HRO GEARS SF 52 ROUTING LIST (ANG)

*Please use .mil email addresses for all MILITARY on this list and .civ for all civilians — the military HRO staff
does not have access to .civ email addresses that are in the global address book

Examples are below the routing lists

**Please use the following naming scheme for “Packet Name”: Personnel Action Type, Effective Date, and/or
Suspense date, Employee’s name (if applicable)

***Please place in Notifications: LTC Brian McNeil brian.c.mcneil.mil@mail.mil; Capt Jason Gutierrez
jason.p.gutierrez2.mil@mail.mil; SMSgt James Miller james.d.miller178.mil@mail.mil; MSgt Englecia Douglas
englecia.r.douglas.mil@mail.mil

NOTE: Do not route Advance Leave Requests and Donated Leave Requests through GEARS. Send them by
encrypted email to SMSgt Joyce Hanson joyce.d.hanson.mil@mail.mil & TSgt Stacey Mitchell
stacey.a.mitchell6.mil@mail.mil

Routing List 1:
TSgt Englecia Douglas englecia.r.douglas.mil@mail.mil
AZNG HRO Staffing (Group box name)

Routing List 2:
TSgt Englecia Douglas englecia.r.douglas.mil@mail.mil
AZNG HRO Benefits (Group box name)

Routing List 3:
AZNG HRO Benefits (Group box name)
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Please use Routing List 1 for the following Personnel Actions:

Request for Fill

Excepted Appointment NTE (Temp Tech)
Conversion to Appointment

Promotion

Temporary Promotion

Change to Lower Grade

Reassignment

Position Change

Extension to Temporary Appointment NTE
Extension to Temporary Promotion NTE
Recruitment Incentive

Relocation Incentive

Retention Incentive

Detail
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Please use Routing List 2 one for the following Personnel Actions:

Return to Duty

Absent for Uniform Duty (AUS)
Retirement

Resignation

Removal

Death

Termination

Personal Leave without Pay
Name Change

Change in work Schedule
Change in Work Hours
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Please use Routing List 3 one for the following Personnel Actions:

Suspension

Time off Award

Individual Cash Award RB
Suggestion / Invention Award
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