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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedures (ESOP) E-04-04 Individual and Mass Awards  – Implementing Procedures (Supersedes ESOP 99-11 dated 8 November 1999)

1.     PURPOSE.  To establish formal, consistent, and efficient operating procedures to submit and process Individual and Mass Awards.  New procedures include guidance to implement the use of the Mass Award function in the Defense Civilian Personnel Data System (DCPDS).  Managers, supervisors, and administrative points of contact have the option of using the mass award process or completing a single Request for Personnel Action (RPA) for each award.  

2.     PROCEDURES:  


a.    Individual Awards (Excludes Honorary Awards):  

              (1)     Managers, Supervisors and Administrative Points of Contact (POCs).   Managers and Admin POCs have the option of using Individual Award RPAs exclusively.  Such RPAs must be completed for individual actions.  Complete the RPA with the employee name and SSAN, as well as any other blocks not “grayed out.”   RPAs for separated employees will be completed in the same manner, with the exception that their name and SSN will be added in the RPA Notepad.  Individual Award RPAs must contain all required authorizations from the Supervisor, as well as Resource Management.  The RPA, when coordinated and properly authorized through all designated channels, will take the place of DA Form 1256 or DA Forms 7222-1 and 7223-1.  In accordance with Army policy, award justification will be retained locally.  The gatekeeper checklist is not required for Award RPAs.  Provide any other information you feel necessary in the RPA Notepad Section.

                       (a)  Performance Awards and Quality Step Increases (QSIs)



     A current performance appraisal is required before a performance award or QSI can be processed.  The QSI will not be effective until the back-up documentation (Level 1 Performance Appraisal) has been received and the action is certified to be regulatorily compliant.   

                       (b)  Honorary Awards 

                             Honorary awards will be submitted to the CPOC on DA Form 1256.  
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             (2)     CPAC.  The CPAC, in its advisory role, will assist managers, supervisors and Admin POCs  with the preparation and review of the individual Award RPA.  The POC will forward the Award RPA directly to the appropriate gatekeeper groupbox. 

             (3)     WCPOC.  The WCPOC servicing Personnel Action Clerks will process the Award RPAs.  Prior to doing so, they will ensure the award is not a duplicate. 

    b.     Mass Awards: This function enables users to execute mass awards for employees using DCPDS.  Use of the Mass Award functionality may only be applied using the same Nature of Action to groups of at least 10 or more active employees. Notification of Personnel Actions (NPAs) resulting from mass award processing will all contain the same remarks.  If separate remarks are needed for different employees, individual Award RPAs must be submitted.  

      
      (1)     Managers, Supervisors and Administrative Points of Contact (POCs).  Managers and Admin POCs will provide the electronic file required to process Mass Awards using the attached text file format.  The manager or admin POC will email the completed Mass Award text file directly to the WCPOC servicing Processing Team Leader (PTL).  The CPOC will ensure the text file accurately contains only the required data to process the mass award.  In accordance with Army policy, award justification will be retained locally.  Mass awards are not equivalent to group awards, although the function may be used to execute such awards.  Mass award text files may, therefore, include group awards as well as individual awards.  Awards for ex-employees cannot be processed using the mass award functionality.  If the text file contains ex-employees or less than 10 employee names, the manager or admin POC will create individual award RPAs. 

             (2)     CPAC.  The CPAC, in its advisory role, will assist managers, supervisors and Admin POCs with the preparation and review of the Mass Award text file. 


        (3)    WCPOC.  The WCPOC servicing PTL receives completed Mass Award text files.  If the text file includes less than 10 employee names, the PTL will return it to the POC.  Using the completed text files, the WCPOC PTL will process the mass award.  The electronic request to process the Mass Award, text file and individual NPAs generated by DCPDS for each employee will serve as WCPOC documentation.  The PTLs will coordinate with the manager or admin POC any errors received due to incorrect information submitted in the text file. 

1 Atch                                                        DANIEL SHIPMAN

Mass Awards Format      
                   Director, West Civilian Personnel (A)






          Operations Center
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CPAC, Fort Huachuca, ATTN:  PECP-WER-C

CPAC, Yuma Proving Ground, ATTN: PECP-WER-D

CPAC, Sierra Army Depot, ATTN: PECP-WER -E

CPAC, Fort Irwin, ATTN: PECP-WER-F

CPAC, POM DLI, ATTN: PECP-WER-G

CPAC, COE, South Pacific Division, ATTN: PECP-WER-H

CPAC, COE, Kansas City, ATTN: PECP-WER-I

CPAC, COE, Omaha, ATTN:  PECP-WER-J
CPAC, White Sands Missile Range, ATTN: PECP-WER-K

CPAC, COE, Portland District, ATTN: PECP-WER-L

CPAC, Fort Bliss, ATTN: PECP-WER-M

CPAC, Corpus Christi Army Depot, ATTN: PECP-WER-N

CPAC, Fort Hood, ATTN: PECP-WER-O

CPAC, Tooele Army Depot, ATTN: PECP-WER-P

CPAC, Dugway Proving Ground, ATTN: PECP-WER-Q

CPAC, COE, Seattle, ATTN: PECP-WER-R

CPAC, COE, Walla Walla, ATTN: PECP-WER-S

CPAC, Fort Lewis, ATTN: PECP-WER-T

Chief, Customer Focused Division 1

Chief, Customer Focused Division 2

Chief, Information Services Division

Chief, Management Support Office

Chief, Human Resource Development Division

AWARD ASCII File Record Layout

Maximum

Field

Length
Value 

11
SSN (Format 999-99-9999)


Comma Delimiter

11
AWARD_EFFECTIVE_DATE (Format:  DD-MMM-YYYY)


Comma Delimiter

3
NOA_CODE 


Comma Delimiter

5
AWARD_AMOUNT  


Comma Delimiter

1
AWARD_UOM (M=Monetary H=Hours)


Comma Delimiter

5
AWARD_PERCENTAGE 


Comma Delimiter

2
AWARD_AGENCY_CODE


Comma Delimiter

2
AWARD_TYPE **


Comma Delimiter

11
DATE_AWARD_EARNED (Format:  DD-MMM-YYYY) 

NOTES:  

1.    While you can use a mixture of AWARD_AMOUNTs and AWARD_PERCENTAGEs within  the ASCII file, you can only  use one or the other on a particular row of data (SSN) within the file.

2. Only one AGENCY CODE per file.

3. Only one NATURE OF ACTION per file.

4. ALL RECORDS WITHIN THE SAME FILE MUST HAVE THE SAME NATURE OF

 ACTION, AWARD TYPE, EFFECTIVE DATE  AND AWARD AGENCY
Samples of the format of the ASCII file to be used for Mass Awards Load process are provided below:

123-45-6789,01-JUN-2002,840,500,M,,AR,06,01-JUN-2002

234-56-7890,01-JUN-2002,840,150,M,,AR,06,01-JUN-2002

**Award NOACs and Award Types:

840 (individual cash awd)

9L Performance Award
841 (group cash award) 

8B On the Spot Award

06 Special Act Award

842 (individual sugg/invention)       01 Suggestion Award
                                                          03 Invention Award 
                                                         QV Patent Award


843 (group sugg/invention)              01 Suggestion Award 

                                                          03 Suggestion Award


846 (individual time off)                  80 Time Off Award 

847 (group time off)                         80 Time Off Award
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