
Total Calendar
Days - 20

- o -
Personnel Process

Days -16

4
-Counsel employee on effects of
LWOP & provide SF-8 if not
returning
-Annotate employee FEHB
election in remarks of SF-52
-Code/Coordinate PERSACT to
CPOC
                            (8 days)

3
-Obtain
organization
approval
- Create
PERSACT
-Coordinate to
CPAC
-Refer employee
to CPAC for
advice
Issue post
clearance form

       (4 days)

6
ISD

-Perform Quality Review
-Update DCPDS
-Prepare SF-75
-Prepare executive order,
if authorized
                            (8 days)

See BPM # IS-01,
SF50 Processing

See BPM #IS-14, Outprocessing

HQ USAREUR CHRMA                    Leave Without Pay (30 Days or Longer)                        BPM No. IS-15

2
45 days prior to effective
date, complete and submit
LWOP request and signed
resignation* SF52  if not
returning
-Complete post clearance if
appropriate

1
- Counsel & advise
   employee

*NOTE: Resignation is
forwarded along with the

LWOP action and is held in
suspense in CPOC

EMPLOYEE                       MANAGEMENT                         CPAC                                            CPOC                                   OTHER

5
- Make FEHB
election
                      (1 day)

ISD
SEE BPM #IS-22, Payroll Interface
Processing Cycle

Replaces USAREUR BPM I-1


