CHAPTER 9

REQUESTS FOR PERSONNEL ACTI ON
9- 1. GENERAL.
In order to effect civilian personnel actions, supervisors nust
submt a Request for Personnel Action (RPA). This form advises
the Gvilian Personnel Advisory Center (CPAC) of the action you
desire and serves as docunentation of the processes and
procedures necessary to effect the personnel action. |n nost
activities, RPAs are prepared and controlled centrally by the
civilian personnel coordinator or other designated person.
9-2. TYPES OF ACTI ONS.

a. Requests for personnel actions involve the follow ng type
of actions:

(1) Personnel actions:
(a) The filling of a vacancy.

(b) The conversion, transfer, pronotion, change to | ower
grade, reassignnent, detail or |eave w thout pay of an enpl oyee.

(c) The suspension or separation of an enpl oyee.
(2) Position actions:

(a) The establishnment of a new position.

(b) Reporting changes in job descriptions.

(c) The novenent of a position from one organi zati onal
| ocati on to anot her.

(d) The abolishnent of a position.
(3) Dual actions:
(a) The establishnent and filling of a position.

(b) The | oss of an enployee and the cancell ation of the
vacated position. Oher types of personnel actions, such as
change of address or nane, may be submtted. The RPAis like a
work order to conplete a personnel action. If tinely and
properly conpleted, it sets forth the proper admnistrative
procedures in notion and saves tine, effort, and confusion.



b. RPAs for positions, which require a security clearance,
w Il be conpleted in accordance with Chapter 45 of this guide.

9-3. SUPERVI SORY RESPONSI BI LI Tl ES.

As a supervisor or manager, you are responsible for initiating
requests for personnel actions for the enployees in your

organi zation. You nust also initiate a RPA to effect pronotion
actions for enployees in trainee or devel opnental positions and
conversion of VRA appointnents to career conditional; such
actions are not automatically initiated by the CPAC. The RPA
must be submtted in advance of the proposed effective date to
ensure proper coordination with all staff offices.

9-4. NOTI FI CATI ON OF PERSONNEL ACTI ON.

The end product of the RPA is the Notification of Personnel
Action (NPA). The original NPA, narked Enpl oyee Copy, is

downl oaded and printed by the directorate/activity personnel
coordi nator and forwarded to the enployee. |If the action

i nvol ves a new position or a position change, a copy of the new
j ob description will be attached to the NPA by the activity
personnel coordi nator.
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