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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  External Standard Operating Procedure E-02-06 for Processing Incremental Suspensions (Supersedes SOP E-00-04 dated 30 August 2000)

1.
PURPOSE.  To establish formal, consistent, and efficient operating procedures for processing incremental suspensions.

2.
RESPONSIBILITIES.

a.
Civilian Personnel Advisory Center (CPAC).  The CPAC, in its advisory role, will review Requests for Personnel Action (RPA) for suspensions to be served incrementally to ensure that appropriate remarks and other documentation are provided and forwarded to the West Civilian Personnel Operations Center (WCPOC) for processing.

b.
WCPOC.  Using Modern Defense Civilian Personnel Data System (MDCPDS), the WCPOC will process each incremental suspension action in accordance with appropriate regulatory and other implementing guidance.

3.
PROCEDURES.

a. All RPAs to effect suspension actions incrementally will be submitted electronically to the WCPOC through MDCPDS.  Only one RPA will be submitted.  For example, one RPA will be submitted for a 15 day suspension to be served five days each pay period for three pay periods.

b. The CPAC will annotate in the remarks section of the RPA (using the example cited above) a remark such as:  “Fifteen calendar day suspension to be served on the following dates: 4-8 Jan 99; 18-22 Jan 99; 1-5 Feb 99.”  To correctly populate adverse data fields within MDCPDS, the Not To Exceed (NTE) date to be shown on the action will reflect the total time of the suspension as if served consecutively from the effective date of the first increment.   Using the example above, the effective date would 4 January 1999, and the NTE would be 18 January 1999, correctly flowing into the database as one 15-day suspension.  CPAC and CPOC personnel will coordinate closely to assure that remarks and effective dates for these actions are properly annotated. 

c. The WCPOC will process Incremental Suspensions in accordance with applicable regulation and guidance.  The WCPOC will alert Defense Finance and Accounting System (DFAS) that the action must be monitored and manually input for each increment of the suspension by notifying the servicing payroll technician of the incremental suspension action and 

sending a copy of the NPA which includes the remark regarding the dates on which the incremental suspension will be served.   

d. The WCPOC will file the NPA in the Official Personnel File (OPF).



                                                                        MARY M. RODRIGUEZ


                                                                          
Director, West Civilian Personnel
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