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	NSPS Transition Managers’ 
Pay Pool Bulletin 07-14:

Payout, Rating, and Appraisal Changes from Errors or Reconsideration Requests
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	Purpose
	This bulletin provides information on the processes used to effect changes to payouts, ratings, and appraisals.  These sorts of changes would occur as a result of such things as a successful reconsideration request by an employee or an error in the original certified pay pool results that was not caught before the finalization processes were run.  
There are two different paths that need to be followed, depending on whether changes are being made as a result of reconsideration requests, or for changes resulting from other causes.  


Reconsiderations

	Reconsideration requests
	Reconsideration requests are actions challenging the ratings of record under NSPS.
In order for the employee to prevail on the reconsideration request, the remedy must result in an increase to the overall rating of record.  If there is a change to the overall rating of record, it must be accompanied by a change to the number of shares awarded and the payout amount.  The deciding official (either the Pay Pool Manager (PPM) or the Performance Review Authority (PRA)) decides on the new number of shares for the new rating.  From that, the PPM or the PRA, working with the Pay Pool Administrator, calculates the new payout amount using the pay pool's final share value, and determines the distribution between salary increase and bonus in accordance with the pay pool’s established business rules.  
If the employee does not prevail on a reconsideration request (i.e., the rating of record does not change), this does not necessarily mean that other resolution cannot be pursued.  See NSPS Transition Managers’ 
Performance Management Bulletin 07-02 (“Reconsideration Requests”) for more information.  


	Appraisal changes from reconsideration requests
	Use the PAA_Recon_Process_1.xls spreadsheet (below) to document changes that need to be made to the appraisal.  Instructions are provided on the “Instructions” tab within the spreadsheet.  The completed spreadsheet should be attached to one of the RPAs reflecting the payout change(s) (see below). 
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	Reconsideration calculations
	To calculate the new payout, multiply the employee’s base salary on the last day of the rating period (Sep 30 or Oct 31, 2007) 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 RPAs to accomplish this.


	Submitting salary changes from reconsideration requests
	Generate and submit an RPA including the information shown below (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:  6-Jan-2008

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 (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:  6-Jan-2008

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.”


Other Changes
	Alternative resolutions and errors 
	As a general rule, once the CWB has been certified by the pay pool manager, no further changes should be made.  However, calculation or other types of errors that affect an employee’s payout or payout distribution may occasionally be discovered after ratings have been finalized and payouts processed.  These should be examined on a case-by-case basis.  Legitimate changes might, for instance, result from a situation where a pay pool’s own business rules were unintentionally violated.  
Other changes may also be required as a result of alternative resolutions or negotiated settlements.  

Changes in these situations should be submitted via email to the servicing CPAC via the Pay Pool Manager (to indicate approval).  Unless required as part of an agreement, do not submit new RPAs for these types of changes – the processing centers will correct the original action(s).  


	Changes to appraisals
	Use the PAA_Correction_Process_Version1a.xls spreadsheet (below) to document changes that need to be made to the appraisal.  Instructions are provided on the “Instructions” tab within the spreadsheet.  The completed spreadsheet should be emailed to the servicing CPAC (the same email showing any other changes as indicated immediately above). 
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Instructions

		

						Performance Appraisal Application (PAA) - Reconsideration Process

														Jan-08

						If the reconsideration process results in a change to the rating of record, a revision to the PAA appraisal must be submitted to the servicing CPAC.

						Instructions - Rating Official/Pay Pool Manager/PRA

						Step 1:		Before changes can be made, the appraisal must be in a "Completed" Appraisal Status.  If the PAA record is in Appraisal Status "Approved by PPM" or "PPM Return for Review", steps should be taken to complete the appraisal to reflect the rating of record approved by the Pay Pool Manager originally in order for this process to be completed.  The steps for completing the appraisal can be found below:

						Step 2:		Complete a PAA Reconsideration Worksheet for each employee whose appraisal information needs to be changed.

						Step 3:		Forward the completed reconsideration worksheet and the associated reconsideration documentation showing pay pool manager/PRA approval to your HR professional.

						Step 3:		Process the appropriate personnel action(s) to correct/cancel the NSPS performance payout, as applicable.  

NOTE:  Work closely with the servicing DFAS office to coordinate the time of cancellation/replacement actions to minimize any disruptive or adverse affect on the employee.

				1/9/08





PAA Reconsideration Worksheet

		PAA RECONSIDERATION WORKSHEET
Version 1.0 
February 2008

		This worksheet will be used to update DCPDS and the PAA.

		Employee Name

		Employee ID Number

		Appraisal ID

		Appraisal Effective Date (DD-MON-YYYY)

		Rating Official Name

		Level Decision was Made (Pay Pool Manager or PRA)

		Date of Decision (DD-MON-YYYY)

		Pay Pool Manager Name

		Performance Review Authority (PRA) Name

		To be completed by Pay Pool Manager or PRA:

		I certify that all reconsideration information contained in this worksheet has been reviewed and approved.

		Name:

		Date:

		Complete all information for the Job Objective and Performance Rating areas below.  
All information must be provided in order to validate the new rating of record.

		Job Objectives and Contributing Factors

		Job Objective #		Job Objective Title
NOTE:  This title must match the PAA exactly.)		Objective Rating (Scale 1-5 or NR)		Contributing Factor Adjustment (+1, 0, or -1)		Adjusted Rating  
(1 to 5)		Weight

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		Performance Rating, Shares, and Payout Distribution

		Average Score

		Rating of Record

		Number of Shares

		Payout Distribution:				Salary Increase				Bonus

		Assessments for Annual Performance Appraisal
NOTE:  Only complete if changes are required.

		INSTRUCTIONS ON HOW TO POPULATE THE ASSESSMENTS AREAS IF USING COPY AND PASTE 
NOTE:

- Copy the assessment information from its current source (the character limitation is 8,000 characters).
- Double click inside the appropriate assessment cell below ( A45 for Rating official assessment or A49 for Employee self-assessment).  
- From the menu, select Edit > Paste.
- Select tab or enter on your keyboard to submit the text.
- Not all the copied information will show up under Print Preview or Print -- this is OK.

SPECIAL CONSIDERATION ON MS WORD SPECIAL CHARACTERS
If you are copying and pasting assessments from a Microsoft Word document, be aware that some of the characters (bullets, curly quotes, subscripts, long dash) will not be translated properly into the PAA.  To avoid this problem, you have two options:
(1) First copy and paste the assessment from Word into a “.txt” file (using an application like notepad) and then copy and paste that data into the cells below, or 
(2) First save your Word document as a plain text file.  Do this by "saving as" plain text (*.txt).  Be sure to select the “allow character substitution” box on the File Conversion dialog box, then select “OK”.  
You will need to close the document and then reopen it for the character substitution to occur.  
Then cut and paste the data into the cells below.

		Rating Official Assessment for Annual Performance Appraisal

		Employee Self-Assessment for Annual Performance Appraisal



&LPAA Reconsideration Worksheet&RThis information is protected by the Privacy Act of 1978

&LPAA Reconsideration Worksheet&R&P

&R&P
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For Rating Officials -

Communicating the Final Appraisal to Employee

After pay pool deliberations are completed and a Human Resources (HR) professional finalizes
the ratings (done after January 1%), the steps to complete the Performance Appraisal
Application (PAA) record are determined by the Appraisal Status.

If the Appraisal Status is:

“Approved by PPM”’: Document the communication of the rating of record to the employee
and complete the PAA appraisal:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column next to the employee’s name to view the
Final Review: Rating Official page.

3. Scroll down to the Completing Final Rating area.

4. Under Step 1, enter the Communication Date, the Rating Official Name (if different from
the default), and Communication Method.

5. Select Save. NOTE: A copy of the final DD Form 2906 has been placed under the
Completed Plans/Appraisals area on the Performance Appraisal Application Main Page
for both Rating Official and employee.

6. Under Step 2 (Optional), select Print.

7. On the Print Appraisal Information page, select Print/View Form to print the final DD
Form 2906.

8. Under Step 3, select Complete Appraisal. NOTE: This action will remove the appraisal
from your Plans/Appraisals in Progress area on the Performance Appraisal Application
Main Page.

9. Select Logout at the top right side of the page to exit.

DEFENSE CIVILIAN
PERSONNEL DATA SYSTEM
ﬂ Rating Officials - Communicating the Final Appraisal to Employee QA

Winter 2007







If the Appraisal Status is:

“PPM Return for Review’’:

1. Ensure all changes have been made in accordance with the pay pool manager.

2. Select Validate on the Rating Official Review Page to change the Appraisal Status to
“Approved by PPM”. Information will be validated against the NSPS Load Payout File.

3. Once Appraisal Status is “Approved by PPM”’, follow steps 1 through 9 under Approved by
PPM section.

If the Appraisal Status is:

Any status other than “Approved by PPM’* or “PPM Return for Review’’:

One or more critical steps in the PAA process is missing (e.g., Higher Level Reviewer (HLR),

etc.). If you wish to use the PAA appraisal:

1. Complete the missing steps and submit the recommended rating of record to the HLR.

2. After the HLR approves the recommended rating of record, Appraisal Status should read
“Pending PPM Approval”.

3. Contact your HR professional to submit a Change Request Transmittal (CRT) to change the
Appraisal Status to “Approved by PPM™.

4. Once the Appraisal Status is “Approved by PPM”’, follow steps 1 through 9 under
Approved by PPM section.

If the PAA appraisal will not be used to document the final rating of record for the appraisal
cycle, select Close or Delete to remove it from Plans/Appraisals in Progress.

NOTE: An appraisal cannot be closed or deleted if the Appraisal Status equals one the following
statuses:

Pending Approval
Returned for Review
Pending PPM Approval
PPM Return for Review
Approved by PPM

To remove these appraisals from Plans/Appraisals in Progress, contact your HR professional to
submit a CRT.
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Instruction

		

						Performance Appraisal Application (PAA) - Correction Process

														Jan-08

						If changes are required because of an Alternative Resolution or Administrative Error after the CWB has been certified and changes are needed for one or more areas of the PAA Appraisal then the revisions must be submitted through a Change Request Transmittal (CRT) by a Human Resources (HR) professional to Civilian Personnel Management Services (CPMS).  The HR professional will also be responsible for updating information in DCPDS.

						Instructions - Rating Official/Pay Pool Manager/PRA

						Step 1:		Before changes can be made, the appraisal must be in a "Completed" Appraisal Status.  If the PAA record is in Appraisal Status "Approved by PPM" or "PPM Return for Review", steps should be taken to complete the appraisal to reflect the rating of record approved by the Pay Pool Manager originally in order for this process to be completed.  The steps for completing the appraisal can be found below:

						Step 2:		Complete a PAA Correction Worksheet for each employee whose appraisal information needs to be changed.

						Step 3:		Forward the completed PAA Correction worksheet and the associated reconsideration documentation showing pay pool manager/PRA approval to your HR professional.

						Instructions - HR Professional

						Update Employee DCPDS Record

						Step 1:		Correct the US Federal Perf Appraisal DDF to reflect revised rating of record and rating of record level.
Navigation: People>Enter and Maintain>Special Information>US Federal Perf Appraisal

						Step 2:		Correct the Employee Extra Person Information > NSPS Performance Payout Information DDF to reflect the new number of shares.
Navigation:  People>Enter and Maintain>Extra Information>NSPS Performance Payout Information

						Step 3:		Process the appropriate personnel action(s) to correct the NSPS performance payout, as applicable.  

NOTE:  Work closely with the servicing DFAS office to coordinate the time of cancellation/replacement actions to minimize any disruptive or adverse affect on the employee.

						Step 4:		Email the filled out spreadsheet to fasgroup@conus.army.mil

				1/9/08





APPROVAL & JOB OBJECTIVE AREA

		ARMY PAA CORRECTION WORKSHEET
Version 1.0 
March 2008

		This worksheet will be used to Correct  PAA.

		Employee Name

		Employee ID Number

		Appraisal ID

		Appraisal Effective Date (DD-MON-YYYY)

		Rating Official Name

		Level Decision was Made (Pay Pool Manager or PRA)

		Date of Decision (DD-MON-YYYY)

		Pay Pool Manager Name

		Performance Review Authority (PRA) Name

		To be completed by Pay Pool Manager or PRA:

		I certify that all reconsideration information contained in this worksheet has been reviewed and approved.

		Name:

		Date:

		Complete all information for the Job Objective and Performance Rating areas below.  
All information must be provided in order to validate the new rating of record.

		(PART E & PART S) Job Objectives and Contributing Factors

		Job Objective #		Job Objective Title
NOTE:  This title must match the PAA exactly.)		Objective Rating (Scale 1-5 or NR)		Contributing Factor Adjustment (+1, 0, or -1)		Adjusted Rating  
(1 to 5)		Weight

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		Performance Rating, Shares, and Payout Distribution

		Average Score

		Rating of Record

		Number of Shares

		Payout Distribution:				Salary Increase				Bonus





ASSESSMENT AREA

		INSTRUCTIONS ON HOW TO POPULATE THE ASSESSMENTS AREAS IF USING COPY AND PASTE 
NOTE:

- Copy the assessment information from its current source (the character limitation is 8,000 characters).
- Double click inside the appropriate assessment cell below ( A45 for Rating official assessment or A49 for Employee self-assessment).  
- From the menu, select Edit > Paste.
- Select tab or enter on your keyboard to submit the text.
- Not all the copied information will show up under Print Preview or Print -- this is OK.

SPECIAL CONSIDERATION ON MS WORD SPECIAL CHARACTERS
If you are copying and pasting assessments from a Microsoft Word document, be aware that some of the characters (bullets, curly quotes, subscripts, long dash) will not be translated properly into the PAA.  To avoid this problem, you have two options:
(1) First copy and paste the assessment from Word into a “.txt” file (using an application like notepad) and then copy and paste that data into the cells below, or 
(2) First save your Word document as a plain text file.  Do this by "saving as" plain text (*.txt).  Be sure to select the “allow character substitution” box on the File Conversion dialog box, then select “OK”.  
You will need to close the document and then reopen it for the character substitution to occur.  
Then cut and paste the data into the cells below.

		Rating Official Assessment for Annual Performance Appraisal

		Employee Self-Assessment for Annual Performance Appraisal





OTHER AREAS

		ARMY PAA CORRECTION WORKSHEET

		This worksheet will be used to Correct  PAA.

		PART A - ADMINISTRATIVE DATA

		a. START DATE (YYYYMMDD)

		4. POSITION TITLE

		5.PAY SCHEDULE/OCCUPATIONAL CODE/PAY BAND

		7.PAY BAND RANGE AND BASE SALARY

		7b. BEGINNING OF RANGE

		7c. END OF RANGE

		PART T - ANNUAL PERFORMANCE APPRAISAL DOCUMENTATION

		1a. FACE-TO-FACE (YYYYMMDD)

		1b. TELEPHONE (YYYYMMDD)

		1c. OTHER (Explain) (YYYYMMDD)

		2a. Printed Name of Rating Official/Supervisor(Last, First, MI)

		2b. Signature (First MI Last)
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For Rating Officials -

Communicating the Final Appraisal to Employee

After pay pool deliberations are completed and a Human Resources (HR) professional finalizes
the ratings (done after January 1%), the steps to complete the Performance Appraisal
Application (PAA) record are determined by the Appraisal Status.

If the Appraisal Status is:

“Approved by PPM”’: Document the communication of the rating of record to the employee
and complete the PAA appraisal:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column next to the employee’s name to view the
Final Review: Rating Official page.

3. Scroll down to the Completing Final Rating area.

4. Under Step 1, enter the Communication Date, the Rating Official Name (if different from
the default), and Communication Method.

5. Select Save. NOTE: A copy of the final DD Form 2906 has been placed under the
Completed Plans/Appraisals area on the Performance Appraisal Application Main Page
for both Rating Official and employee.

6. Under Step 2 (Optional), select Print.

7. On the Print Appraisal Information page, select Print/View Form to print the final DD
Form 2906.

8. Under Step 3, select Complete Appraisal. NOTE: This action will remove the appraisal
from your Plans/Appraisals in Progress area on the Performance Appraisal Application
Main Page.

9. Select Logout at the top right side of the page to exit.

DEFENSE CIVILIAN
PERSONNEL DATA SYSTEM
ﬂ Rating Officials - Communicating the Final Appraisal to Employee QA

Winter 2007







If the Appraisal Status is:

“PPM Return for Review’’:

1. Ensure all changes have been made in accordance with the pay pool manager.

2. Select Validate on the Rating Official Review Page to change the Appraisal Status to
“Approved by PPM”. Information will be validated against the NSPS Load Payout File.

3. Once Appraisal Status is “Approved by PPM”’, follow steps 1 through 9 under Approved by
PPM section.

If the Appraisal Status is:

Any status other than “Approved by PPM’* or “PPM Return for Review’’:

One or more critical steps in the PAA process is missing (e.g., Higher Level Reviewer (HLR),

etc.). If you wish to use the PAA appraisal:

1. Complete the missing steps and submit the recommended rating of record to the HLR.

2. After the HLR approves the recommended rating of record, Appraisal Status should read
“Pending PPM Approval”.

3. Contact your HR professional to submit a Change Request Transmittal (CRT) to change the
Appraisal Status to “Approved by PPM™.

4. Once the Appraisal Status is “Approved by PPM”’, follow steps 1 through 9 under
Approved by PPM section.

If the PAA appraisal will not be used to document the final rating of record for the appraisal
cycle, select Close or Delete to remove it from Plans/Appraisals in Progress.

NOTE: An appraisal cannot be closed or deleted if the Appraisal Status equals one the following
statuses:

Pending Approval
Returned for Review
Pending PPM Approval
PPM Return for Review
Approved by PPM

To remove these appraisals from Plans/Appraisals in Progress, contact your HR professional to
submit a CRT.

ON\N&6P5 g;;s::;;r;a:#:sytm
Rating Officials - Communicating the Final Appraisal to Employee Q2

Winter 2007










