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SUSPENSE TOOLS

1.  Actions such as termination or extension of temporary appointments or promotions must be processed in a timely manner to ensure that employees are paid properly.   Managers must monitor these actions to ensure that the suspense dates are met.    

2.  In an effort to help managers keep track of suspense dates, the Department of the Army developed the Suspense Tool to use to monitor time-based actions.  If you have access to the Civilian Personnel On Line (CPOC) Portal as a Manager, you can access this tool.   The Suspense Tool provides information about upcoming personnel action suspenses such as expiration dates of appointments, temporary promotions and other not to exceed (NTE) dates effective within the next 30 days.

3.  By checking this tool on a regular basis you can plan what action you need to take.  In many cases you will need to annotate the suspense ticket with the action that is to be taken and/or submit a Request for Personnel Action (RPA).

4.  If you plan to extend the employee's appointment or promotion, please contact your Human Resource Advisor at the Civilian Personnel Advisory Center (CPAC) first to ensure that the extension is legal.  There may be time limits on the temporary promotion or appointment.  

5.  If you request an extension remember to allow time for the RPA to reach the Civilian Personnel Operations Center (CPOC) two weeks before the NTE date.   It is especially important that extensions of temporary appointments be processed prior to the NTE date.  The temporary employee will need to renew his/her Common Access Card (CAC) and this can only be done 48 hours after the extension is processed.
5.  The Suspense Tool can be accessed using the following steps:

       a.  Log in to the CPOL Portal and go to the Manager page

b.  Open the HELPDESK portlet 

c.  Select Suspense under “Ticket Options” and then click on Search

d.  Click on the blue number under “Total” 

e.  A list of suspenses displays.  The suspenses are colorized based on the number of days until the suspense date arrives.  Under the Ticket Age column the suspense is colorized from red, indicating that the date is very close (or has passed), to green indicating that the date is further out.


g.  To view the actual suspense ticket, click on the blue link in the Ticket Number column.  Clicking the Ticket Number provides links to employee and position information, NPA/RPA history and provides a place for you to submit notes if you should have questions concerning the suspense and to annotate your intentions on the action to take.


h.  To download the information into an Excel file that can be printed or saved for later reference, click on View in Excel.

6.  Attached is a guide for using the suspense tool.  It includes a list of the various types of suspenses and the action that managers are required to take.  If you should have questions or problems in using the Suspense Tool, or if you do not have a manager account on CPOL and would like to obtain one, please contact your servicing CPAC representative.
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   AID FOR USING THE SUSPENSE TOOL

PURPOSE OF THE TOOL:  To provide managers and personnelists advance notification on approaching actions for employees, so that appropriate action, if required, can be taken in a timely manner.  This tool replaces the functionality of the "Report on Individual" (RIP) that was produced in the legacy Defense Civilian Personnel Data System.

COVERAGE:
The tool includes advance notification for the following actions :

Temporary Appointment Expiration

Career Conversion Due

LWOP Expiration

Probationary Period Ending

Retained Grade Expiration

Supervisory Probationary Period Ending 

Temporary Promotion Expiration

Temporary Position Change Expiration

Temporary Reassignment Expiration

VRA Conversion Due

Within Grade Increase Due

Mandatory Retirement 

Renewal of Retention Allowance

CHARACTERISTICS:
Individual "tickets" are system generated in accordance with regulatory time frames from the suspense date stored in the employee's Modern Defense Civilian Personnel Data System (MDCPDS) record.

If the suspense date passes, the ticket is automatically closed.  In some cases, a quality control ticket will be generated for CPOC action.

As the suspense date approaches, the status of the ticket "turns color".  The day ranges reflect the number of workdays the ticket has been active.

USAGE:  Managers and CPACs have view capability of tickets generated on employees under their supervision.  They can access the data in the Helpdesk portlet on CPOL.  Once the manager has opened an individual ticket, he/she can enter information in the notes section, which will be retrieved by the Civilian Personnel Operations Center (CPOC).  It is not necessary to enter information on every ticket, only those where a specific action is desired (e.g. denial of within grade, extension of appointment, etc.)  These notes serve only as a method of communication and do not substitute for additional required action such as the submission of a Request for Personnel Action.

This guide is not intended to provide substantive information on the processing involved with each type of action.  Its intent is to bring pending actions to the awareness of managers and personnelists so that appropriate action can be taken in a timely manner.  Refer to applicable regulatory guidance for specific information on the requirements of individual suspensed actions.

Appendix A provides definitions of the actions and basic procedures to be followed.  

APPENDIX A

	SUSPENSE
	DEFINITION
	MANAGER ACTION
	CPOC ACTION
	DEFAULT WHEN NO ACTION TAKEN

	Temporary Appointment Expiration
	Temporary appointment will expire in 45 days or less.
	Annotate intentions to extend or terminate in the note section of the ticket.

Immediately submit an RPA if the intention is to extend the temporary appointment.
	None
	Employee will drop from personnel and payroll rolls on the Not-to-Exceed (NTE) date.

	Career Conversion Due
	Completion of service requirement for career tenure in 45 days or less.
	None
	Claim Ticket.

Check for LWOP affecting date.
	System automatically changes tenure to "career" and produces an NPA.

	LWOP Expiration
	Documented leave without pay period to expire in 45 days or less.
	Annotate intentions to extend, return to duty (RTD) or separate in the note section of the ticket.

Immediately submit an RPA for the appropriate action .
	None
	QC ticket is created.  If employee has physically returned to duty, they cannot be paid until RTD has been processed.

	Probationary Period Ending
	Completion of initial probationary period in 45 days or less.
	Annotate intentions to terminate or retain in the note section of the ticket.

If the intention is to terminate the employee, immediately contact the CPAC for submission of necessary documentation/RPA.
	None
	System updates probationary period as complete if termination action is not received in CPOC prior to effective date.

	Retained Grade Expiration
	The entitlement to retained grade will expire in 45 days or less.
	None
	Claim Ticket.

Initiate RPA for Term of Grade Retention.
	QC ticket is created.  Employee continues to receive WIGIs and  pay adjustments under retained grade provisions, causing possible overpayment.  

	Temporary Promotion Expiration
	Temporary promotion to expire in 45 days or less.
	Annotate intentions to extend or terminate in the note section of the ticket.

Immediately submit an RPA if the intention is to extend the temporary promotion.
	None
	QC ticket is created. Employee stays in higher grade in MDCPDS.  

CPOC will initiate RPA for CLG.

	Temporary Position Change Expiration
	Temporary assignment to a position of lower grade to expire in 45 days or less.
	Annotate intentions in the note section of the ticket.

Immediately submit an RPA if the intention is to extend the temporary position change.
	None
	QC ticket is created. Employee stays in lower grade in MDCPDS.  Payroll may or may not do a position change.  Potential for incorrect pay.

CPOC will initiate RPA for position change

	Temporary Reassignment Expiration
	Temporary assignment to a different position to expire in 45 days or less.
	Annotate intentions extend or terminate in the note section of the ticket.

Immediately submit an RPA if the intention is to extend the temporary reassignment.
	None
	QC ticket is created. Employee stays in temporary job in MDCPDS. 

CPOC will initiate RPA for termination of temp reassignment.

	VRA Conversion Due
	Satisfactory completion of 2 years in a VRA appointment; conversion to career/career conditional appointment due in 45 days or less.
	Annotate intentions to convert or separate in the note section of the ticket.

Immediately submit an RPA to convert or separate the employee. (Submit as  Rec/Fill).
	None
	QC ticket is created.  If employee not converted, may impact RIF standing or other personnel actions.




	SUSPENSE
	DEFINITION
	MANAGER ACTION
	CPOC ACTION
	DEFAULT WHEN NO ACTION TAKEN

	Mandatory Retirement
	Mandatory retirement age firefighter, air traffic control, etc. positions will be reached in 45 days or less.
	Contact CPAC to Initiate request for exception through Command channels

or 

Submit an RPA for retirement.
	Claim Ticket.

Verify eligibility.
	System  generates a retirement flow to payroll.  Commencement of retirement pay may be delayed.

	Renewal of Retention Allowance
	The annual required review of a retention allowance will be reached within 45 days or less.
	If the retention allowance is still warranted, the responsible official must certify this in writing (hardcopy or email) to the CPOC. 

If the retention allowance is to be changed or terminated,  immediately submit an RPA for "Other Pay".
	None
	QC ticket is created.

Employee continues to receive established retention allowance.


	Within Grade Increase Due
	Completion of the waiting period for the next higher step in grade in 45 days or less.
	If the intention is to deny the WIGI, annotate this in the note section of the ticket and contact the servicing CPAC immediately.
	Claim Ticket.

Check for LWOP and verify due date.
	WIGI is automatically granted when due date arrives.

	Expiration of Supervisory Probationary Period
	Completion of supervisory probationary period in 45 days or less.
	Annotate intentions in notes.

Immediately contact CPAC and submit an RPA if employee is to be removed from the supervisory position.
	None
	System updates supervisory probationary period as complete.


