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OBJECTIVES   

• Understand Absent-US & RTD packet contents 

• Remind employees that it is their responsibility to give advance 

notice to HRO of their deployments or when they’re called to 

military duty 

• Prevent future delays in process due to incomplete packages 
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TECHNICIANS  HAS TWO OPTIONS  

•ABSENT-US 
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•SEPARATION-US 
 
 



SF 52 – ABSENT-US 
Technician elects to be placed on Absent-US with return rights to technician position 
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SF 52 – ABSENT-US 

• Technician must complete the following sections: 
• PART A, #1, 3, 4, 5 SIGNED BY TECHNICIAN, #6 GROUP COMMANDER 
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SF 52 – ABSENT-US 
• PART B, #1-4,  
5-A 473,  
5-B ABSENT-US,  
5-C Q3K, 
5-D 5 CFR part 353 
#7-14, #23-39  
(INFORMATION CAN BE 
RETRIEVED FROM CURRENT 
APPOINTMENT SF 50 – 
CHECK WITH SUPERVISOR 
FOR MYBIZ+ACCESS 
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SF 52 – ABSENT-US 

• PART D – Reason of military orders, provide start date and 
projected end date.  Orders #, date of orders published. 
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MILITARY ORDERS 
MUST ATTACHED ALL AMENDMENTS OR MODIFICATION  

• CHECK WHAT TYPE OF 
ORDERS THE TECHNICIAN IS 
ON: 

• CONTINGENCY  
• NON-CONTINGENCY 
• AGR 
• MPA 

 
• Overseas Contingency Operations 

(OCO)  formerly known as Global 
War on Terrorism (GWOT) 

• Examples: OIF, OEF, OND –Title 10 USC 
12301 (D), 12302  USERRA PACKET OVERVIEW 



USERRA ELECTION FORM 

• Ensure technician completed forms 
and made their elections 

• FEHB  
• PREMIUM CONVERSION (If applicable) 
• FEGLI NOTIFICATION FORM 
• TSP 41 (If applicable, TSP Loan) 
• PROVIDE T&A SNAPSHOT 
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SF 52 – RETURN TO DUTY 
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• SIMILAR INFORMATION AS 
THE SF 52 FOR ABSENT-US 

• ONLY DIFFERENCE IS 
ADDITIONAL INPUT ON 
PART B #15-22, #23-39 
 

• REFER TO TECHNICIAN’S 
CURRENT/ LATEST SF 50 
CAN BE RETRIEVED BY 
SUPERVISOR THROUGH 
MYBIZ+ 

SF 52 – RETURN TO DUTY 

292 RETURN TO DUTY 

08 JAN 14 
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SF 52 – RETURN TO DUTY 

• PART D – Returning from military service, provide start date and end date.  
Orders #, date of orders published with any amendments. (If contingency, 
technician entitled to 5-day Presidential Leave) Must state first day of 
Presidential leave and that will determine RTD effective date 

Technician returning from military orders effective 01-08-2014.  
Orders started from 12/27/2013 to 01/07/2014.  
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• Before returning to their technician 
position: Forms must be turned 
into HRO 

• Return to Civilian Federal 
Employment USERRA Election Form  

• DD214 (Copy 2 ,4, 7), Copy of any 
amendments/ modifications (if 
applicable) 

• TSP Retro (Technicians to provide 
military LES received during military 
period) 

• TSP 41 (If technician has a TSP Loan) 

USERRA ELECTION FORM - RTD 

USERRA PACKET OVERVIEW 



• Incomplete SF 52, missing signatures and critical information 
• No USERRA Election Forms 
• No military orders 
• Change of supervisor and unable to access MyBiz+ 
• Incorrect Time and Attendance codes 
• No TSP 41 

 

COMMON ISSUES 
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• FEHB Debt 
• Personnel actions not processed accordingly 
• Delayed inputs in DCPDS 
• Unpaid technicians makes unhappy technicians 
• Incorrect T&A codes leads to errors in system generated reports/ 

Corrections must be made before moving forward 
• Multiple follow-ups that costs a lot of time  

 
 

WHAT HAPPENS DOWN THE ROAD? 
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• FEEDBACKS ARE HIGHLY ENCOURAGED FOR IMPROVEMENT PURPOSES 
 

QUESTIONS 
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• HRO WILL NEED THE SF 52 FOR SEPARATION-US 

• ENSURE TO COMPLETE PART E OF THE SF 52 (SIGNED)  

• ATTACHED MILITARY ORDERS 

SEPARATION-US 
Technician decides to Separate-US from technician position 
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• Back to Absent-US Option 
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