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Template for completing RPA’s

	Request for Personnel Action Window
	The Request for Personnel Action –Page 1 (Requesting Info) window is displayed.
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	Position Establish

	Fill part A blocks 3-6

	Attach to the RPA using the notepad the following:

· UIC:  

· ORG-CODE:

· Title:

· Proposed PP-SER-GR:

· Target Grade (if applicable):

	Attach the position description


	Recruit/Fill

	Fill part A blocks 3-6

	Attach to the RPA using the notepad the following:

· Vice: (If applicable…. Last person in this position):

· PD Number (if known): 

· UIC:

· ORG-CODE:

· Payroll Code (if US employee) (JAR):

· Title:

· PP-SER-GR:

· Position NTE date (if it is a temporary appointment):

· Work-schedule (FT/PT):

· Hours per week (if PT):

· Duty Station (Capo/Agnano/Gricignano….):

· Recruitment source (if US employee) Conus/Local/both:


	Salary Change

This family includes:

· Promotions

· Temporary assignment Differential nte

· Change to incumbency allocation

· Quality step increase

· Within grade increase

	Fill part A blocks 3-6

	Fill part B blocks 1 Last name with a % sign (i.e.: Giacoia%). All information about the employee will automatically populate on the SF52.

Fill effective date (Block 4)

Fill Action code (block 5-A) from list of values.

	Attach to the RPA using the notepad the following:

· Vice (if applicable):

· PD Number:

· UIC:

· ORG-CD:

· Payroll code (if US employee) (JAR):

· PP-SER-GR:

· Title:

· Duty Station (Capo/Agnano/Gricignano….):




	REASSIGNMENTS



	Fill part A blocks 3-6

	Fill part B blocks 1 Last name with a % sign (i.e.: Giacoia%). All information about the employee will automatically populate on the SF52.

Fill effective date (Block 4)

Fill Action code (block 5-A) from list of values.

	Attach to the RPA using the notepad the following:

· Vice (if applicable):

· PD Number:

· UIC:

· ORG-CD:

· Payroll code (if US employee) (JAR):

· PP-SER-GR:

· Title:

· Duty Station (Capo/Agnano/Gricignano….):


	Separations

This family includes:

· Retirement

· Removal

· Death

· Resignation

· Termination Exp of Appt.

· Termination

· Separation-RIF



	Fill part A blocks 3-6

	Fill part B blocks 1 Last name with a % sign (i.e.: Giacoia%). All information about the employee will automatically populate on the SF52.

Fill effective date (Block 4)

Fill Action code (block 5-A) from list of values.

	Attach to the RPA using the notepad the following:

· Reason for Separation.

· Forwarding address.


	Non Pay/Non Duty Status

This family includes:

· LWOP NTE

· Maternity Leave NTE

· Maternity Optional Leave NTE

· Suspension 



	Fill part A blocks 3-6

	Fill part B blocks 1 Last name with a % sign (i.e.: Giacoia%). All information about the employee will automatically populate on the SF52.

Fill effective date (Block 4)

Fill Action code (block 5-A) from list of values.

	Attach to the RPA using the notepad the following:

· Reason for Suspension (if applicable)

	Attach the medical certificate (if applicable).


	Realignment



	Fill part A blocks 3-6

	Fill part B blocks 1 Last name with a % sign (i.e.: Giacoia%). All information about the employee will automatically populate on the SF52.

Fill effective date (Block 4)

Fill Action code (block 5-A) from list of values.

	Attach to the RPA using the notepad the following:

· NEW ORG-CD:

· Payroll code (if US employee) (JAR):

· Duty Station (Capo/Agnano/Gricignano….):


	AWARDS



	Fill part A blocks 3-6

	Fill part B blocks 1 Last name with a % sign (i.e.: Giacoia%). All information about the employee will automatically populate on the SF52.

Fill effective date (Block 4)

Fill Action code (block 5-A) from list of values.

Fill Award amount (second page of RPA) (only US).

For Local National employees, the award amount must be entered as attached note.

	Attach to the RPA using the notepad the following:

· Awards Nomination Form

	When the numbers of awards for an Activity are more then 5, only one RPA can be sent to HRO (with no employee names), and a spreadsheet with names and award amounts can be attached to the RPA.
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