        

     Change to Lower Grade - Checklist
Employee Last Name, First Name:     
IC:           

Submit the following documents as they apply to your case:

AO:

 FORMCHECKBOX 
 Printed SF-52 from CapHR (PAR action)
 FORMCHECKBOX 
 OF-8 & Position Description 

 FORMCHECKBOX 
 Change to Lower Grade Memorandum signed by employee
 FORMCHECKBOX 
 Signed Certificate (if selected from vacancy)

HR:

Filed on Temporary Side of OPF:

 FORMCHECKBOX 
 Printed SF-52 from CapHR
 FORMCHECKBOX 
 OF-8 & Position Description 

Filed on Permanent Side of OPF:

 FORMCHECKBOX 
 Change to Lower Grade Memorandum signed by employee

**If selected from a vacancy, Final Authorizers need to have a copy of the signed certificate but it will not be filed in e-OPF**
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