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20 July 2004

CIVILIAN HUMAN RESOURCE MANAGEMENT AGENCY

CIVILIAN PERSONNEL OPERATIONS CENTER

EUROPE

This SOP replaces SOP No EUR-S-021, Processing Monetary Mass Awards, dated 4 May 2004 by reducing the minimum number of awards that can be processed from twenty to ten. 

1.  PURPOSE:  To establish procedures and provide guidance on the timely processing of monetary and time off mass awards for ten or more civilian appropriated fund employees.  This process will be used in lieu of submitting individual Requests for Personnel Actions (RPAs) to process awards for ten or more employees.  The procedures do not apply to the processing of quality step increases since these type awards must be processed by an individual RPA.

2.  APPLICABILITY:  This SOP applies to the Europe Region Civilian Personnel Operations Center (CPOC), Civilian Personnel Advisory Centers (CPACs) and serviced management officials.

3.  RESPONSIBILITIES AND PROCESSES:   

     a.  The Manager will:


(1)  Prepare an award RPA leaving the name and social security field blank.  Obtain the mass awards Excel spreadsheet on the CHRMA homepage, manager tools, awards.  Complete the spreadsheet to initiate the processing of awards for 10 or more employees.  A sample spreadsheet is at Appendix A.  Follow the detailed instructions for completing the spreadsheet at Appendix B.  The agency, nature of action, type of award, effective date, and award UOM must be identical for all employees on the spreadsheet. 


(2)  Attach the mass award Excel spreadsheet to the RPA and submit to the Resource Management Office or to the CPOC depending on local routing policies.  When submitting directly to the CPOC, obtain coordination from the organization 

Resource Management Office prior to submitting the RPA and spreadsheet to the CPOC.

Routing Instructions to CPOC:

For organizations serviced by Grafenwoehr, BENELUX, Saudi Arabia, Hanau, and Wuerzburg CPACs, send RPA to GROUP INBOX: XYZ-0AWDIVA/COPD  

For organizations serviced by Heidelberg, Kaiserslautern, Stuttgart, and Vicenza CPACs, send RPA to GROUP BOX: XYZ-0AWDIVB/COPD.

    b.  The CPAC will provide advice and assistance to managers on award processing.

    c.  The CPOC will process the mass awards in DCPDS following the job aid.  Notice of Personnel Actions (NPAs) for employees will be filed in Official Personnel Folders.  

//s//

  ERIN J. FREITAG

       CHRA

       Acting Director, CPOC

       Europe Region

APPENDIX A

SAMPLE SPREADSHEET

	SSN 
	Effective Dt
	NOA Code
	Amount
	Award UOM
	Agency
	Awd Type
	Final format (automatically computed - do not alter)

	123456789
	17-NOV-2003
	840
	250
	M
	AR
	9L
	264-63-3157,17-NOV-2003,840,250,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	250
	M
	AR
	9L
	156-10-4016,17-NOV-2003,840,250,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	500
	M
	AR
	9L
	610-22-3064,17-NOV-2003,840,500,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	750
	M
	AR
	9L
	317-67-4074,17-NOV-2003,840,750,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	500
	M
	AR
	9L
	131-31-1541,17-NOV-2003,840,500,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	1000
	M
	AR
	9L
	203-05-1111,17-NOV-2003,840,1000,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	1375
	M
	AR
	9L
	610-64-3755,17-NOV-2003,840,1375,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	400
	M
	AR
	9L
	361-50-2724,17-NOV-2003,840,400,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	150
	M
	AR
	9L
	101-50-0107,17-NOV-2003,840,150,M,,AR,9L,17-NOV-2003

	123456789
	17-NOV-2003
	840
	150
	M
	AR
	9L
	667-63-3103,17-NOV-2003,840,150,M,,AR,9L,17-NOV-2003


APPENDIX B
Instructions for Mass Award Spreadsheet

The agency, nature of action, type of award, effective date, and award UOM must be identical for all employees on the spreadsheet. 

Only complete the left side of the spreadsheet.  The right side (highlighted in yellow) is automatically computed. 
SSN Field: Do not use dashes

Proposed Effective Date: The CPOC will not backdate awards. Awards are made effective on the date processed.  The spreadsheet should be submitted during the pay period that the awards are to be effective.
Nature of Action Code: 

NOA
Award Definition
840
Performance Award

840
Special Act or Service Award

840
On-the-Spot Award

846
Time-Off Award (Award cannot exceed 72 hours) 

Award Amount: Dollar signs or decimals should NOT be used.  Example: 1500.

Award UOM: Enter M=Monetary or H=Hours.  Please make sure that you enter the correct code and that all are identical.  

Award Percentage: You can enter a percentage instead of an award amount; however it is not recommended to use a percentage.  

Award Agency: If you are an Army agency, always enter AR.

Type of Award: Enter the Award Type and not the definition.

Award Type

Award Definition
9L


Performance Award

06


Special Act or Service Award

8B


On-the-Spot Award

80


Time-Off Award

NOTE:

The spreadsheet cannot contain any hidden rows/columns or contain any formulas.  The spreadsheet must remain in the same format as the original.  When completing the dollar amounts, make sure to use a zero and not the letter O.  Do not identify an award as both a dollar amount and percentage.  Do not identify more than one award for the same employee on the same effective date.  Do not include employees that have separated from the organization.  Awards for separated employees must be processed by an individual RPA.  

Once completed, attach the spreadsheet to the RPA.
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