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MODERN DCPDS PERSONNEL ACTION PROCESSING AID

NAME CHANGE

Coverage
This processing aid covers the use of nature of action code 780, Name Change, under the circumstances described in Chapter 20 of the Guide to Processing Personnel Actions.  These include:

· Changes resulting from marriage, or

· Changes resulting from court action, such as a divorce or legal name change.

Not to be used to correct previous personnel actions that contain errors in the employee’s name.  Refer to GPPA Chapter 32 for instructions on correcting those types of errors.

Changes
· 10 Oct 2001:  NOAC and LAC are no longer system generated on 780 actions, this language has been removed from the RPA section. 

· 14 Mar 2001:  Replaced original 8 Nov 1999 version.

Related information
Related information is available as follows: 

For information on
See

Authority and remarks
GPPA Chapter 20

Check and Complete the RPA

Check and complete the RPA
Check and/or complete the following items:

Pg
Item
Description
Contents

1
B3
SSAN
The employee record must be retrieved by SSAN when processing a name change.

1
B1
Employee’s name
Once the employee record has been retrieved (via SSAN), change the name on the RPA to reflect the employee's new name.

1
B4
Effective date
Enter the effective date of the action. (no earlier than effective date of event that caused the change).

1
B5-A
Code (NOA)
Enter the NOA code 780 or select from LOV. The NOA will display the employee's former name.

1
B5-C
Authority Code
Enter the LAC code CGM (5 USC 552a(e)(5)

4
F
Remarks
Generally none required.

Complete Extra Information

Other DDFs needed
No DDFs are required to complete this action unless your CPOC requires that you enter your initials in Agency Data Block 40 of the US Gov Agency Data DDF.

Process and Complete the Action 

Process the action
Follow your CPOC procedures for final processing of the RPA.
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