PROCESS FOR REQUESTING DELETION OF RPA’S FROM ACDC DCPDS

BACKGROUND:

RPA’s that must be removed (deleted) from the ACDC (centralized) DCPDS database fall into three categories:

(a) Actions that are “hung” but are not preventing other actions from processing on an employee

(b) Actions that are “hung” and are preventing other actions from processing on an employee

(c) Adverse actions (court order, MSPB decision, settlement agreement, etc)

TO REQUEST DELETION:

Follow instructions below, based upon the category of action to be deleted (removed).

(a) For actions that are “hung” but are not preventing other actions from processing on an employee:  CPOCs will submit information and screen print of error/warning message (if appropriate) to CPOCMA POC (Margaret Gale).  CPOCMA will place information on an Excel spreadsheet, one action per line.  CPOCMA will forward the spreadsheet to MFAD NLT the fifteenth (15th) of each month.  MFAD will submit one CRT per month to CPMS for removal of these actions.  Information to be provided:  RPA Number and current inbox (if known), and (where possible) employee name, NOA and effective date.

(b) For actions that are “hung” and are preventing other actions from processing on an employee:  CPOCs will initiate a HEAT ticket and assign to MFAD (FAB).  Call description will state, “Employee hung”.  Information to be placed in the HEAT journal includes:  RPA Number, current inbox (if known), employee name, NOA and effective date.  Include all DCPDS error / warning messages and other information as appropriate.  MFAD will submit a CRT to CPMS for removal of these actions.

(c) For adverse actions (court order, MSPB decision, settlement agreement, etc):  CPOCs will submit requests for removal of adverse actions via Email to the MFAD Adverse Action POC (Janie Morrison).  Requests for removal of adverse actions will not be entered into HEAT, nor will they be forwarded to CPOCMA.  Due to the sensitive nature of these actions and to minimize risks associated with privacy issues, CPOCs will work directly with MFAD for these requests.  MFAD will submit a CRT to CPMS for removal of these actions from DCPDS, and will notify the PSD Productivity POC (Steve Costner) and the PSD SF50 History POC (Tim Geran) to remove these actions from the Productivity and SF50 History databases.  Information to be provided:  Name, SSAN, 1st NOA, 2nd NOA, Effective Date and RPA Number (if known), RPA status, Actions Requested, Approval Date, Approving Official. CPOCs will request removal of any other actions related to the adverse action, such as corrections, cancellations, Return to Duty, and so on, and will identify any data element(s) to be cleared from the Adverse Action DDF (if appropriate).  The CPOCs will provide the reason for removal of these actions (court order, MSPB decision, settlement agreement, etc).  MFAD will notify the CPOC(s) via Email when the CRT for removal of adverse actions has been completed.

