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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure (SOP) E-00-11, Corrections Procedures            
1.  PURPOSE.  To provide procedures for originating and processing corrections to personnel actions. 

2.  APPLICABILITY.  These procedures apply to managers, administrative points of contact (Admin. POCs), and personnel in the Civilian Personnel Advisory Centers (CPACs), and West Civilian Personnel Operations Center (WCPOC).

3.  REFERENCES.  

     a.  U. S. Office of Personnel Management Operating Manual, The Guide to Processing Personnel Actions, Update 31, dated August 1, 1999.    

     b.  Department of the Army Business Process  Maps, various dates. 

     c.  WCPOC  External Operating Procedure E-98-03, West Region Supplement to the PERSACTION Users Guide, dated 30 August 1999.
4.  TECHNICAL INFORMATION.  According to the reference described in paragraph 3a, a correction changes information shown on an earlier action on which an error occurred or adds information that was omitted from an earlier action.  A correction does not alter the fact that an action occurred; it just changes the way in which it occurred or was documented.  The manual further states that the employee’s current servicing personnel office is responsible for preparing correction actions.  Since, under Army Regionalization, Army employees receive personnel service from both the CPAC and the CPOC, this SOP is required to clarify roles and responsibilities.

5.  RESPONSIBILITIES AND PROCEDURES.  Managers and Supervisors who submit or oversee submission of personnel actions, Admin. POCs who assist managers and supervisors with those actions, CPAC personnel, and WCPOC personnel all have a responsibility to ensure personnel actions are submitted as accurately as possible.  Further, responsibilities regarding situations where such accuracy does not occur on the part of any or all of the partners are as follows.
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a.  Managers, Supervisors, and Admin. POCs will:

(1)  Follow the guidance of this SOP and External SOP E-98-03 and its appendices to ensure those personnel actions they generate are submitted as accurately as possible.

(2)  Notify the CPAC immediately that a PERSACTION submitted contained erroneous information.

b.  Civilian Personnel Advisory Center Personnel will function as follows:

      (1)  The CPAC will review PERSACTIONs routed to them from managers, supervisors, and administrative points of contact to ensure they are complete as outlined in references 3b and 3c.

      (2)  Upon notification or detection of errors, the CPAC will use the PERSACTION tracking system and/or Regional Application to determine the origin of the error if that information is not known already.

      (3)  It is impossible to correct an action that was processed as submitted, because the PERSACTION and the SF-50 will match.  Therefore, the CPAC will follow local procedures for submitting whatever action is required to correct the SF-50/personnel action if the WCPOC processed the PERSACTION as the installation submitted it.  The CPAC should consult with the appropriate WCPOC specialist to discuss the action to submit.

      (4)  The CPAC will immediately notify the WCPOC so that it may correct the error, if the WCPOC is the source of the error.

c.  WCPOC personnel will function as follows:

      (1)  WCPOC personnel will make an effort to notify the CPACs of possible discrepancies they detect on personnel actions the installation submits prior to processing the action.

      (2)  WCPOC personnel will process the action the CPAC submits to correct information on an action the installation submitted incorrectly.

      (3)  Upon notification of errors it makes, the WCPOC will use the PERSACTION tracking system and/or Regional Application to determine if the action containing the erroneous information has been completed.
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             (a)  If the action is closed, and a SF-50 has been generated, the WCPOC will generate an administrative PERSACTION, 002 correction.

       (b)  If the action is not closed the appropriate WCPOC specialist or assistant will retrieve the action and correct the PERSACTION.

       (c)  All correction actions will be completed within a full pay period of when the error is detected.

6.  If WCPOC and CPAC specialists cannot agree on the error source or the source of action required to correct the data, the issue will be elevated to the proponents for Staffing and Position Classification depending upon the error itself.  Pay and employee errors should be elevated to the Staffing focal point, and position data errors should be elevated to the classification focal point.

                                                                                        /s/






            MARY M. RODRIGUEZ







Director, West Civilian Personnel


 Operations Center
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