type of appointment requested must be specified. The availability of a non-dual 
status authorization must be pre-coordinated with the Human Resources Office, and 
approved by The Adjutant General. 

c. The selecting official will initiate the SF52 in accordance with instructions 
outlined in Appendix A. 

d. In addition, the selecting official must provide the following information on the 
Merit Announcement Request: 

(1) Position Title, Position Description Number (if known), Grade and 
Organization Location of the position. 

(2) Reason for vacancy (promotion, resignation, etc.). Identify name of previous 
incumbent (if applicable) and date position was or will be vacated (effective date of 
promotion, resignation, termination, etc.). 
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(3) Type of Appointment (dual or non-dual status). 

(4) For dual-status positions, identify the military requirements, including officer, 
warrant, or enlisted; flight status; military grade (minimum and maximum); security 
clearance requirement; and any other requirements to hold the compatible military 
position. For non-dual status positions, identification of security clearance/position 
sensitivity level is required. 

(5) Identify the requested area of consideration on AGOFI-Form 690-52. 

(6) Identify in the Remarks section any selective placement factors that should 
be considered. 

(7) Identify if the request is for a developmental announcement as described in 
paragraph 3-5. 

(8) Provide any other information, such as specialized training, unusual working 
conditions, etc., relevant to fill the position. 

(9) Name, telephone number, and (.mil) email address of the selecting official. 

e. Requests for temporary limited appointments will be accompanied by a detailed 
justification clearly identifying the basis for the request. 

(1) A temporary "Not to Exceed" (NTE) appointment may be made outside 
competitive procedures if the appointment is not expected to exceed one year. 
Selections for temporary appointments must meet the minimum qualifications for the 
position at the grade for which the appointee is employed. 

(a) A temporary NTE position may or may not be advertised. 

(b) A temporary (NTE) appointment does not confer permanent status. 
Temporary (NTE) appointments may be terminated with advanced notice when the 
position or the employee's services are no longer needed. 

(2) An indefinite appointment will be used when there is a need to fill a position 
expected to extend beyond one year, but the position is not available to be hired 
permanently. 

(a) Competitive procedures must be used when filling a position on an indefinite 
basis unless there is an exception to competition. Competitively-bid indefinite positions 
may be converted to permanent appointments if a permanent vacancy occurs. These 
appointments may be advertised, to facilitate this option, by including the phrase "may 
become permanent" in the job announcement. When this phrase is used, and the 
agency determines that there is a need for the appointment to become permanent (e.g. 
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if the permanent incumbent ultimately vacates the position), the indefinite technician 
may be converted to permanent status without further competition. 

(b) An indefinite appointment does not confer permanent status. Indefinite 
appointments may be terminated when the position or the employee's services are no 
longer required with a written notice from the HRO providing a minimum of 30 day 
notice of termination. 

3-3. Vacancy Announcements 

a. All technician announcements will be published on the USA Jobs website. Jobs 
will normally be posted for fifteen (15) calendar days, unless a different time frame is 
requested and approved by HRO. The USA Jobs website URL is listed in paragraph 3-
3d below. 

b. In limited circumstances, an open-ended announcement may be issued for a 
type of position that has a high level of turnover and/or is known to be difficult to fill. 
The open-ended announcement will contain instructions regarding application and 
evaluation/selection procedures. 

c. Announcements will contain the following information: 

(1) Announcement number, along with the title, series, grade, and salary range 
of the position. 

(2) Type of appointment - dual status or non-dual status. 

(3) Military compatibility requirements such as grade (officer, warrant officer, 
enlisted), MOS/AFSC, and unit of assignment. Applicants must be eligible to meet the 
military requirements of the position in order to be considered for selection. Applicants 
must meet the required grade and military position compatibility upon 
appointment/promotion, or must be able to meet the Branch/MOS/AFSC requirements 
within a reasonable amount of time of appointment or promotion. 

(4) Organization and geographic location of the position. 

(5) Closing date, and specific instructions for submitting an application. 

(6) A statement that the position may be filled at a specific grade less than the 
authorized grade, if applicable. 

(7) Information regarding known promotion potential, if applicable. 

(8) Special conditions of employment, or developmental training, if applicable. 
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(9) Information regarding other concurrent announcements for the same 
vacancy. 

(10) Area of consideration. 

(11) Qualification requirements for the position, to include general and/or 
specialized experience, knowledge, skills and abilities (KSA) and other required 
characteristics (selective placement factors, such as security clearance or driver's 
license, etc). 

(12) Required application forms. 

(13) Brief summary of duties. 

(14) Equal opportunity statement. 

d. USA Jobs website URL: https://www.usaiobs.gov 

3-4. Developmental Positions 

a. A selecting official may request a position be advertised for fill at less than the 
full performance level under the following conditions: 

(1) To avoid the need to re-advertise the position when there is reasonable 
basis to believe there would be insufficient qualified candidates at the full performance 
level to make a competitive selection practical, or 

(2) To recruit candidates in support of Ohio National Guard diversity goals in 
accordance with diversity initiatives, or 

(3) To provide opportunities in support of upward mobility within the current 
technician program. 

b. A Statement of Difference will be prepared by the Human Resource Office 
before announcing the position at multiple levels to properly document the duties and 
qualifications appropriate at each grade level. Qualifications will be developed for each 
grade level and shown on the vacancy announcement. 

c. The Human Resource Office will include qualifications for each grade level on 
the advertisement to provide identifiable criteria for applicant to determine qualification 
eligibility. 

d. The following positions may not be advertised as developmental: 

(1) Supervisory or managerial positions. 
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(2) Small Shop Chief Positions. 

3-5. Area of Consideration 

a. The area of consideration for each technician position vacancy announcement 
will be determined by the selecting official, subject to the approval of the HRO, to 
ensure the receipt of sufficient numbers of qualified candidates. The type of position, 
availability of candidates, position qualifications, budgetary limitations, and military 
requirements are factors to be considered in determining the area of consideration. 

b. Selecting officials have the option to advertise positions with multiple areas of 
consideration, also known as tiered announcements. Multiple AOCs may be based on 
status, locality, or some combination. Multiple AOCs allow us to avoid lengthy re-posting 
delays. 

c. The areas of consideration are: 

(1) Tier 1: All members of the Ohio Army or Air National Guard (statewide). 

(2) Tier 2: All individuals eligible to become members of the Ohio Army or Air 
National Guard (nationwide). 

(3) Tier 3: As specified by the selecting official and approved by the HRO. This 
can be used with proper justification under special circumstances such as 
funds/resource authorization availability. 

Chapter 4 
Application Procedures 

4-1. Eligibility for Advertised Positions 

The HRO staffing specialist will review all applications to determine eligibility based on 
evidence provided within the submitted application that the candidate meets or exceeds 
the advertised minimum qualifications for the position. Only information submitted in the 
application will be considered in an assessment of the qualification and eligibility of the 
candidate. Applicants must meet the general and specialized experience requirements, 
any selective placement factors, and positive education requirements identified in the 
technician vacancy announcement. Applicants who meet the minimum qualifications 
will be considered eligible for competitive selection. For positions advertised at multiple 
grade levels, (e.g., developmental), the staffing specialist will also indicate the grade 
level for which each applicant is qualified. Applicants who do not meet the minimum 
qualifications for the position will be rated as not qualified and notified by the Human 
Resource Office in writing. 

16 



4-2. Military Grade Requirements 

Dual status position applicants must meet the military grade eligibility, as advertised, 
and be eligible to be assigned to a compatible military position at the time of application. 
Military grade inversion is not permitted. Determination of eligibility for appointment or 
commission as an officer will be made by the appropriate Military Personnel Officer. 
Applicants may be required to provide certification of eligibility to meet military grade 
requirements. 

4-3. Selective Placement Factors 

Selective placement factors are knowledge, skills and abilities (KSA) or other 
characteristics essential for satisfactory performance of the technician position the 
selecting official needs to announce. These factors are not necessarily required of all 
other jobs of the same type, represented by the overarching position description. The 
standard KSA(s) will be identified in the technician vacancy announcement along with 
those selective placement factors that will be considered in evaluating candidates for 
qualification eligibility. The KSA requirements and identified selective placement factors 
will be the factors used to assess minimum qualifications and are the principal ranking 
factors used to determine the best-qualified candidates. Applicants should specifically 
address each of the KSA(s) and all selective placement factors identified in the position 
announcement in their application. Applicants must go beyond simply copying the 
KSAs and selective placement factors into their application. Applicants must show in 
the application how they meet or exceed the KSAs and selective placement factors. 

4-4. Conditions of Employment 

Conditions of employment are those requirements of the position which are necessary 
in order to perform duties of the position (e.g., security clearance/position sensitivity, 
medical/physical requirements and specialized education). In addition, positions may 
have established requirements which must be met for continued retention (e.g., 
developmental training). When either of these type requirements has been established, 
they will be included in the position announcement. 

a. Security Requirement. An announcement for a technician position requiring a 
specialized level of security clearance for entry into the position will identify that 
requirement in the announcement. HRO will validate an applicant's security clearance 
or background investigation status prior to appointment. 

b. Training Requirement. Applicants for a technician position with an identified 
developmental training requirement will be informed in advance of selection for the 
position. Failure to complete the required training will be cause for removal from the 
position. Upon selection, the applicant must submit a written statement indicating that 
he/she understands the requirement to satisfactorily complete the appropriate training 
or be removed from the position. 
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c. Medical/Physical Requirement. Applicants must meet any medical standards or 
physical requirements identified as a requirement to hold the position. 

d. Financial disclosure. Announcements for positions requiring completion of 
Confidential Financial Disclosure Report (OGE Form 450) will identify that requirement. 

4-5. Application Procedures 

The application is the basic document by which the individual's qualification for the 
position is determined. A complete application must include relevant education and 
current employment experience, to include military duty assignments, qualifications, and 
training (when applicable). Complete and accurate information is essential to ensure a 
fair and competitive evaluation of candidates. Applicants must refer to the instructions 
printed on the vacancy announcements to identify requirements for completing an 
application. No candidate (including current Ohio National Guard technicians) will be 
considered for a competitively advertised technician position unless an application 
identifying education and experience meeting the minimum qualifications for the position 
is submitted. All periods of employment and unemployment during the past ten years 
should be addressed in the application. 

a. Applicants will submit applications for an advertised position by following the 
instructions posted to the USA Jobs website. 

b. Applicants must specifically address how they possess each of the KSA(s) 
identified in the position advertisement to receive full credit for their experience and 
training (e.g. certificates of training, diplomas, transcripts, etc. The applicant is 
responsible to ensure the application is complete, accurate and submitted in 
accordance with the advertised criteria. Simply restating the KSA's does not meet this 
requirement. 

c. Applicants must submit certified copies of college transcripts when substituting 
education for experience or when identified as required for career fields that have 
specific education requirements. Credit for post-secondary education will not be given 
unless certified transcripts are provided. 

d. Applications for positions advertised at multiple grade levels (developmental 
position) must indicate the lowest grade the applicant is willing to accept. Applicants will 
not be considered for positions lower than the lowest grade indicated. 

e. Applicants not currently appointed or commissioned as officers, applying for 
positions requiring officer status, must submit evidence of eligibility for appointment or 
commission. 

f. Any additional documentation submitted that is not required as identified on the 
technician vacancy announcement (e.g., position descriptions, performance 
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evaluations, letters of recommendation, certificates of training, etc.) will not be used to 
certify applicants as minimally qualified. 

g. Applicants are responsible for ensuring that all documents for a job application 
are timely, accurate, complete, and legible. The HRO is not responsible for any 
malfunctions when using electronic means to transmit job applications. Applicants may 
contact HRO to verify receipt of an application prior to the closing date of the job 
announcement. 

h. A technician whose absence, due to uniformed service or compensable injury, 
precludes him or her from applying for a vacancy may have a supervisor or other 
individual submit an application directly to HRO on his/her behalf. This should be 
extremely rare given the availability of the USA JOBS on-line application. 

4-6. Applicant Evaluation Procedures 

All qualified applicants for an advertised position will be referred to the selecting official 
(SO). If a referral certificate has more than ten qualified applicants, the SO may request 
that the HRO establish a ranking panel to further evaluate the applicants in order to 
determine which ten (10) applicants represent the best qualified among the entire pool 
of applicants. The panel will include an HRO staffing expert and a functional area 
expert. Only the ten best qualified applicants will be provided to the SO on the final 
referral and selection certificate. 

Chapter 5 
Referral and Selection Procedures 

5-1. Referral of Applicants 

Following the determination of basic eligibility and evaluation of applicants as outlined in 
Chapter 4, the Human Resource Office will: 

a. Notify applicants not meeting the minimum qualifications. 

b. Notify applicants who were qualified, but not referred on the Referral and 
Selection Certificate among the best-qualified for selection consideration. 

c. Certify to the selecting official all qualified applicants. Applicants on the Referral 
and Selection Certificate will be in alphabetical order. 

(1) Referral and Selection Certificates (identifying eligible applicants for a 
particular announced position) will be valid for a period of 90 days, unless an extension 
is requested from and approved by the HRO. If a selection is not made within 90 days, 
the HRO will contact the selecting official to determine if the certificate should be 
canceled. 
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(2) A selecting official may reuse a Referral and Selection Certificate from which 
a previous candidate was selected only if both of the following conditions exist: 

(a) The position to be filled has the same title, series, grade, and is located in 
the same organization and geographic location as the position for which the certificate 
was initially issued, and 

(b) The Referral and Selection Certificate was issued not more than 90 days 
prior to its requested reuse (unless an extension is requested and approved by the 
HRO). 

5-2. Procedures for the Selecting Official 

a. The selecting official will receive instructions for conducting interviews as an 
attachment to the Referral and Selection Certificate. The selecting official is responsible 
for ensuring interviews are conducted in accordance with the established procedures 
and that they comply with the aforementioned instructions. The selecting official, or 
his/her designated representative, is responsible for ensuring each member of the 
interview board is provided access to the necessary materials prior to conducting 
interviews. 

b. Upon receipt of the Referral and Selection Certificate, the selecting official will 
prepare to interview applicants. If the selection certificate contains only one eligible 
applicant, the selecting official may conduct an interview, recommend the lone applicant 
for selection without an interview or re-announce the position to a wider area of 
consideration. If the selecting official chooses to re-announce the vacancy, the initial 
position advertisement will be cancelled and the single applicant will be advised that 
his/her application may be transferred to the re-advertised position upon request. 
Whenever there are two (2) or more qualified applicants, certified for selection, the 
selecting official must conduct interviews and attempt to make a selection. All applicants 
certified as eligible for consideration will be interviewed unless an applicant declines or 
withdraws. 

c. The selecting official will appoint an interview board to assist in the interview and 
evaluation of all applicants. The selecting official will either act as the interview board 
president or appoint a management representative with appropriate knowledge of the 
position requirements to act as the interview board president. The interview board shall 
consist of an odd number of members and shall be three, five or seven personnel. 

(1) The selecting official will ensure that the interview board includes, at a 
minimum, one gender diverse member (one female and/or one male based on this 
individual board member's gender identity) and one minority based on the race/ethnicity 
with which this individual self-identifies. Individuals who self-identify with the following 
races/ethnicities may be considered minorities for interview board purposes: African, 
Latino/Latina/Hispanic, Asian, Pacific Islander, and Native American. The gender 
diversity and minority board members may not be the same person. This requirement 
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applies regardless of the gender, race, or ethnicity of the certified applicants. Requests 
for Exception to Policy, of this requirement, require the concurrence of the applicable 
Chief of Staff (Army) or Director of Staff (Air), must be submitted to the HRO with a clear 
justification, prior to conducting interviews. The selecting official may appoint a non
voting technical advisor to the interview board who can answer technical questions 
about a candidates capabilities. This individual cannot express an opinion on a 
candidates capability nor be part of the selecting/recommending process. Interviews 
that were conducted outside of the above parameters, without prior CoS/DoS 
concurrence and HRO approval will be void; furthermore, the selecting official will be 
required to re-conduct interviews, using the aforementioned parameters. 

(2) Interview dates must be identified with sufficient lead-time to coordinate the 
schedules of the interview board members, and will take place during normal duty hours 
unless extenuating circumstances apply. Interviews may be conducted during IDT 
periods and may include Traditional Guard members on the Interview board. 
Prospective employees are expected to arrange their own schedules to interview for 
advertised positions. 

(3) Every reasonable effort must be made to conduct in-person interviews with 
all applicants. If an in-person interview is not feasible, telephone interviews may be 
conducted. Reasonable efforts must be made to contact the applicants. Should the 
selecting official be unable to contact an applicant after three (3) attempts, he/she may 
proceed with the interview process, excluding those applicants whom they could not 
contact. A record of the dates and times of the attempts to notify the applicant will be 
included on the return endorsement of the certificate to the HRO. 

d. The selecting official must identify the criteria that the interview board will use to 
evaluate applicants and ensure the board understands the criteria. The evaluation and 
selection of all applicants will be conducted based on job-related, merit-based factors. 
Selecting officials are required to carefully consider the Ohio National Guard's 
affirmative action goals as well as the benefits of diversity of thought, experiences, and 
cultural differences. Selection of minority candidates promotes a positive work 
environment where both similarities and differences are valued. When the relative 
assessment of applicants, using merit-based factors does not result in a clear selection, 
thoughtful consideration of the organization's diversity goals will be used in arriving at a 
final selection. 

(1) Employment references. The selecting official, or the designated interview 
board president, may make employment inquiries of applicants' previous employers or 
supervisors. If employment inquiries are made, the results of the inquiries will be 
shared with the interview board prior to completing the recommendation for selection. 
Derogatory reference information related to work habits, conduct, and other 
employment-suitability factors may be considered in conjunction with experience, 
knowledge, and skills of an applicant in the evaluation. Additionally, any board 
member's first-hand knowledge of applicants' work habits and capabilities may be 
considered in the selection process. 
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(2) Selecting officials, or their designees, must review the interview questions 
and expected responses with all interview board members prior to conducting the 
interviews. 

e. The interview board will function with the intent of providing a ranked hiring 
recommendation to the selecting official through a fair, merit-based process. The SO is 
entitled to select or non-select any applicant; however, a selection that deviates from 
the recommendation of the interview board must be communicated to all board 
members, and explained in a written narrative to the HRO. 

f. The selecting official, or designated interview board president, will maintain the 
interview notes for a period of two (2) years after the interview, and these will become 
part of the placement record. When a selection has been identified, the selecting official 
will submit all forms and notes used in the interview, along with the completed selection 
package to the Human Resource Office. The Standard Form 52, "Request for 
Personnel Action," must be completed and the selection certificate must be annotated, 
signed, and dated. 

g. Completed selection packages are subject to administrative review. The 
selection is not final until the selection has been administratively approved by the 
Human Resource Office staffing function. The selecting official will be notified when the 
final approval has occurred. The selecting official and interview board members are not 
authorized to release the proposed selectee's name prior to administrative approval 
from the Human Resource Office. 

(1) Board members will conduct themselves in a professional manner 
throughout all phases of the interview and evaluation process. Personal information 
regarding applicants must be treated as protected information, and discussions within 
the interview board evaluation process will be treated as confidential. 

(2) Completed selection packages may also be reviewed by the State Equal 
Employment Manager (SEEM), the HRO, and the Chief of Staff-Army or Director of 
Staff-Air as appropriate. An Equal Opportunity (EO) review will be conducted on a 
random sampling of completed selection packages, as a standard business practice. 
Any reported or suspected irregularity in the selection process will trigger an EO and/or 
Command review of the selection process. When this occurs, the vacancy-fill process 
will be placed on hold, pending the outcome of the review. 

5-3. Notification 

After administrative review (and EO/Command review, if applicable) is complete, 
approval or disapproval of the selecting official's tentative selection and notification 
procedures will be as follows: 
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a. Selection approval. The HRO staffing function will inform the SO that the 
selection has been authorized. Staffing will also coordinate with the SO to ensure job 
offer(s) and non-select notifications are made appropriately. Non-select notifications will 
not be made until after the job has been accepted. This may require more than one 
offer. A non-selected applicant may request an out-briefing on his or her performance 
during the interview process. In that case, the SO will coordinate a follow-up with the 
interview board. The feedback will cover the board's evaluation of the merits and 
deficiencies of that applicant only. The performance of other applicants and overall 
rankings will not be disclosed. 

b. Selection disapproval. The HRO may disapprove the selection results submitted 
by the SO. When this occurs the HRO will notify the SO of the reason(s) for disapproval 
and provide a list of actions required to remediate the conditions leading to the 
disapproval. Reasons for disapproval may include, but are not limited to: improper 
board composition, changes in resource availability and new or previously unavailable 
information relevant to the board for use in making a selection. 

c. For dual-status positions, the selecting official must notify the appropriate 
military personnel office of military assignment requirements to a compatible military 
position, and ensure any military personnel action is documented. 

d. The Human Resource staffing function will inform the immediate supervisor 
and/or the selectee when the proposed personnel action is approved, and initiate 
Standard Form 50, Notification of Personnel Action, to effect promotion/placement 
action. 

5-4. Start Date 

The effective date, as determined by the HRO, for new appointment actions will be the 
first day of each biweekly pay period. If the selectee is currently an on-board technician, 
the gaining supervisor must coordinate a start date with the losing supervisor allowing 
the technician to assume his/her new position as soon as practicable. The gaining 
supervisor must keep the HRO informed when this situation arises. Release will 
normally be within two weeks after selection unless a later effective date is coordinated 
with the Human Resource Office. Disputes over a release date will be resolved by the 
Director of Human Resources. 

Chapter 6 
Records 

6-1. Purpose 

The Human Resource Office will maintain complete placement and promotion records 
to: 
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a. Provide a clear record of placement and promotion actions. 

b. Enable evaluation/auditing of the merit placement program. 

c. Provide evidence that merit placement actions are made on a fair and equitable 
basis and in accordance with this plan. 

6-2. Records Required 

Sufficient records are required to allow reconstruction of the placement action. At a 
minimum, the following information and forms will be retained in the record: 

a. Copy of the vacancy announcement (or copy of qualification screening 
requirements for alternate certification of a 'key staff' position); 

b. List of all applicants names. 

c. Applications of unsuccessful applicants. 

d. Forms used in the evaluation and rating process. 

e. Referral and Selection Certificate with selecting official's endorsement. 

f. Record of priority placement lists having been cleared. 

g. Documentation provided by the selecting official to justify selection. 

h. Copy of the Request for Personnel Action, SF-52. 

6-3. Duration 

The complete placement/promotion package will be maintained for a minimum of two 
(2) years. If a grievance or complaint is pending, the package will be maintained until 
resolution of the grievance/complaint. 

6-4. Privacy Protection 

Information relating to individual placement actions or to the applicant will not be 
discussed with or shown to unauthorized individuals. Supervisors and personnel 
specialists participating in merit placement actions will not disclose the details of their 
work to unauthorized persons, without a valid need to know. No employee is entitled to 
review information regarding another employee without the written consent of the 
subject employee. 
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Chapter 7 
Key Staff Positions 

7-1. Background 

a. The Adjutant General has the authority to non-competitively assign military 
technicians, AGR members, and traditional Guard members to accommodate either an 
overarching military consideration or a military assignment at the Key Staff level. When 
designated Key Staff positions are filled, open competition for those positions, through 
normal vacancy announcement positions is not required. Key Staff positions in the Ohio 
National Guard are executive managerial, dual status positions. Incumbents of Key 
Staff positions serve on the immediate staff of The Adjutant General or under the 
immediate, direct supervision of the Director of the Joint Staff, the OHARNG Chief of 
Staff, the OHANG Director of Staff, or Air Commander. The impact and influence of 
these employees on affirmative action goals cannot be overstated. Accordingly, 
consideration of affirmative action criteria is essential when filling these positions. 

b. Key Staff positions are neither clerical nor administrative in nature. The 
incumbent of a Key Staff position is the head of a major organization within the state or 
directs a specialized program of marked difficulty, responsibility and statewide 
significance. The incumbent of a Key Staff position is also delegated broad autonomy 
and authority to manage work; to monitor and evaluate the progress of the organization 
to meet mission or program goals and objectives; and to adjust objectives, work plans, 
schedules, and the allocation of resources. 

c. The Adjutant General (TAG) is the selecting authority for all Key Staff positions. 
However, this authority may be delegated in accordance with TAG's prerogative (e.g. 
for those positions in which the incumbent is not a member of TAGs immediate staff 
and/or the incumbent serves under the supervision of one of TAG's subordinates). 

d. A list of positions currently designated as Key Staff positions is shown in 
Appendix D. This list remains current unless expressly modified or rescinded. 

7-2. Alternate Selection Procedure 

a. When The Adjutant General or his delegate decides to fill a Key Staff position 
outside the parameters of normal vacancy announcement procedures, he/she informs 
the HRO that alternate selection procedures will be used and advises the HRO of the 
following: 

(1) Area(s) of consideration: i.e. Technicians, AGRs, and/or Traditional 
Guardsmen. 

(2) Specific military compatibility requirements. 

(3) Any specific selective placement factors. 
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(4) Anticipated start date. 

b. The Adjutant General or his delegate may choose to fill the Key Staff position in 
any of the following manners: 

(1) USA Jobs: The technician staffing section may advertise the position on 
USA Jobs or screen Technician personnel files to generate a selection certificate with a 
list of qualified, eligible candidates based on the selecting official's request. If the area 
of consideration includes AGRs, technician staffing function will coordinate with the 
AGR staffing function to develop a list of eligible candidates. If the area of consideration 
includes Traditional Guardsmen, the technician staffing function will coordinate with the 
G1 and/or A1 to develop a list of eligible candidates. All lists will be consolidated by the 
technician staffing function into a certificate. The certificate will be sent to the Adjutant 
General, who may select or non-select from that certificate, returning the completed 
form to HRO for processing. 

(2) Other Special Procedures: The Adjutant General or his delegate may use 
other special procedures established for filling Key Staff positions. These special 
procedures need not be specific to filling Key Staff positions listed in Annex D. They 
must be established and regularly-used procedures that are based on the core tenets of 
regulations and policies governing military personnel management. Examples include, 
but are not limited to the Ohio Air National Guard Force Management Council, the Ohio 
Army National Guard Officer Career Management Board, and the Field-Grade Officer 
Selection Group. 

Chapter 8 
Grievances and Complaints 

8-1. Grievances/Complaints 

A technician who believes that proper procedures were not followed in a placement or 
promotion action for which they were an applicant may submit a grievance in 
accordance with the Alternate Dispute Resolution procedures.. A grievance will not be 
considered when it is based solely on an objection to non-selection. Complaints must 
be timely in order to preserve the rights of other applicants. A grievance must be 
presented within the time limitations established under applicable grievance procedures. 

8-2. Discrimination Complaints 

Allegations of discrimination based on race, color, religion, sex, age, handicapping 
condition, or national origin made during any phase of a selection process will be 
considered under Ohio National Guard discrimination complaint procedures. Individuals 
should contact the State Equal Opportunity Office for information and procedures on 
filing a complaint. A discrimination complaint will not normally be processed if 
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presented beyond the time limitations provided in the discrimination complaint 
procedures. 

8-3. Other Complaints 

Other complaints or inquires, including those made by non-technician candidates, 
should be directed to the Director for Human Resources. All such inquires will be 
considered and every effort made to resolve the complaints. 

8-4. Comments or Suggestions 

Users of this plan are invited to send comments and suggested improvements to the 
Director for Human Resources, 2825 West Dublin Granville Road, Columbus, Ohio 
43235-2789. 

FOR THE ADJUTANT GENERAL: 

Wll 3.E., Col, OHANG 
Din sources 

DISTRIBUTION: "Special" 
(1 ea. Tech Supv) 
(1 ea. Mil Dept. Activity/Organization) 

27 



APPENDIX A 

tird Perm 52 
ft**. 7/31 

REQUEST FOR PERSONNEL ACTION 

PART A - Requesting Office (A/so complete Pert B. Hems 7, 7-22, 32, 33, 36, and 39.) 
2. ffcqaaa Unix* 

REQUEST POP. FILL 
3. K» AiJUiuJ likvfnitatC&'l &.tiTtii-ptcm fijrteA Ufssw Um 

SFC JOHN DOE 777-777-7777 

£PC JOHN DOE SIGNATURE 
SUPERVISOR 

IIT JANE SMITH SIGNATURE 
5/29/20Q3 KR SUP. 5/29/2009 

PART 6 - Fffl pKpsialkMi of SF SO (the ortfy codas tnFPM Supplotnanl 232-1. Show aSdales In ntwlh-t/ay-yaaf orderj 
1. flrrTJ)Lisr, flit Afdtef ' ]2. Eiitf 

i FIRST ACTION 
SA.C*.}* S-B! Nails. i.t 

CC.Cate 5-D. 

5ECOJ* Br. Lfl 

SECOND ACTION 

li bateaf'Brth ^4".""£tlfrjifcaData 

POSITION DESCRIPTION 
TITLE, NUMBER, SPMD 
NO,, & FAC 

B'A.Coii EB'. Jiiifdot Mica 

B.C. Cc.i; BO. UtyialAut.ifty 

S-E G&Jt BP. Lt-^A'jfKriy 

^ B. iu: rartst irea ana rtmba 

B.rwPfc.-, 2-&Z.&E9 

I2A.B aioPay 113.1 

16 & 17 FOUND IN 
THE OFFICIAL 
POSITION 

"uT i-d u^ti* of ajslxPESCRIPTION 

:*uwn I3ia?c-rnra{20. Tota! SJiy'ArtiFdpl. fiy | l 3 a .  r U f  1 1 / . o c a .  

d _J . 
Jfiff Pay !' |2CA,BisfaP.ay [XE. kria-iy |20C.Act. Basis By |2CD. Oihs<? Fay 

fit, fWl\hSt3 lYfliilltl O? r 

EMPLOYEE DATA 
a'i'ViWa'a'ft'ifftwiar 

. I-Nrm a - 1SH t rolS safe 1T/ 
| 2 - i-ftri 4 - T-W^arfCcrrTB.-^fs -

Wa.lln-J 
1 P-rjr.V£fe.7T*'i«S *-r&s 44 

24.'TtsLie 
_ O. her* 3 . G:,TiiriVI 

1-Farrwvrt 3-<fT-a}na 1 
25'. V$t6*i-uPstt to* Rlr 

1 YES 1 1 HO 
27. FKJU 20. Arrui^it hlisstj' 23. Pay rjo DoteSYifia.-n 

3Q RtlsaT&TtFiii-i 

! POSITION DATA 
34. PeitcJiGj-vsirtl 

• 1 •Czstosxm H<rfCt 4>&!£><]n-rf 
| 4-SSC«w 

SI, U*-/o< Ccrrp.Oxa 

35. 7E54 Cilery 
| t-Ltw-p l 

32. Witt S^oUi-

35. Afipr^aijfiCaS 

Si. riti • I i n a Bj-i-s. BE? 

1 Fay Be? uj 

37. li'il Saoi 

3 H. Duty Siat^Caaa 33. Djjy Statiil ICItf > CiiLttty • Cf O.mi UjMtU\j 

i.Ck&aufi'p |K>. VWara Statu 151. &. 

i  —-—h n 
45. !fivd 4G. Y*a* Dojy&a AiEtliid 47. Aaa-isTit 43. PsKtoml C&a 49-

h 
PART C- Reviews and Approvals (Not to be used by requesting office,} 

t.OffcfcFUffcr, DJS± Oft <xi EA.t.iLa'1 l4Ut0yr*tJ< 

A. 5. 

B. 

C. 

2. Appwafs IC)a?i3ytnaitr^r?ita'm5XLiT&iiT«3j£»T tii firm u -y.-.«waojthatrv. 
propi^d a-iiiw is tYi urtfiiTKa vyin sutdu/y ifc-£l Tfrjj-fcnoiy /^AkTsi'iE. 

P4&a£z. Data 

521 13 
i£Litsarus Knorto />ai Arc Mot Usfisn 

NSN7E4 
a AWar mm 
001-333 6239 

Sample Request for Fill (Front of SF-52) 



1JPART D - Remarks by Requesting Office 
1 (Nolo to bupurvisors: Uo you know ot additional or contacting roascw\s tot the omptoyeo a resignation,'ratiremtnti' 

tf "YES", pfoaso statu diasu facts on a separata sheat and attach to SF 52.) LJ^s LJ i 

i 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 wii be used primarily 
to mail you copies of any documents you should have or any pay or 
compensation to which you are entitled. 

The hformation 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 

PART F - Remarks for SF 50 

4. Date Signed 5. Forwuding Address (Nmnbtr, Street, City, State, ZIP Code) 

Sample Request for Fill (Back of SF-52) 
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Standad Form 52 
Rev. 7/91 
U.S. Offcu of Pufsonnd Management 
FPMSIIMI RfihrJi 3 REQUEST FOR PERSONNEL ACTION 

PART A - Requesting Office IAlso complate Pert B, hems 7, 7-22, 32, 33, 36, end 39.) 
I. Actions Requested 

: APPOINTMENT 

2. Request Nuinbtr 

*. f or Auditorial imomtaifcn uua uvaaic ana uucpnona iwmoati 

spr .TOTTKI nnR 777-777-7777 

4. ftoposed Effective Dote 

1 JUNE 09 

5. Actlcn Requested By (Typed Name, Title, Signature, and Pequest Data) 

B/ao/aooo 
3FC JOHN DOE SIGNATURE 

. flTJPFRVTSOE 

5. Action Authored by I typed Name, USe, Signature, and Ckmeu^enca Dated 

5/2D/2000 
LT JANE SMITH SIGNATURE 
TIP QTTP 

PART B - For Preparation of SF 50 (Use only codes in FPM Supplement 292-1. Show all dates in month day-year orderJ 
~ \ >  N a n *  (Last, fait, Middle) " |2. Socla SikuHfy Number ~ |3. Date o f Birth |4. Effiictr^o bi^o 

SECOND ACTION 
6-A Code 5-13. Nature of Atti'dh 

6-D. Lqjal Authority 

6-F. Legal Autlioifty 

IB.TOi Podtion Titlo and Numboi 

13.Ray Basis [16. tey [r/.Occ. 
'Ian pds 

20A. Basic Pay 

1 B.Q/ace or Leve l&.Step or Fete 20. Fetal SaiaryAward 

2GB. LocalityA'dj. 20C. Adj. Bade Pay 

21. Pay 
Basis 

20D. OtlKjf Pay 

22. NaTy and Location c! Position's Organization 

i tMHLUYttUAl A 
'23. Votefafis Pryfe'urcti 

1 - None 3- lO-ftaint/OisaMity 
| 2 - 6-P<wi£ 4- lO-Pi^ni/Cor^erti&tia 

27. FEGU 

6- tO-Point'Otfie-
6- 10-ftiint/2Qma=nsBfak/30% 

0 - Nona 2 - Conditional 
| 1 - Permanent 3 - indefinite 

28. AnnaKantlndicutor 

25. Agency Use 26." Veterans Pnif far RIF 

I YES | | NO 
29. Pay Rate DclcttWnant 

33. Part-l tniO Hairs Par 
: Dl..cckr 

Pay Period 

"57 Raigtbilng liiil ijfalli 

30. Refremant Pbn 

POSITION DATA 
'34^ Pos tbn Decupled 

1 - Competitive Service II •U.IA ^aviu 
2 • Excepted Service 

3 - SES General 
4 - SES Career 

T31, Service Camp. Date (Leave) 

35. FLSA Caledo'v 
. E - Exenpt 
I H - Nanexemat 

32. Work Sciieduie 

38. Duty Station Gode 39. Duty Station (City - County - Statu or Overseas Location) 

40. Agsncy Data 

45. Ediftational Laval 46. Year Cyyco Attelrwd 

42. 

4 7. Ae&daitk; Disdplino 

43. 

48. Functioned Class 49. Citizenship 150. Vetcruis Status 15 1. Supervisory Status 

| 1 - USA 3 - Otiva I I 

1. OHfce/Furictbn kihbb/SkjKJUzo Date Offca/Fuiction hky s/Sfgiature Date 

A D. 

B. E. 

C. F. 

2. Approval: t certify that tne Informalon entered on this form it accurate aid that th; 
proposM acilon is In com picnce wtthsiaiuiory and tcgutaiory requtemenrs. 

Sty nature Approval Date 

NSN 7540-01-333-6239 

Sample Appointment SF-52 
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Standard Four 52 
Rev. 7/91 
U.S. Office of Peraonrd ManaouiKiit 
FPM Supp. 2S6-33, Subdi. 3 REQUEST FOR PERSONNEL ACTION 

2. Request Nurrbur 

1. ftoposed fcitecttva Lets 

1 JUNE 09 

PART A • Requesting Office (Also complete Pert B, Items 1, 7-22, 32, 33, 36, and 39.) 
i. Awjons Hequtsiod 

PROMOTION 
3. For AdJittenel Information Cafl (Name tnd rckptrona Number) 

SFC JOHN DOE 777-777-7777 
5. Action Reqjoslod By (Typed Name. Title, Signature, and Request Data) 6. Actkn Authcriztrd by (TypedName, Tide, Signature, and Concurrency Dele) 

SFC JOHK DDE SIGNATURE LT JANE SMITH SIGNATURE 
SOFERYTEOR 5/29/2009 HR SUP. 5/2S/2009 

PART B - For Preparation of SF BO (Use only codes in FPM Supplement 292-1. Show all dates in monih-dayyBar order.) 
T. Nariw tL a s i, fiisi, hiicN/e) 12. Social Sc-ajtlf/ Niihilisr j3. Data of Blitli EffectiveDaiu 

FIRST ACTION SECOND ACTION 
i. A. Cadalfi-B- rif AfiHru 

TOl OFFICIAL POSITIONTVuthoHtv 
DESCRIPTION TITLE, 

"9. 'lU:'Hoadcn hub and Nianber 

iLtlKMity 

o. ray i/.c/j:. iHGrade «ifivt i a step or Rate 20. Total Salary/Award 
1an . Cade 

21. Pay 
Bsss 

ZOA. Bssfc PIT/ ^OB. LpcaSty Ad], 2QC. Adj. Basic Pay 120D. Otlffir Pay 

None end Locrtkm of PoaJtbn'fl Oiyufibelitn 

I EMPLOYEE DATA 
23. Veterans Pltfcrcrico 

1 Nooe 3 *0 Rrfot/DiAofcility 
j 2-B-Pdnt 4 - 10-Pcint/CompcmEWe 

27. FEGLI 

B 10f'oirt/Otb« 
6- 10-ft>byC£mpe-taahte/3f)% 

O-Ncna 3 - Ca\dnk>ns 
1 - Pemareurt 3 - Indefinite 

25. Agency Usu 

28. Anruhait Irdicotor 

26. Vbtlrane Pre? for RIF 

I YES | 1 N'O 
29. Pay Rate DttetminanI 

3^5. rart-1 imo rours kui 
, Biweekly 

PayFbrioJ 

30. fcttamrt Plan 131. Sendee Conp. Date iLeavel 32. Work Scltetfute 

1 POSITION DATA 
'34; PteHion OccLplatl 

1 .rVvyy.Ujtya, fSsry'vv, rt - fil-ft Itus-iit 
I 2 - E>xefittd Oer.Vio -t - Q CO Career 

35. R-SACaivgo-y |30. AppiupriatiCM Code |37. Ba.yahiiiy UnitStalus 
. E-Exenpt 
J N -tlofi±Aefnfit 

38. Duty Station Codi 33. Duty Station (CHy - County * Stisio or Ovmstus location) 

40, Apuncy Dtaa 41. 42. 43. 44, 

45. Educaiipral Level 46, Your D,>grgd A|tab»d 47. Acadarfib Deadline 48. Functiend Class 49. Chiztsrehip 150. Vrterats Status |51. Supervisory Status 

| ' . USA s-orha j | | I 

PART C - Reviews and Approvals (Not to he used by requesting office.) 
1. Offce/functfcm Inrtsafc/Skpafuo Data Offco/Fmcton hMds/Sigiofum Data 

A 0. 

B. E. 

C, F. 

2, Approval: I certify ttiat tbo Irtfomiaiiori entered ot this feint s accurate aid ttai (lit 
proposed action li in rxHtialiaree wKh statutory arid rupubtor v recti k-emetts. 

Slymfuo Approval Data 

NSN 7540-01-333 6239 

Sample Promotion SF-52 
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APPENDIX B 

MERIT ANNOUNCEMENT REQUEST 
{Attach to SF 52, Request for Personnel Action) 

POSITION TITLE/GRADE: 

UNIT AND OFFICIAI ADDRFSS OF VACANCY: 

VACANCY DUE TO: SELECT ONE _d 

NAME: I EFFECTIVE DATE: 

TYPF OF ANNOUNCEMENT: SELECT ONE -j 

REMARKS: 

BARGAINING UNIT POSITION' F"! Vpc I I Nn If BaipininSUnft Satis & unknown then leave both taxes undiKked.HRO will 
- | 1 Tcj [_—| INu fins! cJetemujistfon on the position's ststus. 

DURATON OF ANNOUNCEMENT:' 30 Days I / 15 Days (Standard) f Other i I Days 

Provide a brief explanation of the impact on the mission if the duration requested is less than 15 days. 

BRANCH:; y ; ARMY AIR 

AREA OF CONSIDERATION: StLECl ONE •> 1 

Provide a brief explanation if the area of consideration is not dual status technicians within the state. Explain why position should be 

advertised to all military members of the appropriate service if that is how it is to be advertised. Explanations must be based on factors such 

as those set out in TPR 20D. In each case, some explanation of how the decision promotes the factor is needed. 

Such factors include: SELECT ONE f 

MINIMUM MILITARY GRADE: -J PROMQTABLE : MAXIMUM MILITARY GRADF: - | PRQMOTABLE; 

SECURITY CLEARANCE/POSITION SENSITIVITY: sri rrr nNf t | 

SUPERVISORY STATUS: ( / I Yes I No 

OTHER RESTRICTIONS OR REMARKS: 

PCS AUTHORIZED: [~ Yes i / I No 

TRAVEL REQUIRED: SELECT ONE 

SELECTING OFFICIAL: 
(NAME, RANK, ADDRESS, PHONE) 
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APPENDIX C 
1 

SELECTION INSTRUCTIONS AND CHECKLIST | 
I 

Interview Board Composition 
Name/Title Role 

Selecting Official 
Board President (if other than above) 
Gender Diversity Representative 
Minority Representative 
Other/SME 
Other/SME 
Other/SME 
Other/SME 

Did the hiring board reach provide a ranked recommendation to the SO? • YES • NO 

• Selection Made. 

• No Selection Made. Non-select recommendations are subject to scrutiny by the Director for 
Human Resources. 

The selecting official must provide in writing the ranking of the top three applicants, the reasons 
supporting the recommendation to select or non-select, and any other pertinent information 
below or on a separate page as needed: 

Selecting Official's signature_ 

DATE For additional information call 

33 



GENERAL INSTRUCTIONS AND CHECKLIST 

1. Prior to being placed on the certificate, each applicant's qualifications as presented in the 
application were found to meet the minimal generalized and specialized experience required for the 
position in the announcement. You must recommend selection or non-selection from the applicants 
referred on this certificate. 

2. When more than one applicant is referred, selection recommendations are developed using a 
board interview process. If personal interviews are not possible, telephone interviews shall be 
conducted. Reasonable effort must be made to interview all applicants on the certificate, including 
those deployed. Interviews are not required if only one applicant is referred. Written performance or 
job knowledge tests may not be administered. 

3. Interview Board Composition: 

• Leadership: The selecting official or their designated representative shall preside over the 
interview board and will be a voting member of the interview board. This individual is 
designated as the interview board president. They are responsible for coordinating the 
interview process with applicants and interview board and all records maintenance. 

• Number: The interview board will consist of an odd number of members. At a minimum the 
board will consist of three members and at a maximum it will have seven members, a non
voting technical representative can be added to the board at the direction of the Selecting 
Official. This person can only provide technical advice to the board but may not participate in 
asking questions or making selection recommendations 

• Diversity: All positions interviewed for selection must utilize a hiring panel that has both 
gender and ethnic/racial diversity on the panel. The board will include, at a minimum, one 
female and one male (gender diversity), and one minority representative who are not the 
same person. 

• Training: At least one member of the interview board must have completed the Technician 
Personnel Management Course. 

• Rank: Members of a technician interview board need not have a military rank greater than or 
equal to the applicants. 

• Status: Serving on an interview board is an inherently governmental responsibility, as such 
all interview board members must be serving in an official government status. Members of 
the interview board may be technicians, AGRs, drill status guardsmen (M-day 
soldiers/airmen). Contractors shall not be used as members of the interview board. 
Members of the interview board may come from other military services, may be active duty 
or reserve members or National Guard members from other states. DoD civilians (Title 5) 
as well as non-dual status Title 32 technicians may be used to serve on an interview board. 
Retired military members that are not current DoD civilian employees may not be used on an 
interview board. 

3. Selecting Official (SO)/lnterview Board President Preparation for Interviews 

• Develop a standardized interview for all applicants. HRO recommends behavioral based 
interviewing. Behavioral based interviews use open-ended questions to draw out personal 
experience. These questions allow the candidate to talk about himself or herself, providing 
more data for the board to evaluate who has the greatest potential for success in the 
position. Open-ended questions may require the interview board to ask clarifying questions 
if the initial response lacks specifics or is incomplete. Typically, in a response to a 
behavioral-based interview question, the candidate will describe a situation, a task he or she 
had to complete, and the result that followed. The interview board president may solicit 
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interview questions from the interview board members or may develop the interview 
questions on their own. More information can be found on the Department of Veterans 
Affairs website at http://www.va.qov/PBI/index.asp. 

e Questions about race, gender, age, national origin, religion or disability are prohibited unless 
directly related to a requirement of the position. 

• Interview questions and the selection recommendation process shall be qualitative in nature 
(i.e. individual interview questions shall not be assigned a point value). The selecting 
official/interview board president will provide questions linked to the technical and behavioral 
competencies required for the position. Each question will have a desired response 
indicated so that the interview board evaluates consistently. The SO/interview board 
president will provide a space for notes so the interview board can capture responses and 
take notes for evaluation. Examples of qualitative evaluation methods are below. 

Qualita tive Interview Method 
Competency Question Desired response Response Notes 

Technical-
Supply 

What are the steps 
to log in new 
supply items? 

Narrative Description 

Behavioral-
Customer 
Service 

Tell me about a 
time when you had 

to deal with a 
difficult customer. 

Narrative Description 

1. Conducting the Board Interview: 

• The selecting official/interview board president has two options for conducting interviews, 
they can be conducted as individual interviews or board interviews. Regardless of the 
method chosen, all aspects of this policy shall apply to either interview method. 

o Individual interview: These are conducted by each member of the interview board 
interviewing each applicant individually without other members of the interview board 
present. Once one member is done interviewing an applicant, the applicant is 
escorted to the next interview board member. The interview is accomplished in a 
round robin fashion until all applicants have been interviewed by all members of the 
interview board. This type of interview is used to allow each interview board member 
to make an independent judgement on the candidate with limited influence from the 
other members of the interview board. Once each candidate has been interviewed, 
each interview board member independently ranks each applicant. Once 
accomplished the interview board president brings all interview board members 
together for a consensus discussion and to make the final selection 
recommendation. 
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o Board Interview: These are conducted by the interviewing board coming together in 
one place at one time and collectively interviewing each applicant. This allows each 
interview board member to see how each candidate responds to all of the interview 
questions not just the questions they ask. Once all of the candidates are 
interviewed, each interview board member makes an independent judgement on the 
ranking of all applicants. After the tabulation of ranking is completed the interview 
board president leads a consensus discussion and the board makes the final 
selection recommendation. 

• The board will review each applicant's submission for relevant information. 

• Establish the interview as a non-threatening information gathering process for both the board 
and the applicant. 

• Either before or after the interview, allow the applicant to ask questions about the position. 

• Either before or after the interview, provide a realistic description of the position and duties. 

• To ensure interview consistency and to promote fairness of the selection process, all 
candidates shall be asked the same interview questions. Additionally, all candidates will be 
asked the same questions from the same interview board member. 

• Allow the applicant time to formulate his or her response to each question. 

• Ask follow-up questions if the initial response to an open-ended question is unclear or not 
specific enough. 

• At the close of the interviews, the board members will rank the applicants based on results 
from the resume reviews, interviews, reference checks and discussion. 

2. Making the Selection Recommendation: 

• The recommendation is the qualitative judgment of the board about which applicant has 
the greatest potential to succeed in the position to be filled. Each interview board 
member is to rank order their recommendation for selection from 1 to X, with 1 being 
their number 1 recommendation and X being the total number of candidates interviewed. 
This ranking is to be based upon the Complete Person Concept to include, past 
performance, interview results, application, past experience information provided by their 
previous supervisors and the needs of the agency in this position. This can be done in 
an open forum or by a silent listing. This rank order is to be tabulated and the candidate 
with the lowest overall aggregate score from all interview board members is to be 
evaluated for consensus recommendation for selection. The interview board shall then 
use this tabulated score to assist in determining the overall rank order of the candidates. 
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• After tabulation of the interview board's ranking of applicants, the interview board 
president will conduct a discussion on the rank order of applicants. The interview board 
will obtain consensus on the rank ordering of recommended applicants. After the 
interview board discussion the final selection recommendation may or may not line up 
with the final applicant ranking. 

• For the purposes of this policy consensus does not mean that all interview board 
members have the same ranking or recommended the same final selected applicant. 
Rather it means that all interview board members agree that the interview 
recommendations were obtained in a fair and equitable manner. 

• The recommendation should be based on a whole-person concept, incorporating the 
application, interview, and other credible job-related information available to the board 
about the applicants. 

• The board may contact current and former employers or personal/professional 
references identified on the applicant's resume for employment references. 

• The board will compile the results of the interview process, rank at least the top three 
applicants, and formulate a recommendation to select or non-select from the certificate. 

A Roll-up Ranking Sheet Example 
J A #  

Applicant A Applicant B Applicant C Applicant D Applicant E 

Board President 3 1 5 2 4 
Gender Diversity 
Rep 3 2 5 1 4 

Minority Rep 2 1 5 3 4 

Other/SME 3 1 5 2 4 

Other/SME 3 1 5 2 4 

Total 14 6 25 10 20 

Ranking 3 1 5 2 4 

Final Recommended Selection: Note that the final rank ordering may or may not be the same as 
the Roll-up Ranking, for this example they are the same The lower total in ranking indicates the 
better applicant. 

1. Applicant B 
2. Applicant D 
3. Applicant A 
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• If the board needs to schedule additional interviews for the entire group or from among a 
list of top applicants in order to formulate a recommendation, they may do so. 

• Non-select recommendations are subject to scrutiny by the Director for Human 
Resources. 

3. Information and documents to be returned with ALL job packages to HRO will be returned in 
the Case File Documents section of the USA Staffing Selection Manager. The following 
documents must be returned: 

• A signed and completed Referral and Selection Certificate (pages 1 and 2 of this form). 
• Selection Instructions & Checklist: This will include documentation of the composition of 

the board; rankings of the top three applicants by order of merit; the recommendation to 
select or not select; and the reasons for the recommendation. 

• Interview date(s) and questions, with all notes Roll-up Ranking sheet and rank order of 
final recommended selection with at least the top 3 applicants identified. 

• For a technician hire, a completed SF-52 requesting to hire the selected individual. 

• HRO retains copies of selection package documents for three years. 

4. HRO Approval Process: 

• A random EO review of the selection may be conducted. In that case, the packet will 
also be reviewed by the Director for Human Resources. This will cause a delay in 
processing. 

• All selection recommendations are reviewed by a staffing specialist for approval. The 
staffing specialist will contact the SO or the Air HR Remote to confirm approval of the 
selection and establish the start date. 

• HRO will provide the selecting official or the Air HR Remote a job offer notification for the 
selected candidate. This will identify the position with the grade and step level the 
individual was selected for; estimated annual salary based upon the position and duty 
location; estimated leave accrual rate and optional start dates. Leave accrual rate and 
position grade /step will be provided based upon the information HRO has on the 
selected applicant at the time of selection. These rates may change based upon 
information submitted by the applicant after the selection is made. 

5. Making the Offer: 

• Once HRO approves the hire the selecting official or designated representative will 
contact the selectee and offer the job. If the first selectee declines the offer, the 
selecting official will contact the next approved applicant in order of merit. Once the job 
offer is accepted, the selecting official will notify the remaining applicants of non-
selection. If the initial offer at Step 1 is refused, selecting officials may negotiate salary 
requirements and request approval of Recruitment Incentives and/or advanced in-hire 
rates from the HRO. Selecting Officials shall not make a firm salary commitment above 
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Step 1 to a candidate without approval from HRO. Selecting Officials shall refer to the 
HRO policies on advanced in-hire rates and/or Recruitment, Retention and Relocation 
Incentives respectively. 

® Once the offer is accepted HRO or the Air Remote will set the start date and 
appointment for NEO. 

• For technicians hired below the target grade (developmental), the supervisor must 
submit an Individual Development Plan (IDP) to HRO for review and approval within 30-
days of hire. 

• If you have any questions or need additional guidance or support, please contact the 
HRO Customer Service desk at DSN 346-7051/614 336-7051. 
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APPENDIX D 

KEY STAFF POSITIONS FOR THE OHIO NATIONAL GUARD 

Joint Forces Headquarters - State 
Position Service 

Chief of the Joint Staff Joint 
Vice Chief of the Joint Staff Joint 
Deputy U.S. Property & Fiscal Officer Joint 
Public Affairs Officer Joint 
Chief Counsel / Staff Judge Advocate Joint 
Chaplain Joint 
Senior Enlisted Advisor Joint 
J1 Through J7 Joint 
Human Resources Officer Joint 
Plans, Operations & Mission Support Officer Joint 
International Partnership Specialist Joint 

Air Guard 
Air Commander Air Force 
Vice Air Commander Air Force 
GSU Commander Air Force 
Wing Chief of Staff Air Force 
Director of Staff Air Force 
Comptroller Air Force 
Community Program Manager Air Force 
Operations Group Commander Air Force 
Mission Support Group Commander Air Force 
Maintenance Group Commander Air Force 
Human Resources Officer (Military) Air Force 

Army Guard 
Command Administrative Officer Army 
Secretary to the General Staff (Management Analyst) Army 
G1 Through G7 Army 
Command Warrant Officer Army 
Comptroller Army 
Construction & Facilities Maintenance Officer Army 
State Aviation Officer Army 
Brigade/Division Commander Army 
Brigade/Division Administrative Officer Army 
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