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APPE-CP-OC 23 April 2003

MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: RPA Direct

1. Effective 28 April 2003, managers will send all Request for Personnel Actions
(RPAs) directly to the Civilian Personnel Operations Center (CPOC). Two CPOC
Distribution Groupboxes as listed below have been established for this purpose. The
Civilian Personnel Advisory Centers (CPACs) will no longer be in the routing chain for
RPAs. All existing CPAC Distribution Groupboxes beginning with XYZ will be closed.
However, they will have access via Army Regional Tool (ART) along with the
supervisors to view RPAs.

a. RPAs for awards will be routed to the CPOC Distribution Groupbox
XYZ-5AWARDS/COPD.

b. All other RPAs will be routed to the CPOC Distribution Groupbox
XYZ-5IN-BOX/COCD.

2. A RPA Direct Matrix is available on the Pacific CPOC website, under Manager’s
Toolkit, to assist in processing actions.

3. The majority of RPAs will require a completed Gatekeeper Checklist when
submitted. Please check Gatekeeper for each action. Requests received without the
mandatory completed Gatekeeper Checklist will be cancelled and notification of the
cancellation will be sent to the CPAC HR Specialist and the organization.

4. PLEASE NOTE: NOTHING ELSE IN THE HUMAN RESOURCES BUSINESS
PROCESS WILL CHANGE. The CPAC HR Specialists will continue to provide advice
and assistance to managers on all aspects of civilian personnel and coordination of
actions before initiating the RPAs. The manager will use Army Regional Tools to track
and monitor the status of the organization’s RPAs.

5. We appreciate your support on this initiative.
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