OASA(M&RA) CPP Honorary Awards BPM No: MO1

EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1 5
-Determine nature of award, -Provide advice and 8
approval level, prepare assistance to MACOM
necessary documentation managers “Review award
-Review award for
¢ completeness and packages
—> . p -Approve awards that
regulatory compliance justify approval
-For MACOM-level J bp
2 -Forward awards
NO approval, forward requiring DA approval
Local approval award package to quinng |O|Od
authority? MACOM (15 days)
(5 days)
YES
3 9 NO
-Complete nomination DA action
package 40 days priorto | || required?
presentation
-Forward award package YES
to CPAC
10
4 DA
-Complete nomination -Review award
package 70 days prior to nomination
> presentation ] Y packages
-Certify no derogatory 6 -Convene Army
information -For local approval, Incentive Awards
-Forward award package arrange for local Board
to CPAC Incentive Awards Board -Obtain signature
to meet of Secretary of the
-Review completed Army
Board action -Communicate
-Forward to next level results to MACOM
-Forward award -Return completed
package to approving awards packages
official (local approval to MACOM
authority) (30 days)
7 (10 days)
Approving official i
-Approve award 12 )
-Forward action to CPOC 11
-Forward certificate/medal
to appropriate manager if “Return award
bprop 9 packages to CPAC
| applicable In when MACOM and |6
-Distribute supporting .
: DA action complete
documentation to
~ — appropriate manager (1 day)
Local approval - (3 days)
ICalendar Days = 22 13
MACOM approval - e .
Calendar Days = 28 -Prepare certificate if 14
DA approval - applicable - - -Update DCPDS
Calendar days = 58 -Present award (3 days)
—___— (3 days)
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OASA(M&RA) CPP Length of Service (LOS) Awards BPM No: M02
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-Verify entries/
length of service
data when
requested
A
2
-Run DESIRE to identify
civilian employees with
Federal service increments of
5-year multiples
-Review DESIRE for problem
entries and request CPOC
verify
-Forward DESIRE to manager,
along with emblems and
certificates
-Advise managers on awards
ceremony, policies
(5 days)
(60 days prior to due date)
(Local policies at serviced
installations will determine
\ frequency of DESIRE)
3
-Complete
certificate, as
appropriate
-Plan & conduct
suitable award
ceremony
-Present LOS
award (certificate
and emblem) to
employees
(20 days)
Total Calendar
Days = 25
-o-
Personnel Process
Days =5
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OASA(M&RA) CPP Monetary and Time Off Awards (not more than $10,000) BPM No: MO03
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-Initiate SF52 5
-Attach justification for . .
award —Prc_)wde advice and
-Maintain supporting assistance to
; —® managers
documentation for :
award, or assure it is “Review award for
. regulatory compliance
appropriately (5 days)
maintained
(7 days*)
3 4
Local Incentive IA Committee
Awards (1A -Review and
Committee YES gl recommend approval
established to of IA nominations
view awardg” (10 days)
5
-Approve and forward || <
awards to CPAC
(5 days)
6
-Forward SF52s to
CPOC
-Provide manager
p| necessary
certificate(s) or other
appropriate
recognition items
8 (2days) | |
“Give SF50 (hard -Authenticate
copy) to employee SE50
-Prepare, issue
certificate or other (© days)
form of recognition
as appropriate
-Determine proper [4——
method of See BPM# B01,
presentation, e.g., SF50
combined military Processing
and civilian
recognition L Total Calendar
ceremony Note: Performance award Cfnf,fitt—egzis(liacg|\l,éd)
(3 days) should be initiated within 30 See BPM# 101, || [Total Calendar Days = 37 (If
calendar days after approval Payroll Interface|| | 1A Committee is involved)
date of performance rating Processing -o-
of record. C Personnel Process Days =
ycle 12
w
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OASA(M&RA) CPP

Within-Grade Increase-Denied BPM No: M04
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1 v
-Notify CPAC of decision to 2
withhold WIGI -Provide advice
(60 days prior to WIGI due regarding WIGI denial
date) process
-Assist manager in
drafting WIGI denial
3 notice
-With assistance from CPAC (5 days)
finalize draft WIGI denial letter
-Forward WIGI notice, backup
documentation on performance 4
failures to CPAC -Finalize WIGI denial
(7 days) notice
-Assure regulatory
5 - compliance
-Issue WIGI denial notice to iCt(;]ordinate with S‘]A) 12
others as necessary - )
6 _e;szllj)r)éereeceipt copy is -Establish case file. . ;Itri](?rlwlze denial
-Receive WIGI || signed by employee or is (10 days) (3 days)
denial notice properly annotated | y
(1 day) -Forward receipt to CPAC
(4 days) 11 15
-With input from -Cancel denial
7 9 manager, finalize written S|F50
i notice to employee -Input new
Employee -Initiate SF52 to deny explaining basis for rating of record,
requests - WIGI . . .
; NO » -Develop new rating of - »h decision || | |if required
-Coordinate with SJA | -Produce new
record for ALOC . . )
: -Notify employee of right SF50 granting
purposes, if necessary . =
(14 days) to gneve_/appeal decision WIGI, forward
-Authenticate SF52 and to DFAS
YES YES forward to CPOC -File notice of
# (14 days) rating
(5 days)
8
-Request N 10{ 14 | l
i i egative .
giﬁtr',:%gr':t‘io determination “With input from -
o ustained? manager, finalize written See BPM# B01,
n official notice to employee SF50 Processing
-Presents B |, explaining basis for
Justl_f|<_:at|(_)n for NO decision l
deciding in v -Process new rating of
fa‘go(rj ;’;g’\’o'fa's ” record See BPM# 101,
-Process SF52 to CPOC Payroll Interface
noted by CBA) -Provide CPAC with data to support (7 days) prgcessing Cycle

decision not to sustain negative

determination

-Initiate SF52 to grant WIGI

retroactive to initial due date

-If necessary, prepare new rating of

record to support ALOC decision
(10 days)

03/13/98

Total Calendar
Days =73

.0-
Personnel Process
Days = 32
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OASA(M&RA) CPP Disciplinary/Adverse Action Adminstration BPM No: M05
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
2
-Advise management, identify
1 options
-Request assistance and -Conduct necessary research
advice for disciplinary/ | -Coordinate/consult with SJA
adverse action -Request OPF from CPOC if
-Forwards supporting necessary
documentation to CPAC -Advise/assist in the fact-finding
as required
(30 days)
|
3
Decide to take
disciplinary action? YES
(7 days) Y
5
NO -Prepare reprimand or proposal
notice
-Advise proposing and deciding
4 officials
-Case Closed -Coordinate with SJA
-Establish case file
6 (7 days)
-Issue reprimand or proposal | _ \
notice to employee -
(2 days)
A
7 8
-Receive -Deciding Official
reprimand or receives reply, if
notice of employee responds
proposed -Consider employee
action response
-Sign -Discuss decision with
acknow- i CPAC advisor 12
ledgment of (3 days) -Prepare final decision
receipt . |to reprimand
-Make oral/ -Provide reprimand to
written reply manager
to notice of 9 (3 days)
proposed Appropriate
action Action?
(7 days)
10 18 _
-No action 11_ _ -Pre_p_are flnz_;\I
_Case -M|t_|gate to or decision notice Total Calendar
closed decide on -Coordination with Days = 71
reprimand SIA P -OI-Process
. (10 days) o
-Mitigate to or sustain \ A
03/26/98 suspension, CLG, or Page 1 of 2

removal
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OASA(M&RA) CPP Disciplinary/Adverse Action Adminstration BPM No: M05
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
14
e | |12

prin -Sign & issue reprimand to
decision
notice employee
_Signs » -Obtain/annotate receipt
copy 16
acknowled .
ment of 9 -Provide copy to CPAC 15 -Code reprimand in
. (2 days) . DCPDS
receipt | -Complete case file -Establish suspense
1 day) — -Forward copy of - for retention P
reprimand to CPOC -File reprimand in
19 (3 days) OPF
-Sign and issue decision to (3 days)
employee
-Obtain/annotate receipt %
copy
-Provide copy to CPAC -1Saon suspense
-Initiate suspension, CLG, or P pense,
removal of SF52 remove reprlmar_ld_
(2 days) from OPF and within
Y 2 days forward to
CPAC for transmittal
to employee
21
20 -Finalize SF50
. -Code in DCPDS
-Advise employee of -Flow completed
rights, benefits, »  action to DEAS
options '
-Process SF52 EZ?;S”%
(4 days) connected)
(3 days)
) J
See BPM# B01,
SF50 Processing
) J
See BPM# 101,
Payroll Interface
Processing Cycle
Total Calendar
Days =71
_o_
Personnel Process
Days = 54
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OASA(M&RA) CPP Grievances (Non-CPOC Related) BPM No: MO6
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1 2
. . Problem Solving Process
-File Grievance Stage
within 15 days o 2808
following date of the p[REVIEW ISsues
-Attempt resolution (ADR)
act or event or date . . .
of awareness -Coordinate action with
(15 days) CPAC
(15 days
3
Resolved to 6
employee's -Review formal grievance
YES -Counsel & provide employee
v grievance procedures
-End -Notify deciding official whether
issue(s) are covered by AGS or
5 have been timely filed
Grievance Process Stage -Review, investigate, & prepare
NO Deciding Official: recommended
-Receive formal grievance decision for manager
-Advise CPAC of -Consult with others involved in
grievance action being grieved or in
4 -Consult with CPAC for resolution of grievance
: advice, procedures -Coordinate with SJA, others as
-Grievant elects to . :
) . -Determine method of required
file formal grievance . S ) _
(15 days) investigation, amount of -Establish and maintain
. . official time to grant (if grievance file
(Time for filing after
- requested), and approval (10 days)| |[10
decision at problem of representative P
solving stage or P (4 days) (Trocess any
after lack of timely — Y neFessary
action at problem action dt
solving stage or time * _reqllnre (t)
following act or 7 :gnp _e(zjr_nen
event if grievant -Review ° ) ) O?ft':l' '?g
chooses to by pass -Notify C_ZPOC & coordln_a'Fe icial's
-solvi recommended appropriate actions deciding resolution
problem-solving - = .
sta decision official has approved for -Provide copy|
ge : ; :
-Discuss suggested resolving grievance to CPAC for
resolution with CPAC (3 days) inclusion in
advisor official
8 -Issue final decision to 11 grievance file
-Receive final grievant, provide copy _File final documents in (4 days)
decision - to CPAC grievance file
-Case closed (5 days) -Forward any necessary
(2 days) resolution documents or
certifications to grievant
-Case closed
Total Calendar (3 days)
Days = 74
_o_
Personnel Process
Days = 20
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OASA(M&RA) CPP Grievances Against CPOC Actions By Non-CPOC Employee BPM No: MO7
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
2
Problem Solving
Stage
1 o i 6
-File Grievance “Review issues Recei i
» -Attempt informal eceive formal grievance
(15 days) resolution (ADR) -Decide whether issue(s)
-Coordinate action covered by AGS
with CPAC -Determine information 7
(AGS-15 days) needed from CPOC and -Provide
request it ted
‘ -Counsel & provide employee refques tion
Y grievance procedures gfgga lon o
5 -If requested, review, -As needed
Grievance investigate, and prepare define CP O’C
3 Process Stage ~» recommended decision for  |i—» position on
Resolved to Local Deciding manager ccented issues
grievant's Official: -Consult with others involved o Oﬁ’iscuss
atisfaction -Receive formal in action being grieved or in o)
grievance resolution of grievance ?:;2 di:s
-Advise CPAC of -Coordinate with SJA, others (5 days)
grievance (e.g., EEO, CPOC) as
YES ™ Consult with | | required
NO CPAC of advice -Establish & maintain
-End procedures grievance file (retention
-Determine period: 4 years)
appropriate (10 days)
6 means of
4 investigating
-Grievant grievance
elects to file (2 days)
formal
grievance *
(15 days)
8 . 11
“Review -Process any
recommended 10 necessary action
9 decision -Notify CPOC and required 1o
-Receive final -Discuss suggested coordinate appropriate implement Deciding
decision resolution with CPAC » actions deciding official —» Official's resolution
-Case closed advisor has approved for _Provide copy to
(2 days) -Issue final decision to resolving grievance CPAC for inclusion in
grievant, provide copy (3 days) . . :
t0 CPAC official grievance file
(5 days) (4 days)
12
-File final documents in
grievance file
-Forward any necessary
resolution documents or
certifications to grievant Total Calendar
-Case closed Days = 77
(3 days) -o-
Personnel Process
Days = 25
03/15/98 Page 1 of 1




OASA(M&RA) CPP Performance Appraisal BPM No: M08
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-In cooperation with CPAC,
determine dates employees'
ratings of record are due (or
use regional applications FPI, if
available)
-Request input from employee
on accomplishments during
rating period, if desired or if V
required (including local 2
policies, NGP provisions, etc.) -Review for regulatory
-Complete report form for compliance
rating period -Coordinate changes to
-Obtain necessary approval. incomplete or incorrect
(Within 45 days after the end of appraisals with managers as
the rating period) appropriate
-Forward completed, correct
appraisals y
(10 days) 3
-Update
DCPDS
-File appraisal
(10 days)
This BPM applies only Total Calendar
to ratings of record. Days = 20
Special ratings are not -0-
forwarded to CPAC or Personnel Process
CPOC. Days = 20
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OASA(M&RA) CPP Third-Party Proceedings BPM No:M09

EMPLOYEE MANAGEMENT CPAC CPOC OTHER

1 2

-Complainant file J 3rd Party

-Notifies agency of appeal,
complaint, etc., being filed

appeal, complaint,

etc. |
-Time restraints * * ‘
vary, dependent on
3rd party forum 5 4 3
being used -Provide -Provide SJA
documents, documents, -Conducts pre-decisional
other other discussions, leads preparation
information information for 3rd party proceedings
needed by SJA| | (including -Communication/ negotiation
-Provide OPFs) needed with employee/EEO/
technical or by SJA representative, as appropriate.
expert -Provide -Requests necessary
witnesses, as technical or documents from CPAC/CPOC,
needed by SJA| | expert etc., as necessary
(10 days)| [|witnesses, as -Attempts to resolve issues
needed by SJA through settlement discussions
9 (10 days) (60 days)
-In concert with
SJA, identify
needed action and
consult with 6
appropriate SJA
contacts Settlement
-Initiate/request agreement
needed SF52s to YES eached? NO
implement ¢
settlement/
decision 7
-Forward to CPOC . _y3r.d Pail
any actions/ -Decision issued gt end of
documents 3rd Party proceeding
necessary to 10 (approx 60 day;-depends
finalize settlement/||| _Authenticate on 3rd party policies/regs)
decision SF50 flow to
(15 days) ||| DFAS as needed
\ -Purge OPF,
when applicable *
and certify to 8
CPAC/SJA, etc., SJA
as needed -Coordinate
(5 days) implementation <
of settlement/
 J decision
15 days
Note: This BPM does not reflect See BPM# BO_l, ( g )
informal EEO complaints. It is SF50 Processing
mainly used to depict appeals filed Total Calendar
with the Merit Systems Prote.ction y Days = 155
Board or Unfair Labor Practices -o-
with the Federal Labor Relations See BPM# 101, Personnel Process
Authority. Payroll Interface Days = 30
\\ / Processing Cycle
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OASA(M&RA) CPP Performance-Based Action BPM No: M10
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
-Determine performance failure(s) 2
-Request CPAC assistance in taking -Review documentation
action about poor performance -Assist manager in
-Collect and provide CPAC with finalizing notice of
documentation of unacceptable unacceptable
performance performance and
(5 days) Performance
Improvement Plan
3 (PIP)
4 -Issue & PIP & notice of -Coordinate with SJA
‘Receive PIP and unacceptable performance -Establish case file
. -Observe and document (14 days)
notice of : . |
performance during designated \
unacceptable - . -y
performance period . -
. . -Conduct counseling and periodic
-Sign receipt copy .
(1 day) feedback as appropriate
-Assess progress on PIP
(approx. 60-120 days)
6
-Prepare draft decision
letter for manager
5 -Coordinate with SJA
Did employee's -Advise manager of
performance improve requirement that
to successful? performance remain
acceptable on relevant
objective(s) for one year
(2 days)
NO—F—v
8
-Advise mgmt of decision
10 and placement options
-Receive notice of 9 (Cr%% be impacted by local
proposed action, -Finalize and issue notice | _Conduct job search if
-Sign acknowledgment of proposed action necessary
copy (1 day) (3 days) -Assist mgr in developing
notice of proposed action
-Coordinate with SJA
(14 days)
12
11 -Deciding Official 13
‘Reply (as desired) -Consider employee's reply -Process SF52 to CPOC
. e -Decide appropriate course of -Draft decision letter &
orally and/or in writing to -r-» action coordinate with SJA
deciding official . '
(7-14 days) —anduct job search _ others as necessary
-Initiate SF52 as required (14 days) ) J
(25 days) ‘ 1/
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OASA(M&RA) CPP

03/15/98

18
-Update, complete case
file

(2 days)

Total Calendar
Days = 220

_0_
Personnel Process
Days = 47

Performance-Based Action BPM No: M10
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
15 14
-Issue final decision to employee Authenticate
-Provide employee copy of SF50 SF50
(2 days) (3 days)
‘ l
See
BPM#B01
y SF50
16 Processing
-Receive decision letter L
-Sign acknowledgment
copy See BPM#
(1 day) 101, Payroll
‘ Interface
v Processing
Cycle
17
-Provide receipt copy to
Note: SF50 b CPAC
attcjagl;led to dn;i?/sioi (2 days)
notice or provided to ‘
employee separately. v
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OASA(M&RA) CPP Impact Implementation Bargaining (Local Application) BPM No: M11
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1 2
-Management -Notify union of
decision which ——®issues, inform
impacts bargaining CPOC if needed
unit employees (3 days)
4
-Implement
“Notify CPOC of s
implementation as NO Employee’s
needed Union rgq_ueits
-Notify appropriate negotiation
offices
(3 days)
5
-Complete - YES—
negotiations
Total Calendar
Days = 6
_o_
Personnel Process
Days =0
03/13/98 Page 1 of 1




OASA(M&RA) CPP Impact Implementation Bargaining (Regional Application) BPM No: M12
EMPLOYEE MANAGEMENT CPAC CPOC OTHER
1
OSD, HQDA, or
Management Official
-Make decision that
Y impacts bargain unit
employees
4 ploy
-Develop info. plan
—— | & coordinate with
CPACs
(5 days)
' /
3 2
-Notify union = M
(5 days) -Advise of
‘ y union impact
6
- Notify CPOC of 5
implementation .
-Notify appropriate | - NO Union requests
. negotiation?
offices
(1 day)
A
7
-Complete YES-
negotiations
Total Calendar
Days = 11
_o_
Personnel Process
Days =11
03/13/98 Page 1 of 1
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