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· Included in this package is information for the submission of a Request for Personnel Action (RPA) through Modern DCPDS.

· Updates will be disseminated when applicable and will be annotated in bold.

· Reference Material:

Modern DCPDS Made Simpler

http://www.donhr.navy.mil/HRSC/southeast/localnews.htm
Guide to Processing Personnel Actions

http://ncweb.ria.army.mil/GPPA/gppa.htm 

Standards for Products and Services

http://www.donhr.navy.mil/Organization/bodstandards.asp 
Information

to be

Completed

by the

Requesting

Office


Information Required for Electronic RPA’s

Requirements of all RPA’s:

· Select the Type of Request for Personnel Action from the Navigator’s List.
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· Fill in SSN and/or name on Page 1.

· Block 3 – Complete Point of Contact Information to include name and phone number.

· Block 4 – Complete proposed effective date on Page 1.

· Block 5 – Complete Action Requested By on Page 1.

· Block 6 – Complete Action Authorized By on Page 1. 

· Do not use Block D, Remarks by Requesting Office.  Include all additional information in the Notepad. 

Information on pages 2 and 3 will be required depending on the type of action requested.  (This will be further explained below.)

Ensure that the UIC, Organization Code, Bargaining Unit Status, Duty Location, and Payroll Organization Code are correctly reflected on the RPA.



When all information has been completed and routed through the appropriate chain of command, go to page 1 and make sure to authorize or obtain authorization before routing to the HRO in Block 6.

All RPA’s must be submitted to the HRSC SE no less than two pay periods prior to the effective date of the action in order to comply with the HRSC Standards for Products and Services.

If the position is not currently in the MODERN system, the following information must be provided in the NOTEPAD regarding the position:

· Position Title
· Position Number (Core PD and Sequence Number)
· Pay Plan, Series, and Grade
· Organizational Information (Activity, Department, Division, Branch, Section)
· Work Schedule
· Part Time Hours
· Bargaining Unit Status
· Duty Location
· UIC
· Organizational Code
· Payroll Organization Code (or Cost Center Code) 
· Payroll Office
· Is the position of a continuing nature or temporary?
· If the position is temporary, identify NTE date.
 Note:  Do not complete NOAC and Legal Authority.  These will be completed at the HRSC.

Types

 of 

Personnel 

Actions

Awards 


Used for individual employee awards  (monetary or time off).  Do not use for:

· Quality Step Increase (QSI) – use “Salary Change” (below).

· Mass Awards – see Type of Personnel Action  “Mass Awards”.  

Include the following information on the RPA:

· Identify the type of award in the Notepad.

· Identify the amount of award and UoM (unit of measure – money or hours) (page 2).



Change Actions


Includes Change in Hours, Change in Work Schedule, and Name Change. 

· Change in hours: Include the new biweekly hours (decimals can be used) (page 3, block 33).

· Change in work schedule: Include the new work schedule (page 3, block 32).  If the change is to other than a full-time schedule, include the biweekly hours (decimals can be used) (page 3, block 33).

· Name change: Fill in SSN on Page 1.  Once the record has been retrieved (via SSN), change the name on the RPA to reflect employee’s NEW name in the name block.  In the Notepad, indicate Name Change From  ____________.  The HRO must certify in the Notepad that they have seen the paper work to support the name change (e.g., social security card, divorce decree, marriage license).  Please do not forward the supporting documentation to the HRSC.

· Change in Veterans Preference: The HRO would initiate this type of action by selecting Change in Veterans Preference from the Navigator’s window.  In the Notepad, identify date documentation to support the action (e.g., DD-214, SF-15, VA letter dated within the past 12 months) was forwarded to the HRSC SE via the RPA Transmittal Form (enclosure 1).

Change to Lower Grade
· See salary change

Conversions

To Appts

Use to convert excepted appointments to competitive service 

Appointments, convert appointment NTEs, convert to reinstatement career.

· Select Recruit/Fill from the Navigator’s Window.

· Change Family to locate “Conversion to Appointment”.

· In the Notepad, identify the basis for the conversion (i.e., VRA appointment, handicap appointment, reinstatement, etc.).

If converting a VRA employee to competitive service appointment, identify if the training plan was completed in the Notepad.

Death


· See Separations.



Details
· Identify the NOAC in the Notepad.

· Indicate NTE Date on Page 1.

· Note:  Ensure the position description or set of duties is attached, unless it is retained at the HRSC.

· Details are documented with a RPA in all cases except those dealing with bargaining unit agreements, including past practice, where the command has always documented certain details with a NPA or in cases where commands specifically requests that a detail be documented with a NPA for financial reasons or otherwise.  Commands must indicate in the Notepad if they want a detail documented with a NPA.  Otherwise, the RPA is the only documentation.

Extension of NTE
Most commonly used for:

· Extension of a temporary appointment;

· Extension of a term appointment;

· Extension of a temporary promotion;

· Extension of a position change;

· Extension of furlough; 

· Extension of LWOP; 

· Extension of Reassignment; and

· Extension of Details 

Enter the type of extension and the new not-to exceed date in the Notepad.  

NOTE: RPA’s to terminate actions upon expiration of the not-to-exceed (NTE) date are not required.  Actions such as promotion NTE, appointment NTE, reassignment NTE, and any others with NTE dates, will be automatically terminated by the NTE date.  

· There are cases in which a manager may wish to terminate a temporary action prior to the NTE date or to extend a temporary action beyond the original NTE date.  To effect early termination, the activity manager must submit a RPA to reach HRSC SE at least two full pay periods prior to the requested effective date.  To extend a temporary action, managers must submit a RPA to reach HRSC SE at least two full pay periods prior to the original termination date.  Once the NTE date is reached, automatic termination occurs and extensions are no longer possible.

Living Quarter Allowance (LQA)


· Select “Other Pay” from the Navigator’s Window.

· Fill in proposed effective date on Page 1.

· In the Notepad, identify the following information:  Country, Post Allowance Percentage – age for that country, Family Members, LQA entitlement for that country, the amount for rent and the amount for utilities must be documented separately, indicate if there is or is not a separate maintenance allowance for someone remaining in CONUS, indicate if there is or is not danger pay entitlements, the effective date of the LQA and the amount of money.  Note: Foreign Allowances should be indicated in the currency of the country.  

Mass Awards
Note:  Activities and HROs cannot initiate a RPA for Mass Awards.

A mass award is a collection of individual awards processed en masse to save Modern DCPDS users time, effort, and keystrokes.  The mass award can be processed only if the following conditions are the same for the group:  

· Effective date

· Nature of Action

· Authority Code.

Mass awards are processed if you have 25 or more awards that meet the above conditions.  Less than 25 require individual RPA’s.

A listing in either MS Word or Excel with the following data fields:

1. NOA Code

2. Effective date of award

3. Award amount or Award percentage

4. Individual or Group Award type

5. Tangible Benefit Dollars (if applicable)

6. Name of Employee

7. Social Security Number of Employee

8. The easiest way to select the group of people (i.e., by SSN or by organization code or the entire UIC, etc.)

Non Pay / Non Duty Status
Most commonly used for:

· Placement in nonpay status (usually for seasonal employees);

· Suspensions (placement in nonpay and nonduty status for disciplinary reasons);

· Leave without pay (LWOP); 

· Furloughs (resulting from lack of work or funds); and

· LWOP-US (leave without pay to serve in the uniformed services).

· In the Notepad, indicate the type of action, and the reason for LWOP or suspension and the employee’s forwarding address.

· For extensions of LWOP or furloughs, see “Extension of NTE,” above.

· For return to duty actions, see “Return to Duty,” below.

NOTE:  You must submit a RPA on a Return To Duty (RTD) for  Suspensions (they are no longer auto generated).

Position actions
Establish position: 

· Provide details regarding the position in the Notepad.

· Attach supporting documentation (updated organization charts, any historical data, etc.) and completed OF-8 to the RPA.

Review:  

· Used to initiate a classification ADVISORY only.  Please review the above information for the supporting documentation.

Promotion
·  See salary change

Quality Step Increase (QSI)
· See salary change

Realignment
· Select Realignment from the Navigator’s List.

· In the notepad, fill in the necessary information to reflect the organizational change (e.g., the memo and the date of the memo that authorizes the movement of the person and the position to the new organization or code.  

If you are requesting an individual realignment action, the following applies:

· Attach the necessary documentation to support the realignment, including position information.  If the realignment is due to the establishment of a new organization, the HRO must consult with the HRSC Staffing/Classification POC to coordinate the process of building the new organization at least 30 days prior to the effective date.  And at least 60 days prior to the effective date, if there is establishment of a new UIC.  
Mass realignments are processed by Code 20 only if you have 25 or more individuals meet the above conditions.  Less than 25 require individual RPA’s.  E-mail the necessary documentation (employee’s name, positions, old/new org code and cost center code) to POC in Code 20 with a “cc:” to Servicing Recruitment Team. 

Reassignment
· Identify Name and/or SSN on Page 1.

· Identify position information on the “To” side of Page 2.

· Follow instructions identified in the Reassignment Checklist (Enclosure 2).

Recruit / Fill
· Identify position information on the “To” side of Page 2.

· Complete and attach the Recruitment Supplement (Enclosure 3). 

Return to Duty
· Identify position information on the “To” side of Page 2.

· Identify date of Return to Duty in Notepad.

Salary Change


Used most commonly for the following types of actions:

· Promotion;

· Promotion NTE (temporary promotion);

· Change to Lower Grade; 

· Denial of Within-grade Increase; 

· Quality Increase (QSI); 

· Pay Adjustment (Demo commands only); and

· Locality Payment (Demo commands only)

Salary change may be used for other types of actions,  but these are generally done at the HRSC or in special situations.

· Identify position information on the “to” side of page 2.   If the position is not built, indicate the position description number and the pay plan, series and grade in the Notepad.

· Enter the type of action in the Notepad.

· For other types of award payments (other that QSI), see “Award / One-Time Payment,” above.

· For actions that involve noncompetitive temporary promotions, follow instructions identified in the Noncompetitive Promotion Checklist (Enclosure 4). 

· For actions that involve accretion of duties, please complete “Accretion of Duties Questionnaire” (Enclosure 5).

· For actions that involve a change to lower grade, enter the remarks as appropriate; i.e., results in RIF, notes if the CLG is a result of expiration of temporary promotion or statements from an employee requesting a CLG (for personal or medical reasons) in the Notepad.  Provide most current resume/application for qualification determinations and voluntary CLG agreement statement.  NOTE:  Ensure the position description is attached unless retained at the HRSC SE.  

Separation
Used for all types of separations: retirements, resignations, removals, terminations, and deaths.  

· Enter the type of action in the Notepad.

· For most separations, you need to complete additional information on page 4.  First, click the “Yes” or “No” button to indicate whether you know of additional or conflicting information about the separation: 

· If you check “Yes,” the Remarks section of Part D is grayed out.  You must attach a separate explanation to the RPA using the Attachment button on the Toolbar. If you check “No,” you will be able to type information into the Remarks section of Part D.

· Enter the employee’s reason for resigning or retiring, and the forwarding address, in Part E.

Termination Appointment In 
Please do not submit a RPA for this type of action.  The HRSC SE will create and process a RPA after receiving a pickup NPA from the gaining activity/command.

Enclosures

Accretion of Duties Questionnaire

RPA #:

Current title, series, grade: 

Requested title, series, grade:

Ref.   (a) CFR 335.103

        
 (b) OCPM Eastern Region Meeting Notes: Accretions of Duty Promotions

         
(c) OCPM Eastern Region Guidance/Advice Memorandum #63

1. Where did the new duties come from?

2. What was the reason for assignment of new duties?

3. Did the additional duties adversely affect another encumbered position?

4. Is the accretion from a one‑grade interval position to a two‑grade interval position?

5. Does the accretion change the occupational series? If yes, how closely related are the occupational series?

6. Is the accretion to a vacant higher level position (if so, it is not an accretion)?

7. Is the accretion from an Identical Addition (IA) position? If so, how are the other positions affected?

8. Is the accretion from a non‑supervisory position to a supervisory position?

9. Is the accretion from a non‑leader position to a leader position?

10. Does the promotion result from application of new classification standards?

11. Does the accretion result in a move across organizational lines?

12. What was the basis for the classification (grade/series) of the replaced position description?

13. Were the major duties of the old position absorbed in the new position, and the former position cancelled?

14. Could management have reasonably known that the new duties were higher level before they were assigned?

15. Does the new position have known promotion potential?

16. Is there a career ladder in the organization for the work performed?

17. Has the incumbent received other accretion promotions?

18. Are there other eligible candidates for the position within the typical merit promotion area of consideration?

19. Is there a substantial number of accretion of duty promotions in the organization?

20. Does the action have the appearance of fairness?

Recommendation to Approve/Disapprove.

_________________/_______

Signature of manager/date

(ONLY ACTIONS APPROVED AS ACCRETION OF DUTIES PROMOTIONS ARE TO BE FORWARDED.   NON‑COMPETITIVE PROMOTIONS ACTIONS NOT APPROVED ARE TO BE FORWARDED UNDER THE STANDARD RECRUITMENT PROCESS)

__________________/_______

Signature of Specialist/date.

This checklist and supporting documentation are maintained at the HRO/Activity and must be immediately available to the HRSC upon verbal request.

NON-COMPETITIVE PROMOTION CHECKLIST

1. Does the position being promoted to require classification?

       YES  ____               NO ____

       a.  If YES: please complete the following checklist.

       NOTE: PD’s requiring classification should be forwarded directly to the

                    HRSC SE "CLASSIFICATION" Groupbox


____ Draft PD forwarded/attached


____ OF-8/cover sheet included and completely filled in 



____ Sensitivity identified on OF-8/cover sheet



____ Bargaining Unit Status (BUS) Code identified



____ Org Code identified



____ Target Grade identified



____ Supervisory/non-supervisory identified



____ Position Status identified



____ FLSA, if MTP

              
____ DAWIA Codes as appropriate

b. If DAWIA, include the person’s DAWIA qualification documentation from the 

                  activity.   Also, include the following information as required:


____ Acquisition Career Level Required 


____ Acquisition Contractor Job Site 


____ Acquisition Critical Position Identifier 


____ Acquisition Job Specialty 1 


____ Acquisition Job Specialty 2 


____ Acquisition Position Career Category 

____ Acquisition Program Indicator 


____ Acquisition Special Assignment 

       c.  If classification is not required, please indicate:


____ PD subject to IA action (yes or no)


____ is the position being reactivated?



____ certify reactivated PD accurate – new OF-8 is required



____ copy of PD included/attached (if not on file at HRSC SE)

2.   Verify that “non-competitive promotion” is the correct nature of action,  

        then select “promotion” from the Navigator’s window.

3.  Are there multiple actions associated with this action?

      YES  ____               NO ____

        If YES: Please note the Request for Personnel Action (RPA) numbers and sequence for processing each RPA in the notes section of each of the RPA’s.

4.  In addition to the basic requirements for completing an RPA from the RPA Submission Guide, a non-competitive promotion RPA must also include:

      ____ Select “Salary Change” from the Navigator’s window.

      ____ Select “Promotion” or “Promotion NTE” as NOAC.

      ____ Fill in SSN and/or Name on page 1.

      ____ On the “TO” side of page 2 fill in the CPCN (if known).

      ____ Review information on page 3 to make any necessary changes.

      ____ Remarks entered as necessary under Notepad.

      ____ Position Description (OF-8/cover sheet required) attached (unless              

               PD is maintained at HRSC SE).

a.  ACCRETIONS 

____ Annotate RPA that action meets DOD/DON requirements for accretion of duties promotion.  Provide name of specialist making the determination per certification checklist.  Provide supporting documentation (old and new PDs, org charts, etc.) to HRSC-SE upon request.

      ____ Attach completed new OF-8 cover sheet and PD on MTP actions

b.  CAREER LADDER PROMOTIONS

      ____ Annotate RPA with a statement regarding satisfactory performance

      ____ Annotate in RPA:


     ____ Position is at full performance level, or;


     ____ Position has non-competitive promotion potential to (grade)

      ____ Annotate RPA with certificate number selected from and date

c.  TEMPORARY PROMOTION 

      ____ PD being assigned is subject to IA action

If there is a person currently assigned to the PD and IA is “no” – annotate the reason for using a PD that does not allow multiple personnel assignments (shreds).

Attach the following to the temporary promotion RPA

____ Copy of signed/dated “Condition of Temporary Promotion” 

      
____ For RPAs requiring HRSCSE qualification determinations:

____ Copy of classified PD with OF-8 attached (unless PD is maintained at HRSC-SE)

               
____ Updated resume/application attached

5.  Is the action a Priority Placement Program (PPP) exception?

       YES  ____             NO  ____

      a.   If YES, please cite on the RPA the specific exception used.

Maintain any documentation supporting the exception for 2 years as required by the PPP Operations Manual.  Provide the documentation to HRSC SE upon request.

b.  If NO, please annotate RPA that PPP clearance is required.

6.  Qualifications.  


a.  If the HRO is determining qualifications, complete the following:

____ Employee meets qualifications.  Annotate RPA that employee meets qualifications.   Include the name of the Subject Matter Expert (SME) or HRO specialist making the determination and the date.  OR,

b. If opting for HRSC-SE to determine qualifications, prepare and forward a complete qualification package to HRSCSE, (which includes an updated resume or application if necessary to document qualifications).

FOR NUMBERS 7 & 8: Not required if HRSC-SE coordinates testing.  The following applies if the HRO has responsibility for scheduling physical and/or drug testing.

If the new position has a physical or drug test as a condition of employment, please annotate when the physical or drug test was successfully completed.

NOTE:  RPAs should not be coordinated to HRSC-SE if the test(s) are not complete.  The RPA is incomplete and cannot be processed.

7.  Physical Requirements:


______a.  New physical satisfactorily completed  (annotate date of  SF-78 medical officer approval on RPA; mail page 2 of the SF-78 to HRSC-SE)


______b.  Physical not required. 

8.  Drug Test Requirements:


____a. Drug test requirements satisfactorily met.  Annotate date on RPA.


____b. Drug test not required. 

_________________________________         ____________________

Personnel Specialist's Signature                             Date

REASSIGNMENT CHECKLIST

1. Does the position require classification?

YES_______  NO________

a. If YES, please complete the following checklist.

NOTE:  PD’s requiring classification should be forwarded directly to HRSC SE “Classification” Groupbox.


_____ Draft PD forwarded/attached


_____ OF-8/cover sheet included and completely filled in



_____ Sensitivity identified on OF-8/cover sheet



_____ Bargaining Unit Status (BUS) code identified



_____ Org Code identified



_____ Target Grade identified



_____ Supervisory/non-supervisory identified



_____ Position Status identified



_____ FLSA, if MTP 



_____  DAWIA Codes as appropriate

b. IF DAWIA, include the following information as required:

_____ Acquisition Career Level Required



_____ Acquisition Contractor Job Site

_____ Acquisition Critical Position Identifier 



_____ Acquisition Job Specialty 1 



_____ Acquisition Job Specialty 2 



_____ Acquisition Position Career Category 



_____ Acquisition Program Indicator 



_____ Acquisition Special Assignment 

c. If classification is not required, please indicate:

_____ PD subject to IA action (yes or no)

_____ is the position being reactivated?


_____ certify reactivated PD accurate – new OF-8 is required

 


_____ copy of PD included/attached (if not on file at HRSC-SE)

2. Verify that “reassignment” is the correct nature of action and select “Reassignment” from the Navigator’s window.

3. Are there multiple actions associated with this action?

YES_______   NO________

          If YES:  Please note the Request for Personnel Action (RPA) numbers and sequence for processing each RPA in the notes section of each of the RPAs.

4. In addition to the basic requirements for completing an RPA from the RPA Submission Guide, a reassignment must also include:



_____ Select “Reassignment” from the Navigator’s window.


_____ Fill in SSN and/or Name on page 1.


_____ On the “TO” side of page 2 fill in the CPCN (if known).


_____ Review information on page 3 to make any necessary changes.


_____ Remarks entered as necessary under Notepad.


_____ Position Description (OF-8/cover sheet required) attached (unless PD is maintained at HRSC-SE).

5. Qualifications:

a. If the HRO is determining qualifications, complete the following:

_____ Employee meets qualifications.  Annotate RPA that employee meets qualifications.  Provide the name of the Subject Matter Expert (SME) or HRO specialist making the determination.  OR,

_____ Employee not fully qualified; inservice placement used.  Annotate RPA that experience requirements are modified under OPM Qualification Standards Operating Manual special in-service placement provisions.

b. If opting for the HRSC-SE to determine qualifications, prepare and forward a complete application/resume (including transcripts, if necessary) to HRSC-SE.

6. Highest Previous Rate (HPR) (if applicable)

_____ HPR is approved.  Authorization is annotated on the RPA.

_____ HPR is not approved.  Statement on RPA that HPR is not authorized.

7. Is the action a Priority Placement Program (PPP) exception?

YES_____     NO_____

a. If YES, please cite on the RPA the specific exception used.

Maintain any documentation supporting the exception for 2 years as required by the PPP Operations Manual.  Provide the documentation to HRSC-SE upon request.

b.  If the reassignment is within the activity and a position at the same grade is subjected to PPP or abolished, provide the position information in the RPA.          

_____ Submit PD#__________, (Title/Series/Grade)_________________


    for PPP clearance.

_____ Abolish PD#__________, (Title/Series/Grade)_________________


RPA#______________________ submitted for abolishment action.

Maintain this checklist for your records.

____________________________________________          ________________

Personnel Specialist’s Signature


                        Date

         RECRUIT ACTION SUPPLEMENT

ATTACH TO RPA FOR RECRUIT ACTIONS

Code/Directorate:      
RPA#:      

Title, Pay Plan, Series: 


Recruit at Grade(s):      
Full Performance Level:      

RECRUIT:  FORMCHECKBOX 
 New Recruit    FORMCHECKBOX 
 Replacement For:  ____________________

   FORMCHECKBOX 
 If time limited, NTE date:  ____________                                            FORMCHECKBOX 
 Lines of progression, if different from
                                                                                                                                        standard:  _______________________   

   FORMCHECKBOX 
 Permanent                                                                                                 FORMCHECKBOX 
 RPL list cleared/date ____________

   FORMCHECKBOX 
 Temporary Promotion NTE: _________                                                   FORMCHECKBOX 
 PCE list dated _________cleared as of _______

   FORMCHECKBOX 
 Temporary Appointment NTE: ________                                                FORMCHECKBOX 
 Exception to PPP, site exception from PPP

                                                                                                                              manual:___________________________________

   FORMCHECKBOX 
 TERM Appointment NTE: ________

  Provide reason for temporary or TERM recruitment action:                          FORMCHECKBOX 
 PPP option code:  ____________  
   FORMCHECKBOX 
 Name request:  ___________________
   FORMCHECKBOX 
 Other (i.e., Upward Mobility, ACCES, etc.):                                FORMCHECKBOX 
 Bargaining unit requirements identified 
  FORMCHECKBOX 
 Length of announcement period (DE Only):  ____________      

       

RECRUITMENT SOURCE(S):  FORMCHECKBOX 
 4-8 Resumix key hard skills identified or  FORMCHECKBOX 
 use skills previously used for RPA #_____________________

 FORMCHECKBOX 
 OPM – Accounting Data:  ____________________        FORMCHECKBOX 
 Delegated Examining (DE)                 FORMCHECKBOX 
 DE Job Analysis & Crediting plan attached

DESIRED AREA OF CONSIDERATION:  The initial  area  of consideration should consider the availability of high quality candidates and accomplishment of activity AEP goals and objectives. 

   FORMCHECKBOX 
 Centralized Job Referral System (all Critical Acquisition Positions)

   FORMCHECKBOX 
 UIC specific.   Include UICs for SE serviced UICs and clear text for all others: __________________________________________________

                  FORMCHECKBOX 
  Permanent Employee’s Only                                              FORMCHECKBOX 
   Include Appointable Term and Temporary Employees  

   FORMCHECKBOX 
 All Activities Serviced By HRO 

                  FORMCHECKBOX 
  Permanent Employee’s Only                                              FORMCHECKBOX 
   Include Appointable Term and Temporary Employees  

   FORMCHECKBOX 
 Navy-Wide     FORMCHECKBOX 
 Army-Wide         FORMCHECKBOX 
 DOD-Wide               FORMCHECKBOX 
 Federal Service-Wide

   FORMCHECKBOX 
 All Appointable Applicants (i.e., VEOA/VRA, Transfer Eligible, Reinstatement Eligible, etc., excluding DE)

   FORMCHECKBOX 
 Outstanding Scholars         FORMCHECKBOX 
 All U. S. Citizens (DE)
   FORMCHECKBOX 
 Management Identification of Candidates (MIC)           FORMCHECKBOX 
 Other (Specify): 



REQUIRED TRAVEL: Percentage of travel required by position       %
                 Average overnight travel per month  FORMCHECKBOX 
 1-5    FORMCHECKBOX 
 6-10    FORMCHECKBOX 
 11 or more

WORK SCHEDULE:   FORMCHECKBOX 
 Full-Time   FORMCHECKBOX 
 Part-Time (List schedule):

                 FORMCHECKBOX 
 Shift-work (Describe requirements):      
SECURITY CLEARANCE:   FORMCHECKBOX 
 None           FORMCHECKBOX 
 Confidential          FORMCHECKBOX 
 Secret            FORMCHECKBOX 
 Top Secret        FORMCHECKBOX 
 Other      
POSITION REQUIREMENTS:                           FORMCHECKBOX 
  Critical Acquisition Position       FORMCHECKBOX 
 Noncritical Acquisition Position

   FORMCHECKBOX 
  Physical Required                                        FORMCHECKBOX 
  Key-emergency-essential position

   FORMCHECKBOX 
  Testing Designated Position                       FORMCHECKBOX 
  PCS will not be paid                   FORMCHECKBOX 
 PCS will be paid

   FORMCHECKBOX 
  Financial Disclosure                                    FORMCHECKBOX 
  DAWIA position

   FORMCHECKBOX 
  Recruitment/Relocation bonus authorized                                                         FORMCHECKBOX 
  Relocation expenses not authorized (Army only)

KEY SKILLS FOR RESUMIX:   4-8 Key Hard Skills; at least one of the skills is identified as a required skill.  Prioritize required skills if more than one identified.  



SELECTING OFFICIAL (MUST BE COMPLETED FOR COORDINATION OF SKILL REQUIREMENTS when using Resumix):

Name:                                                                                                                                 DSN/Commercial:      
E-mail address:                                 

Fax DSN/Commercial:      

SUPERVISOR OF POSITION:      
DSN/Commercial:      

RPA

DOCUMENT

TRANSMITTAL

FORM 

RPA DOCUMENT TRANSMITTAL

Match attached documents to RPA# 
Pg. 1 of_______

NAME:



From:______________________________________________       Date:______________________

Phone:_____________________ 

DSN:______________________

Fax:_______________________



To HRSC POC: (Name) __________________________________________________ 

· Recruitment

· Classification

· Accession

· Benefits

· NOAC



RPA routed to Group Box:  ___________________________________________________________________



· Attached Documents:

· Position Description          □  Application/Resume
      □  SF-75

· DD-214

· Appointing Authority Documentation

· Management Identification of Candidate Documentation

· Statement of Understanding for Temporary Promotions

· Other:____________________________________________________________
This transmittal form is used to transmit hard copy documents (e.g., applications, DD-214's, Position Description-if not sent via electronic transmission). The completed form must accompany any documents provided to the HRSC-SE.

TEMPORARY PROMOTIONS

(To be completed by employees accepting offer of Temporary Promotion)

CONDITIONS OF TEMPORARY PROMOTION:

1. Promotion will be temporary for a specified period (not to exceed _____________________).

2.  Reason for temporary promotion:  __________________________________________________________________________________________________________________________.

3.  When no longer needed in the higher grade, employee will be returned to his regular position, whether or not the expected period has expired.  If terminated early, the employee will be notified at least seven days in advance.

4.  The promotion will automatically terminate on the specified date, with no advance notice to the employee.

5.  The employee will have no appeal or reduction-in-force rights in connection with the change to lower grade if the temporary promotion is terminated within a maximum five-year period.

6.  If a reduction-in-force occurs during the period of temporary promotion, the employee’s rights will be at his permanent grade level.

7.  When the temporary promotion is terminated, the employee will return to his former position, or equivalent with his consent.

8.  Employee will get pay increases as earned.

9.  Employee will have no saved pay rights when the temporary promotion is terminated.

10.  Upon termination of the temporary promotion, employee will return to the pay rate and be given waiting period credit he/she would be entitled to if he/she had remained in the lower grade.

_____________________________                  ____________________            (PRINTED NAME OF EMPLOYEE)                       (RPA Number)

_____________________________                   __________________

(SIGNATURE OF EMPLOYEE)

           (DATE)

Coordination

Of 

RPA’s

Coordinate all RPA’s to the Groupbox identified

NAME OF GROUPBOX
TYPE OF REQUEST
NOAC





NOAC Actions




Career Promotions
702


Change in Allow/Differential
810


Change in Career Tenure Group
880


Change in Data Elements
800


Change in Duty Station
792


Change in Hours
782


Change in SCD
882


Change in Vet Preference for RIF
883


Change in Work Schedule
781


Continuance NTE
750


Conversion to Career-Conditional Appt
501


Corrections
002


Details NTE
930


Extension of a Position Change NTE
770


Extension of Details NTE
931


Extension of Furlough NTE
772


Extension of LWOP NTE
773


Extension of SES Limited Appt
762


Extension of Temporary Promotion
769


Extensions of Temp Appts NTE
760


Extensions of Term Appts NTE
765


Foreign Language Award
844


Furlough
471


Furlough NTE 
472


Group Cash Award
841


Group Suggestion/Invention Award
843


Group Time Off Award
847


Individual Cash Awards
840


Individual Suggestion/Invention Award
842


Individual Time Off Award
846


LWOP
473


LWOP NTE
460


Name Changes
780


Placement in Nonpay Status
430


Position Change
740














Position Change NTE
741


Promotion (Non-competitive)
702


Quality Increase
892


Realignments (25 or less)
790


Reassignments
721


Reassignments NTE
921


Removals 
330


Resignations
317


Resignations - IL - IA
312


Return to Duty
292


Sabbatical
480


Separations - US
353


SES Performance Award
879


SES Rank Award
878


Suspensions NTE 
450


Temporary Promotions (Non-competitive only)
703


Termination (During Prob/Trial Period)
385


Termination (Sponsor Relocation)
351


Terminations
357





NOAC Actions
Management Identification of Candidates (MIC)






NOAC Actions
Name Request for:



Noncompetitive Transfers



Persons with Disabilities



Reinstatements



Voluntary Change to Lower Grades



VRA eligibles










Classification
Accretion of Duties


(Non MTP only)
Advisories



Newly established positions



Redescription of Duties



Establish/Fill Actions that require



classification.










































Albany Recruits
1.  All recruit actions that do not need


Charleston Recruits
classification.  Those RPAs requiring


CMS Intern Recruits
classification, coordinate RPA to Classification


Financial Intern Recruits
Groupbox.


GITMO Recruits
2.  Relocation bonus


Gulfport Recruits
3.  Recruitment bonus


Jax Recruits



Key West Recruits



Kings Bay Recruits



Millington Recruits



NADEP Recruits



NAVO Recruits



NAWC Pilot Recruits



NOLA Recruits



NPC Recruits



Orlando Other Recruits



Panama City Recruits



Parris Island Recruits



Pensacola Recruits



Puerto Rico Recruits



Spawar Recruits



STRICOM Recruits











RIF Actions
Any actions associated with RIF






Benefits:
Retirement - Mandatory
300


Retirement - Disability
301


Retirement - Voluntary
302


Retirement - Special Option
303


Retirement - ILIA
304


Death
350


Separation Incentive/VERA
825
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