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PROCESSING REQUEST FOR PERSONNEL ACTION (RPA):  780 NAME CHANGE
1.  PURPOSE:  The purpose of this SOP is to establish and maintain procedures for supervisors in the Northeast Region to submit RPA’s for Name Changes using the AUTONOA Process.  It also includes CPOC responsibilities for processing such actions. 
2.  SCOPE:  This SOP pertains to all managers in the Northeast Region who submit RPA’s, as well as CPOC employees who monitor AUTONOA for Name Changes.

3.  BACKGROUND:  The Name Change RPA is only appropriate when the basis for the name change is the result of a legal action, such as a marriage, divorce, legal name change, etc.  The Name Change RPA is not to be used when the initial RPA for bringing the employee on board to an organization contains a misspelled name; for this particular situation, employees should input  MyBiz Helpdesk ticket to have their personnel records corrected.  If the employee is not familiar with MyBiz, they may contact the CPOCNER Modern Helpdesk (modern.helpdesk@cpocner.apg.army.mil) for instructions on how to use MyBiz.  The Name Change will be effective the date that it is processed by the CPOC and not the actual date of the event that caused the name to be changed.
4.  PROCEDURES FOR MANAGERS:  For AUTONOA to process the Name Change actions accurately, managers must enter specific information in the Gatekeeper Checklist and on the RPA as indicated in the following instructions:
a. Create the RPA.  NOTE:  Please do not submit this RPA until the name change has occurred and the employee has notified the Social Security Administration.
(1) Select Request for Personnel Action from the DCPDS Navigator and open the menu choices.
(2) Select Change Actions from the menu choices and open the menu for Change Actions.
(3) Select Name Change and open the item.
(4)  Enter information in Part B of the RPA in blocks 2:  Employee SSN (will  

            populate employee’s former name) and 5A:  NOA 780 for Name Chg from 
            _____.  

(5) No Remarks are required in Part D of the RPA or the Notepad.
(6) Save the RPA to the manager’s inbox so that a Gatekeeper Checklist can be created.  After completing the Gatekeeper Checklist, submit the RPA to the same CPOC entry box as is done currently.   Do not submit any official documents, such as court records, letters for Social Security Administration, etc. to the CPOC.

b. Complete the Gatekeeper Checklist, Part I - Manager. 

The following questions must be answered when completing the 

Gatekeeper Checklist:  
(1) What is the employee’s new name?  
      Enter the complete name.  If, for example, the middle name is not 
      changing, the middle name still should be entered.  
(1a) New Last Name: text box – max 150 characters
(1b) New First Name: text box – max 150 characters
(1c) New Middle Name: text box – max 60 characters
(1d) New Suffix: drop down list of (Sr, Jr, I, II, III, IV) as well as a text box – max 5 characters
(2) Is the basis for this name change a legal action (marriage, divorce, 
legal name change, etc.)?  Click in one of the radio buttons for “Yes” or “No.”  If the answer is ”No”, the CPOC will return the RPA to the manager.
(3) What is the date of the court action that is the basis for this name 
     change?  Use the drop-down menus for month, day, and year.
(4) Has employee notified the Social Security Administration of the court 
     action?  Click in one of the radio buttons for “Yes” or “No.”
c. Incorrect/Incomplete Data Error Messages sent to managers after the RPA is sent to the CPOC.  
 

RPAs will be automatically returned to the manager for the following reasons and with the following messages below.  Each message will be followed by instructions on who to contact with any questions. 

(1) REASON: The manager did not submit a Gatekeeper at all.
MESSAGE: Please resubmit this RPA after completing a Gatekeeper                           form. 
(2) REASON: The manager did not fill in all of the required fields on the   

     Gatekeeper. The only fields that are not required are the middle name 
     and suffix fields.
     MESSAGE: Please resubmit this RPA after answering all of the questions 
     on the Gatekeeper form. 

(3) REASON: The date of the legal action (entered onto the Gatekeeper) is 
      in the future.
      MESSAGE: Please resubmit this RPA after the event that is the basis for 
      the name change has occurred. 
(4) REASON: The manager answered No to the question “Has the employee 
      informed you that Social Security has been notified of the name change?”
      MESSAGE: Please resubmit this RPA after the employee has notified the 
      Social Security Administration of the name change. 
(5) REASON: The manager did not enter an SSN onto the RPA.
      MESSAGE: Please resubmit this RPA with a Social Security Number 
      entered into Block 2 of Part B. 

d.  Recap of changes for the manager

(1) The Gatekeeper Checklist will be required for all Name Change RPAs.  All fields must be completed.

(2)  The manager must ensure that the employee’s SSN is entered on the 

     RPA.  
(3)  It is not necessary for the manager to change the name on the RPA (new 
       name will be indicated on the Gatekeeper).

(4)  No remarks are required in Remarks Part D or Notepad.

(5)  The manager must review documents provided by the employee to confirm that the name change is legal.
5.  PROCEDURES FOR CPOC:  Ensure that RPA’s process via AUTONOA.  Review AUTONOA web pages for problems and work with the manager to resolve the problems.

6.  Point of contact is the NE CPOC Modern Helpdesk (modern.helpdesk@cpocner.apg.army.mil).
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