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Skeleton

Assumptions
This processing aid assumes that you have received an RPA in your inbox for an award and you have opened the award action and are ready to process it and update the database.

Coverage
This processing aid covers the following natures of action:

· 815 Recruitment bonus
· 875 Suggestion award

Related information
Related information is available as follows: 

For information on
See

Accessing your inbox
?

Opening an RPA
?

Processing steps
These are the basic steps you need to follow to process these types of actions:

Step
Action

1
Check the RPA for required information; obtain any missing information.

2
Add required personnel data to the RPA (including remarks).

3
Complete required extra information (varies depending on type of action).

4
Process the action into the database.

5
Print and distribute the NPA and check the database and payroll record.

Checking the RPA
Check the RPA to make sure that all required information that you need has been included on the RPA.  If critical information is missing, contact the servicing personnel specialist or the contact shown on the RPA. Check the following items:

Pg
Item
Description
Contents

1
None
Notepad
· Check any notes that accompany the action.

1
4
Proposed effective date (or ASAP)
· Either ASAP or a date must be provided.

Complete the RPA
Fill in the following items on the RPA:

Pg
Item
Description
Contents

1
B4
Effective date
Enter the effective date of the award.  Use the date shown for date requested, or if ASAP, use the first day of the next pay period.

Remarks
No remarks are required on these actions.  

Or

Include the following standard remarks on page 4:

Remark
Notes

C11 (Corrects item __ from __)
Include item number being corrected, and the old value of the item.

Complete extra information
Complete the extra information needed to document …

(include screen dump of Extra Information and appropriate DDF)



(Other DDFs needed)
Complete the following data fields on 

(Screen dump of another DDF if required)

Proceed to the section below covering the type of award being processed.

NOA 825 Separation Incentive
Complete the following data elements on the US Gov Award and Bonus Information window, then proceed to “Process the Action,” below:

Data Element
Notes

Award Agency Code
AR unless you are processing an award for a member of another component.

Award Type
93.

Award Payment
Yes.  

Process the action
· Save and close the Extra Information window.  

· Save the RPA.  

· Reply “Yes” when asked if you wish to route the RPA.  

· On the routing window, select:

· Update HR

· Print Notification and printer name (if you want to print the NPA)

· Approval

· OK

Completing the action
· The action is completed and processed if you get the “Transaction Complete, 1 record applied and saved.”  

· Distribute the NPA

· Check the 500-character payroll record to make sure the correct data will be sent to Payroll (see 500-character record).

· If you get an error message, go back and make appropriate corrections.
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