[bookmark: _GoBack]IMPORTANT:  Submit completed Agency Requirements/TMGT Tables Forms to the Annual Pay Raise mailbox Annual.PayRaise@usda.gov with SUBJECT: Project # 39669 - Agency Requirements/TMGT Table Form for DEPT/AGCY. The deadline to submit this form is Friday, January 3, 2020.  Forms received after the deadline may not be included and will be processed retroactively, as a separate project based on an Interagency Agreement with the Agency.   Please follow form instructions carefully for each section.  Failure to do so may result in a delay or inaccurate results. 
* Please include the NFC Control Number in the SUBJECT line when submitting a revision.
General Information
Is this a revision to a previous submission? (Check only one option). If the answer is no, proceed to Section A.
 Yes		 No
* If the answer is yes, you must include the NFC Control Number of the form it replaces below and select the type of revision.
Enter NFC Control Number: example: AG1234
☐ Revised Requirements
☐ Revised TMGT Table Updates
Section A:  Agency Contact Information (Only one Pay Plan is allowed in this section)
Date Submitted: mm/dd/yyyy
2020 Annual Pay Raise – Agency Requirements/TMGT Tables Form
NFC USE ONLY – Do not write in this space.
Received Date:  mm/dd/yyyy		Time:  Enter time		NFC Control Number:  Enter control number
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Department Code:
 Enter department code
Agency Code:
 Enter Agency code
Pay Plan:
 Enter Pay Plan 
Approved Point of Contact (POC) Information

POC Name:
 Enter Name
POC Email Address:
 Enter Email
POC Phone Number:
 Enter Phone number
 Section B:  TMGT Table Updates
Does this pay plan require specific TMGT Table updates? Check only one box. If the answer is no, proceed to Section C.
 Yes		 No
If the answer is yes, enter the table updates in the appropriate section(s) below. Check all that apply.
Table 16 – Geographical Location Codes with Names
Enter the new data values in the table provided.  Leave the ending effective date blank for the default date of 12/31/49.  If 50 entries or more, provide update as a separate attachment in the Microsoft Notepad text (.txt) format for loading to TMGT.
	Locality Rate Name
	Locality Name
	Duty Station Code
	Begin
Effective Date
	End
Effective Date
	Percentage Rate

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Table 29 – Pay Table Rates
For all batch requests (for 50 or more entries), provide each update as a separate attachment in the Microsoft Excel file layout provided by NFC and save as a Microsoft Excel File (.xls). For all manual requests (less than 50 entries), provide screen prints with the updates clearly marked. Complete lines below.
	Excel File Name
	

	Excel File Name
	

	Excel File Name
	



Table 30 – Payroll Constants
Complete lines below.
	Table 30 Field Name
	Data Value

	
	

	
	

	
	


 

Table 52 – Remarks Code and Descriptions
Leave the End Effective Date blank to default to 12/31/49. Complete lines below.
	Remark Code
	Beginning Effective Date
	Last Effective Date
	Remarks Alpha

	
	
	
	

	
	
	
	

	
	
	
	



Table 55 – Minimum and Maximum Salaries
Complete lines below.
	Table 55 Field Name
	Data Value

	
	

	
	

	
	



Table 84 – Salary Differential
Leave the End Effective Date blank to default to 12/31/49. Complete lines below.
	Locality  Name
	Duty Station Code
	Begin
Effective Date
	End
Effective Date
	Differential Rate
	Reduced Differential Rate

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





Table 98 – Salary Ranges (Pay Bands)
USE THIS SECTION FOR LESS THAN 50 ENTRIES.  Leave the End Effective Date blank to default to 12/31/49. Complete lines below.
	Pay Plan
	Grade 
(Band)
	Begin 
Effective Date
	End
Effective Date
	Minimum
Annual
	Maximum
Annual

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



USE THIS SECTION FOR 50 OR MORE ENTRIES.  Provide each update as a separate attachment in the Microsoft Excel file layout provided by NFC and save as a Microsoft Excel File (.xls). Complete lines below.
	Excel File Name
	

	Excel File Name
	

	Excel File Name
	



Section C:  NFC Processing Action 
Check only one option.
☐ Generate standard pay raise personnel action with Block 1 from Sections D and E.  (Go to Section F.)
☐ Generate pay raise personnel action per agency special requirements (Complete Sections D, E, F, and G).
☐ Update TMGT Table Only (Indicate TMGT Table(s) in Section B.) NFC will NOT generate pay raise personnel actions. (Leave Sections D, E and F blank)
☐ Agency will generate personnel actions – No action required by NFC and your agency will be bypassed during processing (Stop.  Do not complete Sections D, E, or F)


Section D:  Nature of Action Codes and Legal Authority Codes
Check only one option.
☐ Use Standard NOAC and Legal Authority Codes (894/QWM/ZLM) [SF50 will display GEN ADJ / REG 531.207 / E.O.######]
☐ Use Optional NOAC and Legal Authority Code (Complete lines below).  NOTE:  1st and 2nd Legal Authority Alpha is limited to 20 characters.  NFC will only process the first 20 characters entered below.
1st Legal Authority Code Click or tap here to enter text.
1st Legal Authority Alpha (Max 20 characters) Click or tap here to enter text.
NOTE:  NFC will only process the first 20 characters.
2nd Legal Authority Code Click or tap here to enter text.
2nd Legal Authority Alpha (Max 20 characters) Click or tap here to enter text.
NOTE:  NFC will only process the first 20 characters.
Section E:  Effective Date and Authentication Date
Check only one option.
☐ Use Standard Effective and Authentication Dates (Effective Date: 01/05/2020; Authentication Date: Executive Order Date). Go to Section F.
☐ Use Specific Effective and Authentication Dates (Enter both Effective and Authentication Dates below).
Effective Date (mm/dd/yyyy): Click or tap here to enter text.
Authentication Date (mm/dd/yyyy): Click or tap here to enter text.
Section F:  Table 52 – Remarks Code and Descriptions (SF-50 Remarks)
Check all that apply.
☐ Use Standard Remark Code 778 – [SF50 Block 45 will display FEDERAL PAY INCREASE DUE TO E.O.###### SIGNED MM/DD/YY].
☐ Use New Remark Code. See Section G, Special Requirements for the new remarks.
☐ Use Revised Remark Code. See Section G, Special Requirements for the revised remarks.
☐ Use Additional Remark Code(s) entered in the Table 52 block of this form under Section B, TMGT Table Updates.      See Section G, Special Requirements for customized remarks, if any.
Section G:  Special Requirements
Do not use this section for items addressed in Section D, Nature of Action Codes and Legal Authority Codes, or Section E, Effective Date and Authentication Date. Additional information (e.g., special agency memos and agency letters with pertinent details and requirements relating to the annual pay raise), MUST be included in this section.  Documents submitted separately will not be reviewed by NFC and will not be processed by NFC (no exceptions). 
Include contact name and phone number in the event additional clarification is required.  Also, include the NFC Control Number if known.
Click or tap here to enter text.

Section H:  NFC Review Comments (FOR NFC USE ONLY)
Click or tap here to enter text.

