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26 March 2001

MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  External Standard Operating Procedures E-01-06 for Printing Notifications of Personnel Action (NPAs) from MDCPDS  (Replaces E-98-11)

1.
PURPOSE:  To establish formal, consistent and efficient operating procedures for printing NPAs from MDCPDS.  
2.
SCOPE.
The West CPOC and CPACs within the West Region will comply with the procedures in this SOP.

3.
RESPONSIBILITY.

a. CPOC Responsibility:  

(1) When processing an action with an effective date less than or equal to the processing date, the CPOC will print the NPA when updating HR (i.e., transmitting the action to MDCPDS).  The printed NPA will be the OPF copy and will be forwarded to the file room for filing in the OPF.


(2)  When processing an action with an effective date greater than the processing date (a projected action), the CPOC will not print the NPA when updating HR.  The OPF copy of the NPA will be printed on the effective date through Batch Printing (submitted by the DTSI technical contractor) and will be forwarded to the file room for action by ISD Functional Automation Branch.  


b.
CPAC/Manager Responsibility:  the CPAC or Manager will print the Employee copy of the NPA by running the Batch Printing report under Reports and Processes, Submitting Reports and Processes, in MDCPDS, and distribute the NPAs to the employees.  This report will be run for the previous pay period not earlier than the Tuesday following the end of that pay period.  Using the “from effective date” and “to effective date” parameters with the beginning of the pay period and the end of the pay period, respectively, the user will receive the NPAs processed during that timeframe. See attached instructions for Batch Printing of NPAs.  The CPOC will send a listing to the CPAC every other Tuesday notifying them of actions processed during the previous pay period with an effective date outside the date range of that pay period. These actions can be printed by running the Notification of Personnel Actions report under Reports and Processes, Submitting Reports and Processes, in MDCPDS.   See attached instructions for printing single NPAs for more information.

4.
PROCEDURES.
The procedures for printing NPAs from MDCPDS can be found in Attachments 1 and 2.

MARY M. RODRIGUEZ

                                                                        Director, West CPOC

ATTACHMENT:

1. Batch Printing of NPAs Instruction

2. Single Printing of NPA Instruction

DISTRIBUTION:

CPAC, Fort Huachuca, ATTN: ATZS-CP

CPAC, Yuma Proving Ground, ATTN: STEYP-CS-CP

CPAC, Sierra Army Depot, ATTN: SIOSI-CP

CPAC, Fort Irwin, ATTN: ADZJ-CPCPAC

CPAC, POM DLI, ATTN: ATZP-CPAC

CPAC, COE, South Pacific Division, ATTN: CESPD-HR

CPAC, White Sands Missile Range, ATTN: STEWS-RM-H

CPAC, COE Northwest Division, ATTN: CENWD-NP-HR

CPAC, COE, Portland District, ATTN: CENWP-HR

CPAC, Tooele Army Depot, ATTN: SIOTE-RSH

CPAC, Dugway Proving Ground, ATTN: STEDP-DBO-PCA-RP

CPAC, COE, Seattle, ATTN: CENWS-HR

CPAC, Fort Lewis, ATTN: 1 Corps: AFZH-CP

CPAC, COE, Walla Walla, ATTN: Personnel Officer

Chief, Customer Focused Division I

Chief, Customer Focused Division II

Chief, Information Services Division

Chief, Management Support Office

Chief, Human Resources Development Division
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