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	NSPS Performance Management Bulletin:

Payout, Rating, and Appraisal Changes from Errors or Reconsideration Requests

(Updated 31 December 2009)
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This bulletin provides information on making changes to completed appraisals, ratings, or payouts as a result of a reconsideration request or administrative error. 

Performance Appraisal Application (PAA) Corrections Process
The PAA Corrections – Final Appraisal functionality tool within the Defense Civilian Personnel Data System (DCPDS) that allows corrections to appraisals to be made will continue to be used to correct appraisals.  The functionality tool is available to Pay Pool Managers (PPM), Pay Pool Administrators (PPA), and their alternates, as well as selected Human Resources (HR) users.  Spreadsheets that were used to make changes to appraisals prior to deployment of the PAA Corrections – Final Appraisal functionality in DCPDS will not be used.    

The “Need Help” link within the application provides three user guides on how the tool works (also linked below, and posted on the NSPS web pages on Civilian Personnel Online under the Automated Tools button):

· PAA Corrections – Final Appraisal contains general information about the process, including a section on how to find the right appraisal.

· PAA Corrections – Final Appraisal – Reconsideration Correction provides specifics about making changes that resulted from a reconsideration request.

· PAA Corrections – Final Appraisal – Administrative Correction provides specifics about making changes as a result of an administrative error.

If changes are needed that are not covered by the automated process, a helpdesk ticket will need to be prepared; contact your servicing HR office for assistance.  

Reconsideration Calculations

If an employee’s payout is changing as a result of a reconsideration request (number of shares has changed), the following instructions are used for calculating the new payout:

Multiply the employee’s base salary on the last day of the rating period (30 Sep 2009) by the new number of shares and the pay pool’s final share value.  This data is available in the pay pool’s final Compensation Workbench (or in the Pay Pool Analysis Tool if that is being used).  Changes resulting from reconsideration requests do not change the pay pool share value or payouts to other employees. 

Changes to payouts (salary increase, bonus, or both) must be processed by canceling the original payout action(s) and processing new actions.  See below for information on submitting Requests for Personnel Actions (RPAs) to accomplish this.

Submitting Salary Changes from Reconsideration Requests

Generate and submit an RPA including the information shown below:  (Note:  Be sure to use the new salary increase – full amount, not the difference between any original salary increase and the new increase): 

Request for Personnel Action ( Salary Change ( Reg WRI / Reg Perf Pay.  

Include the following on the RPA:

Part A


Requesting Office Information

Part B, item 1

Employee Name

Part B, item 4

Effective Date:  3-Jan-2010
Part D
(page 4)
Remarks by Requesting Office: 

“Result of reconsideration.  New salary increase is $xxxx.  Pay Pool Manager is (name), approved (date).  New rating is level x.  New shares is x.”

Submitting Bonus Changes from Reconsideration Requests

Generate and submit an RPA including the information shown below: (Note:  Be sure to use the new bonus amount – full bonus, not the difference between any original bonus and the new bonus.) 

Request for Personnel Action ( Award / One-Time Payment.  

Include the following on the RPA:

Part A


Requesting Office Information

Part B, item 1

Employee Name

Part B, item 4

Effective Date:  3-Jan-2010
Part D (page 4)
Remarks by Requesting Office:

“Result of reconsideration.  New bonus is $xxxx.  Pay Pool Manager is (name), approved (date).  New rating is level x.  New shares is x.”
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