
OASA(M&RA) CPP BPM No: B01SF50 Processing

03/15/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 4

-o-
Personnel Process

Days = 3

CPACEMPLOYEE

1
-Transmit & receive SF50 in DCPDS
(PERSACTION)

(2 days)

2
Is action

retirement or
death?

4
Is action

resignation, other
separation, or

LWOP?

5
Manager
access to

FPI?

6
-Print SF50 for
employee

(1 day)

3
-Print SF 50
-Provide copy
to employee/
survivors
-Place copy in
OPF

(1 day)

7
-Print SF50
-Send copy to
manager

(1 day)

8
-Provide SF50
to employee

(1 day)

10
-Print & mail SF50 to
employee with any
appropriate forms
-Print OPF copy
-Fax or mail SF50 to DFAS,
when required

(1 day)

12
-Print OPF copy
-Fax or mail to
DFAS, when required

(1 day)

NO

YES

YES

NO

YES

NO



OASA(M&RA) CPP BPM No:  B02Address Change

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 14

-o-
Personnel Process

Days = 2

CPACEMPLOYEE

1
-Counsel and advise
-Provide fax/e-mail
addresses for CSR &
CPOC

2
-Initiate and fax/e-
mail request for
address change

3
CSR

-Update DCPS
-TSP address

(2 days)

4
SSD

-Update DCPDS
(2 days)



OASA(M&RA) CPP BPM No:  B03Deposits/Redeposits to Retirement System

03/18/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 27

-o-
Personnel Process

Days = 24

CPACEMPLOYEE

Note: When paid in full,
employee forwards OPM

notice to CPOC, or at
time of retirement,

employee notifies CPAC
that complete payment

was not made

2
-Express Interest

3
-Recounsel employee,
if necessary
-Provide SF2803/
3108, information and
address of CPOC

(14 days)

4
-Complete and
mail form to CPOC

             (3 days)

5
SSD

-Complete back of
form and checklist
-Certify application
-Mail form and
checklist to DFAS
                    (10 days) 6

DFAS
-Sign checklist
-Mail to OPM on a
register

7
OPM

-Approve & notify
employee of
amount due

8
-Make payment to
OPM
           (indefinite)

1
-Counsel and advise
new employee

9
OPM

-Receive payments
from employee



OASA(M&RA) CPP BPM No:  B04Voluntary Contributions to Retirement System (CSRS)

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 27

-o-
Personnel Process

Days = 24

CPACEMPLOYEE

2
-Express interest

3
-Recounsel CSRS
employee and provide
SF2804 information
and address of CPOC

(14 days)

4
-Complete form and
mail to CPOC

(3 days)

5
-Certify date of
receipt
-Mail to OPM

(10 days)

6
OPM

-Approve and notify
employee

1
-Counsel and advise
new employees

7
-Make payments to
OPM and inform
CPAC at retirement of
amount

(indefinite)

8
-When retiring,
counsel employee on
withdrawal options
and compute
additional annuity



OASA(M&RA) CPP BPM No:  B05Military Deposits

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 47

-o-
Personnel Process

Days = 38

CPACEMPLOYEE

2
-Express interest 3

-Counsel employee
-Provide SF2803/
3108, instructions
regarding military
basic pay, and
addresses of
appropriate military
center & CPOC

(14 days)

4
-Complete and mail
form with DD214 to
appropriate military
center

(3 days)

5
MILITARY CENTER
-Complete estimated
earnings during
military service
-Mail form to
employee

6
-Complete and mail
SF2803/3108 to
make a military
deposit to CPOC

(3 days)

7
MSO

-Review application
for accuracy
-Mail to DFAS
-File OPF copy on
left side until deposit
has been paid

(14 days)

8
DFAS

-Receive application
-Compute amount
owed
-Notify employee of
amount owed
-Accept payment from
employee
-Notify employee
when amount is paid
in full

9
-Receive copy of
OPM Form 1514 from
DFAS
-Forward copy to
CPOC

(3 days)

10
-Receive form from
employee
-File on right side of
OPF and purge copy
on left hand side

(10 days)

1
-Counsel and advise
employees



OASA(M&RA) CPP BPM No:  B06Death - Processing FERS/CSRS Death Claim

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 10

-o-
Personnel Process

Days = 10

CPACEMPLOYEE

*Steps 2, 3, & 4 are
concurrent

1
Survivor(s)

-Notify manager of
death

2
-Receive notification of
death
-Call CPAC
-Create/coordinate SF52

(1 day*)
3
-Notify CPOC
-Request OPF
-Coordinate SF52
-If contacted by survivor,
call manager

(1 day*)
4
-Notify DFAS
-Forward OPF
-Authenticate SF52

(1day*)

7
-Receive and review the
claim
-E-mail timeliness DINS
(dates application was
received and forwarded
to DFAS) to CPOC
-Forward to DFAS

(2 days)

5
-Receive and review
OPF
-Provide survivors with
claim forms, annuity
estimate, counseling,
condolence letter

(2 days)

6
Survivor

-Receive packet
-Complete the
OPM Application
for Death Benefits
-Attach the certified
death certificate
-Mail to CPAC

8
-Input timeliness DINs
into DCPDS

(1 day)

9
DFAS

-Review claim
-Forward to OPM
on a Register
-Input timeliness
DINs into DCPS

10
OPM

-Adjudicate the
claim
-Pay survivors
-Notify CPAC when
action complete

11
-Return the OPF to the
CPOC when OPM
adjudicates

(2 days)
12
-Retire OPF to NPRC
IAW Guide to
Personnel
Recordkeeping

(2 days)

See BPM# I01, Payroll
Interface Processing

Cycle



OASA(M&RA) CPP BPM No:  B07Death - Processing OFEGLI Death Claim

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 4

-o-
Personnel Process

Days = 4

CPACEMPLOYEE

*Step 2, 3, 4, 5
concurrent

1
Survivor(s)

-Notify manager of
death

2
-Receive notification of
death
-Call CPAC
-Create/coordinate SF52

(1 day*)
3
-Notify CPOC
-Request OPF
-Coordinate SF52
-If contacted by survivor
call manager

(1 day*)
4
-Notify DFAS
-Verify eligibility for
FEGLI
-If enrolled,
complete SF2821
(Agency
Certification of Life
Insurance)

(1 day*)

7
-Mail SF2821, part 2 to
OFEGLI
-File original in case
folder

(1 day)

9
-Receive and review
OPF
-Provide survivors with
claim forms, annuity
estimate, counseling,
condolence letter

(1 day)

10
Survivor

-Receive packet
-Complete the
OFEGLI claim (FE 6)
-Attach the certified
death certificate and
other documentation
-Mail to CPAC

8
OFEGLI

-Receive and
complete preliminary
work awaiting death
certificate

12
OFEGLI

-Adjudicate the claim
-Pay survivors

5
-Forward OPF
-Authenticate SF52

(1 day*)
6

DFAS
-Certify the SF2821
-Return the form to
CPAC

11
-Receive and review all
forms
-Attach personnel forms
-Forward to OFEGLI

(1 day)



OASA(M&RA) CPP BPM No: B08Death - Processing TSP Claim

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 2

-o-
Personnel Process

Days = 2

CPACEMPLOYEE

* Note:Step 2,3,4
Concurrent

1
Survivor

Notify manager
of death

2
-Receive
notification of
death
-Call CPAC
-Create
electonic SF
52
-Coordinate
electronic SF
52

(1 day*)

3
-Notify CPOC
-Request OPF
-Coordinate
electronic SF
52
-If contacted by
survivor, call
manager

(1 day*)

4
-Notify DFAS
-Forward OPF
-Authenticate
electronic SF 52

(1 day*)

5
-Receive and
review OPF
-Provide
survivors with
claim forms,
annuity
estimate,
counseling,
condolence
letter

(1 day)

6
Survivor

-Receive
packet
-Complete the
TSP Claim
(TSP-17)
-Attach the
certified
deeath
certificate
-Mail to the
TSP
Recordkeeper

7
TSP

-Review claim
-Make
payment



OASA(M&RA) CPP BPM No:  B09Death - Processing Unpaid Compensation Claim

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 3

-o-
Personnel Process

Days = 3

CPACEMPLOYEE

*Steps 2, 3, 4
concurrent

1
Survivor(s)

-Notify manager of
death

2
-Receive notification of
death
-Call CPAC
-Create/coordinate SF52

(1 day*)
3
-Notify CPOC
-Request OPF
-Coordinate SF52
-If contacted by survivor
call manager

(1 day*)

4
-Notify DFAS
-Forward OPF
-Authenticate SF52

(1 day*)

5
-Receive and review
OPF
-Provide survivors with
claim forms, annuity
estimate, counseling,
condolence letter

(1 day)

6
Survivor

-Receive packet
-Complete the Claim
for Unpaid
Compensation (SF
1153)
-Attach the certified
death certificate
-Mail to CPAC

8
DFAS

-Review the claim
-Make payment

7
-Receive and review the
claim
-Attach the designation
form (SF1152)
-Forward to DFAS

(1 day)



OASA(M&RA) CPP BPM No:  B10Education Level Update

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 12

-o-
Personnel Process

Days = 12

CPACEMPLOYEE

1
-Counsel and advise
new employees

(1 day)

2
-Submit
necessary
documentation
directly to CPOC,
e.g., college
transcripts

(1 day)

6
-Verify accuracy in
Regional

3
HRD

-Update DCPDS
(8 days)

4
Legal

requirement to
file in OPF?

Destroy

5
MSO

-File in OPF
(3 days)

YES

NO



OASA(M&RA) CPP BPM No: B11Verification of Employment/Salary

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 4

-o-
Personnel Process

Days = 4

CPACEMPLOYEE

1
-Mail/Fax
request form to
CPOC

3
MSO

-Receive,
review request
-Query DCPDS

(2 days)

2
Lender

-Submit
request to
CPOC

4
Is information
available in
DCPDS?

6
DFAS

-Complete
action
-Return form to
requester

NO

5
-Complete
information,
sign form, and
mail/FAX back
to requestor

(2 days)

YES



OASA(M&RA) CPP BPM No: B12Name Change

03/18/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 20

-o-
Personnel Process

Days = 16

CPACEMPLOYEE

1
-Counsel &
advise new
employees

2
-Notify mgmt of
event
-Provide
documentation
as appropriate

3
-Create &
coordinate
SF52 to CPAC
-Annotate
documentation
and if SSA was
contacted

(4 days)

4
-Review SF52
and annotate
remarks
section
-Coordinate
SF52 to CPOC
-Counsel
employee on
benefits &
need to
contact SSA
-Provide forms
as needed

(8 days)

5
SSD

-Process SF52
-Authenticate
SF50
-Coordinate
action to DFAS
-Forward to
MSO

MSO
-Change label
on OPF
-File SF50

(8 days)

6
DFAS

-Update
records and
forward forms
as appropriate

See BPM# B01,
SF50 Processing

See BPM# I01,
Payroll
Interface
Processing
Cycle



OASA(M&RA) CPP BPM No: B13Request for Official Personnel File (OPF)

03/26/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 19

-o-
Personnel Process

Days = 19

CPACEMPLOYEE

1
-Request
review of OPF

2
-Request review
of employee's
OPF

4
-Obtain
information
-Give
information to
employee

3
Information

available through
Regional

Application?

YES

5
-Submit e-mail/hardcopy/
fax request for OPF
-Include addresses of
where to send if not to
CPAC

(4 days)

NO

6
-Pull OPF
-Use sign out
procedure
-Send OPF to CPAC
(or appropriate
responsible official
when no CPAC
exists)

(4 days)

7
-Contact management/
employee to schedule
appointment to review OPF
in their presence
-Return OPF to CPOC

(10 days)

7
-Receive OPF
-File OPF

(1 day)



OASA(M&RA) CPP BPM No: B14Outprocessing (Separation/Resignation)

03/18/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 18

-o-
Personnel Process

Days = 16

CPACEMPLOYEE

1
-Notify manager of
intent 30 days prior
to effective date
-Submit hardcopy
SF52 with
forwarding
address, reasons
& effective date, as
appropriate
-Complete
outprocessing
checklist

2
-Review hardcopy
SF52 for signature,
address, reasons &
effective date
-Create electronic
SF52
-Coordinate &
forward SF52
-Advise employee
to contact CPAC
-Provide installation
outprocessing
checklist to
employee
-Receive, review &
file completed
outprocessing
checklist

(2 days)

3
-Coordinate &
forward SF52 to
CPOC
-Counsel
employee on
options, benefits,
etc.
Provide blank
forms as
appropriate
(Provide SF-8
-Obtain benefit
information from
Regional
Application and
CPOC, if
necessary)

(8 days)

4
SSD

-Prepare and
process appropriate
benefit forms
-Authenticate SF52

MSO
-Prepare OPF for
shipment
-Ship OPF to
Records Center
IAW Personnel
Recordkeeping
Guide

(8 days)

See BPM# B01,
SF50 Processing

See BPM# I01,
Payroll Interface
Processing
Cycle



OASA(M&RA) CPP BPM No: B15Leave Without Pay (30 Days Or Longer)

03/18/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 20

-o-
Personnel Process

Days = 16

CPACEMPLOYEE

1
-Counsel &
advise new
employees

2
-30 days prior to
effective date,
complete and
submit LWOP
request and signed
resignation SF52, if
not returning
-Complete post
clearance, if
appropriate

3
-Obtain organization
approval
-Create electronic
SF52
-Coordinate
electronic SF52 to
CPAC
-Refer employee to
CPAC for advice
and guidance
-Hold signed
resignation SF52
until needed
-Issue/file post
clearance forms

(4 days)

6
SSD

-Authenticate SF52
-Monitor and
terminate FEGLI
and FEHB
-Forward SF-75, as
appropriate

(8 days)

See BPM#
B01, SF50
Processing

See BPM#
B14,

Outprocessing

See BPM# I01,
Payroll Interface
Processing Cycle

4
-Counsel employee
on effects of LWOP
& provide SF-8 if
not returning
-Annotate employee
FEHB election in
remarks section of
SF52
-Coordinate/forward
SF52 to CPOC

(8 days)

5
-Make FEHB
election

(1 day)



OASA(M&RA) CPP BPM No: B16Inprocessing Employee

03/18/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 23

-o-
Personnel Process

Days = 9

CPACEMPLOYEE

Note: Processing
of PCS will be

accomplished by
management

1
-Upon
acceptance of
job, send pre-
appointment
packet to
employee
-Notify CPAC

2
-Set appointment
to inprocess, and
execute pre-
employment
requirements, e.g.
security clearance,
medical exam, etc.
-Assist/counsel
individual
completing all
necessary forms

(3 days)

3
-Complete forms
-Obtain pre-
employment
checks
-Report for
inprocessing

(14 days)

4
-Review forms
-Inprocess
employee
-Mail forms to
CPOC and CSR,
as appropriate

(3 days)
5
-Review
inprocessing
package for legal/
regulatory
compliance
-Input into DCPDS
-Send documents
to DFAS

(3 days)

6
CSR

-Receive Form
(such as W4 &
Direct Deposits)
and Transmit to
DFAS

See BPM# I01,
Payroll Interface
Processing Cycle

See BPM# B01,
SF50 Processing



OASA(M&RA) CPP BPM No:  B17Retirement (Excluding Disability)

03/15/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 64

-o-
Personnel Process

Days = 38

CPACEMPLOYEE

**Packet to be received
by OPM within 30 days

of separation:
Congressionally

Mandated Standard

1
-Request retirement
counseling from
CPAC
-Prepare retirement
application and
related forms at least
60 days before
effective date
-Initiate and sign
SF52, annotating
forwarding address,
reason, effective
date

2
-Create SF52
-Coordinate to
CPAC
-Forward
employee-
signed SF52

(3 days)

3
-Request and receive OPF
from CPOC
-Schedule and conduct
employee counseling
-Provide estimate
-Review and process
retirement application and
forms
-Forward retirement
package to DFAS
-Establish retirement folder
-Code SF52 and approve
action
-Coordinate SF52 to CPOC
-Return OPF to CPOC
-Send employee-signed
SF52 with timeliness DINs
coded in notes section
-E-mail date package
forwarded to payroll for
CPOC input
-Return OPF when OPM
adjudicates case

(30 days)

4
-Provide OPF

(4 days
concurrent)

5
SSD

-Update
timeliness
data
elements in
DCPDS
-
Authenticate
SF52

(4 days)
MSO

-Forward
OPF to
NPRC IAW
GPRK

(4 days)

6
DFAS

-Closeout payroll
records
-Receive forms,
forward to OPM on
register
-Notify employee
when package
forwarded
-Input timeliness data
elements into DCPS

(23 days)

7
-Receive copy of
SF50 and forms from
CPAC
-Receive annuity
payments and
instructions from
OPM
-Refer all post-
retirement inquiries
to OPM

8
OPM

-Adjudicate claim
-Provide employee
with options and
elections as
appropriate
-Make interim and
final annuity
payments
-Serve as employee's
personnel office

See BPM# B01,
SF50 Processing

See BPM# I01,
Payroll Interface
Processing Cycle



OASA(M&RA) CPP BPM No:  B18Disability Retirement

03/26/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 41

-o-
Personnel Process

Days = 36

CPACEMPLOYEE

1
-Notify CPAC of
desire to apply for
disability retirement
-Complete application
and attach medical
documentation

2
-Request and receive
OPF from CPOC
-Counsel employee and
provide necessary
forms
-Provide estimate
When complete packet
received, process
paperwork
-E-mail timeliness DINs
to CPOC
-Conduct job search/
accommodation

(10 days)

6
DFAS

-Attach payroll record
-Forward to OPM on
register
-Input timeliness
data elements into
DCPS

7
OPM

-Review medical
evidence
-Approve/
disapprove claim

8
Approved?

9
-Forward OPM letter to
DFAS
-Inform employee and
management
-Return OPF to CPOC

(8 days)

12
-Inform employee and
management
-Code and approve
SF52
-Coordinate SF52 to
CPOC
-Assemble final packet
and forward to DFAS
-Send employee a copy
of SF50 and packet, file
documents in OPF
-Return OPF to CPOC to
forward to NPRC when
OPM adjudicates

(8 days)

NO

YES

14
-Notified of approval
-Estimate effective
date and submit
hardcopy SF52

(1 day)

9
-Notified of
disapproval

15
SSD

-Authenticate  SF52
(8 days)

16
DFAS

-Process final
packet
-Forward to OPM
on transmittal

17
OPM

-Authorize payment

18
-Receive Payments

**Note: Preliminary claim
must be received by OPM
30 days from submission

4
Receive and complete
supervisor statement

(3 days)

3
MSO

-Provide OPF

5
SSD

-Input
timeliness DINs
into DCPDS

(2 days)
11
-Notified of
disapproval

13
-Notified of
approval
-Coordinate
SF52

(1 day)

19
MSO

-Forward OPF to
NPRC IAW GPRK

(8 days)

See BPM# I01,
Payroll Interface
Processing Cycle

See BPM# B01, SF50
Processing



OASA(M&RA) CPP BPM No:  B19Return to Duty (n/a for Suspensions)

03/13/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 19

-o-
Personnel Process

Days = 15

CPACEMPLOYEE

1
-Request
return to duty

2
-Obtain
organizational
approval
-Create SF52
-Coordinate SF52
to CPAC

(3 days)

3
-Schedule and
conduct employee
counseling on
benefits as
appropriate
-Provide forms as
appropriate
-Coordinate SF52
to CPOC

(10 days)
4

SSD
-Adjust SCD/WIGI/
Tenure/period as
appropriate
-Authenticate SF52
-Process benefits
forms

(4 days)

5
MSO

-File SF50 in OPF
(2 days)

See BPM# B01,
SF50 Processing

See BPM# I01,
Payroll Interface
Processing Cycle



OASA(M&RA) CPP BPM No:  B20Within Grade Increase - Approved

03/13/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 8

-o-
Personnel Process

Days = 8

CPACEMPLOYEE

1
-Review regional
application for due
date
-Assess employee
performance 60
days prior to WIGI
due date (rating
level must be at
least level 3)

2
-Review WIGI for
reg. compliance
(LWOP,
intermittent, etc.)
-Verify new salary
-Authenticate SF50
-Print SF50 and file
in OPF

(8 days)

See BPM# B01,
SF50 Processing

See BPM# I01,
Payroll Interface
Processing Cycle



OASA(M&RA) CPP BPM No: B21OWCP

03/18/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 32

-o-
Personnel Process

Days = 28

CPACEMPLOYEE

1
-Notify
management
of injury

(2 days)
2
-Provide
appropriate form to
employee
-Provide input as
required and
controvert/concur

(2 days)

3
-Receive notification
of on-the-job injury/
illness from manager
-Counsel/advise
employee
-Coordinate with
Occupational Health/
Safety Office if
necessary
-Receive appropriate
form, review and
complete
-Forward form to
Dept. of Labor within
10 workdays from
date supervisor
receives notice from
employee
-Coordinate with
management to
establish light duty
positions
-Establish/maintain
case file
-Advise managers
reference
continuation of pay
entitlement,  need for
SF-52, etc.
-Request job search
from CPOC
                  (15 days)

4
-Conduct job
search in
coordination
with CPAC
           (5 days)6

-Initiate
appropriate action
based on decision
of Dept. of Labor
-Counsel/advise
employee
reference disability
retirement

(5 days)

5
Dept. of Labor
-Adjudicate
claim
-Advise CPAC
and employee

7
-Process
personnel action
(disability
retirement
termination,
placement action,
etc.) after receipt
from manager
CPAC
-Establish special
consideration file/
repromotion file

(3 days)

See BPM#
B01, SF50
Processing

See BPM# I01,
Payroll

Interface
Processing

Cycle
See BPM#

B18, Disability
Retirement
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