Project No. 39669, Annual Pay Raise
INSTRUCTIONS for Completing the 2020 Annual Pay Raise - Agency Requirements/TMGT Tables Form

[bookmark: _GoBack]This form must be used to identify all Agency-specific requirements/specifications and Table Management System (TMGT) table updates for the 2020 Annual Pay Raise.  This form should be completed and submitted to the Annual Pay Raise Mailbox, Annual.PayRaise@usda.gov, with SUBJECT: Project #39669 - Agency Requirements/TMGT Tables Form for DEPT/AGCY.  The deadline to submit this form is Friday, January 3, 2020.  
As a process improvement from “2019”, the following changes were implemented as it relates to the Agency Requirements/TMGT Tables Form.
· Agency Requirements/TMGT Tables Forms for 2020 are required ONLY if customers have special pay raise requests for the current year.  
** This process improvement is being implemented to eliminate the large volume of unnecessary forms being received from agencies.  The majority of the Agency Requirements/TMGT Tables Forms received in the past included Agency requirements that are already programmed in the system as being automatically processed by NFC or automatically bypassed by NFC.  As stated in the Annual Pay Raise Bulletin, NFC will perform these actions by default.  Therefore, the Agency approved Point of Contact (POC) will only by required to send an email to the Annual Pay Raise mailbox, Annual.PayRaise@usda.gov, indicating “NO FORMS, NO SPECIAL PROCESSING FOR 2020 PAY RAISE” in the body of the email, with Subject: Project #39669, NO CHANGE for Dept/Agency for 2020 Pay Raise.  An NFC Control Number will be issued for tracking purposes.
· Customers with special requirements/letters/memos MUST include the information in Section G, Special Requirements, of the Agency Requirements/TMGT Tables Form to be processed.  Supporting documentation will NOT be accepted as separate documents submitted along with the Agency Requirements/TMGT Tables Form.  
** This process improvement is being implemented to avoid processing errors, such as incomplete Agency Requirements/TMGT Tables Forms and missing requirements.  Agency special requirements and any additional instructions (i.e., agency letters and agency memos, etc.) can no longer be submitted as separate documents along with the Agency Requirements/TMGT Tables Form.  Since Section G, Special Requirements, of does not have a limit for the amount of text being entered, all agency requirements and special processing instructions MUST be typed or copied into Section G.  During NFC processing activities in January, this will be very helpful for the Requirements Team and programmers to be able to review all Agency requirements and instructions in one document.

For those Agencies with revisions to their Agency-specific requirements/specifications and/or TMGT table updates for 2020, please submit the Agency Requirements/TMGT Tables Form to the Annual Pay Raise mailbox, Annual.PayRaise@usda.gov, with SUBJECT: Project # 39669 – REVISED Agency Requirements/TMGT Tables Form for DEPT/AGCY.  Agency-specific requirements received after the deadline above may have to be processed retroactively in a later pay period, as a separate project based on an Interagency Agreement with your Agency.  This form should only be submitted if your Agency has revised requirements for a specific Pay Plan and TMGT table updates (if applicable).  An NFC Control Number will be issued for revisions for tracking purposes.  Please include the NFC Control Number if one was issued after submission of your initial Agency Requirements/TMGT Tables Form(s).
As stated in past years, DO NOT submit this form for Pay Plans listed under the Pay Raise Bulletin heading “Federal Pay Increases Processed Automatically in Pay Period 01“, or for Pay Plans to be bypassed listed under the Pay Raise Bulletin heading “Federal Pay Increases Not Processed in Pay Period 01”.  NFC will perform these desired actions by default.  Forms received with Pay Plans identified in either of the groups above will be rejected.  NFC will follow the same process for the current year Annual Pay Raise.
Pay increase activities for wage grade employees will be accepted on this form.  However, this form should NOT be submitted to the Annual Pay Raise Team.  Please follow your normal Agency process for submitting TMGT updates to NFC, along with the SPECIAL INSTRUCTIONS-Federal Wage System Adjustments (Wage Grades) found on in the 2020 Annual Pay Raise Customer Procedures.  See the 2020 Annual Pay Raise Customer Procedures for SPECIAL INSTRUCTIONS and additional information for submitting wage grades to NFC for processing in PP01-2020.
Section A.   Agency Contact Information.  Only an Agency approved POC should submit this form on behalf of your Agency.  The POC’s name, phone number, and email address must be provided.  Please include the two-character Department Code, Agency Code, and Pay Plan in this section.  Additional Agency contact information can be included in Section G, Special Requirements, if necessary.  Only one Pay Plan is allowed in this section.  Forms received with multiple Pay Plans will be rejected.  Pay adjustment activities may be delayed for your Agency if these instructions are not followed.
Review the instructions for processing the Annual Pay Raise for specific Pay Plans and/or TMGT table updates in the 2020 Annual Pay Raise Customer Procedures.  Additional special requirements for any Pay Plan and/or updating the table MUST be included in Section G, Special Requirements, to be processed.  Supporting documentation submitted as separate documents will not be accepted.
Section B.  TMGT Table Updates.  If there are any TMGT updates required for your Agency’s Pay Plan, check yes and fill in the required information in the appropriate section(s).  The table information must be submitted to the Annual Pay Raise Mailbox, Annual.PayRaise@usda.gov, in the appropriate file format.  The TMGT tables that may require updates for the Annual Pay Raise are:

Table 16 – Geographical Location Codes with Names     
Table 29 – Pay Table Rates    	
Table 30 – Payroll Constants
Table 52 – Remarks Code and Description  	
Table 55 – Minimum and Maximum Salaries                     
Table 84 – Salary Differential                                                                                   
Table 98 – Salary Ranges (Pay Bands)

Check the block(s) of the TMGT table(s) that require updates.  
1. TMGT 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 or more entries, 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

	Ex. OCC-LOCALITY-RATE
	New Orleans, LA
	22-1690-071
	01/11/15
	12/31/49
	0%



2. TMGT Table 29 – PAY TABLE RATES. For all manual requests (with less than 50 entries), provide screen prints with the updates clearly marked.  For all batch requests (with 50 or more entries), provide each update in a separate Microsoft Excel file layout for loading to TMGT.  Enter the Microsoft Excel file name in the table to ensure accuracy and for audit purposes.  Only the Microsoft Excel file layout provided by NFC will be accepted and each file should be saved as a Microsoft Excel file (.xls).  
	Excel File Name
	Ex. Filename.xls



3. TMGT Table 30 – PAYROLL CONSTANTS.  Enter the item(s) and new data value(s) in the table provided.  Leave the ending effective date blank for the default date of 12/31/49.  
	Table 30 Field Name
	Data Value

	Ex.  CP-PAY-PLAN-CAP
	6,477.60



4. TMGT Table 52 – REMARKS CODE AND DESCRIPTIONS. Enter the item(s) and new data value(s) in the table provided. Leave the ending effective date blank for the default date of 12/31/49.  NFC will not make any assumptions regarding remark codes.  For new, revised, and customized remark codes, the suggested literal must be included in Section G, Special Requirements.
	Remark Code
	Beginning Effective Date
	Last Effective Date
	Remarks Alpha

	Ex. AC1
	01/11/16
	12/31/49
	Employment is temporary and of uncertain duration



5. TMGT Table 55 – MINIMUM AND MAXIMUM SALARIES.   Enter the item(s) and new data value(s) in the table provided.  Leave the ending effective date blank for the default date of 12/31/49.  
	Table 55 Field Name
	Data Value

	Ex.  HORSE ALLOWANCE
	232.33



6. TMGT Table 84 – SALARY DIFFERENTIAL.  Enter the locality name, duty station code, beginning effective date, and Differential Rates.  Leave the ending effective date blank for the default date of 12/31/49. 
	Locality  Name
	Duty Station Code
	Begin
Effective Date
	End
Effective Date
	Differential Rate
	Reduced Differential Rate

	Ex. New Orleans, LA
	22-1690-071
	01/11/15
	
	0070
	0000


 
7. TMGT Table 98 – SALARY RANGES (Pay Bands).  Enter the Pay Plan, Grade (Band), beginning effective date, minimum and maximum annual salaries.  Leave the ending effective date blank for the default date of 12/31/49.   If 50 or more entries require an update, provide each update as a separate Microsoft Excel file layout for loading to TMGT.  Enter the text file name in the table to ensure accuracy and for audit purposes.  Only the Microsoft Excel file layout provided by NFC will be accepted and each file should be saved as a Microsoft Excel file (.xls).  
COMPLETE THIS BOX ON THE FORM FOR LESS THAN 50 ENTRIES.  Leave the End Effective Date blank to default to 12/31/49.
	Pay Plan
	Grade 
(Band)
	Begin 
Effective Date
	End
Effective Date
	Minimum
Annual
	Maximum
Annual

	Ex  AC.
	10
	01/11/15
	12/31/49
	30,300
	60,074



COMPLETE THIS BOX ON THE FORM 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).
	Excel File Name
	Ex. Filename.xls



Section C.  NFC Processing Action.  To ensure proper processing, check only one option.  If Block 1 is checked, NFC will generate the standard personnel action and you must check Block 1 of Sections D and E.  If Block 4 is checked, STOP and do not complete Sections D, E, and F.  By checking Block 4, NFC will bypass your Agency during processing for PP01-2020.
Section D.  Nature of Action Codes and Legal Authority Codes.  Block 1 instructs NFC to use the standard Nature of Action Code (NOAC) 894-GEN ADJ and the standard Legal Authority Codes (AUTH-CODE). The first AUTH-CODE is QWM - REG 531.207 and the second AUTH-CODE is ZLM – E.O. ###### (Executive Order Number).  If you have a requirement to use a different NOAC and/or different Legal Authority Codes, you must check Block 2 and enter the AUTH-CODE(s) and alpha description(s) limited to a maximum of 20 characters.  NOTE:  1st and 2nd Legal Authority Alpha is limited to 20 characters.  NFC will only process the first 20 characters entered on the form.
Section E. Effective Date and Authentication Date. Block 1 instructs NFC to use the first day of Pay Period 01, January 5, 2020, as the Effective Date and the standard Authentication Date, which is determined based on the date the Executive Order is signed, typically in late December. The Authentication date is used in the NFC system to determine a sort order of personnel actions being processed in the same pay period.  If you have a requirement to use a different Effective Date and/or Authentication Date, check Block 2 and provide the dates in the appropriate blocks.  
Section F. Table 52 - Remarks Code and Descriptions (SF-50 Remarks). Block 1 instructs NFC to use the standard Remark Code 778 – FEDERAL PAY INCREASE DUE TO E.O. ###### SIGNED MM/DD/YY.  Block 2 instructs NFC to use the new Remark Code literal in Section G, Special Requirements.  Block 3 instructs NFC to use the revised Remark Code literal in Section G, Special Requirements.  If you have a requirement to use additional remark codes, you must check Block 4, and enter the remark codes and alpha descriptions in the Table 52 block under Section B, TMGT Table Updates, on the form.  Special or customized requirements for updating the Remarks on the SF-50 Forms should be included in Section G, Special Requirements.  
Remark Code 499 cannot be used to generate remarks on the Pay Raise documents due to the fact that it is an Agency fill-in remark, which cannot be programmed. Agencies are to either use an existing remark code and modify the literal, or request to create a new remark code and provide the suggested literal.  NFC will not make any assumptions regarding remark codes. 
Section G. Special Requirements. This section is used to include any special or customized requirements not addressed in sections A-F on this form.  Examples of special requirements are for bypassing specific employees, generating personnel actions, additional requirements, special instructions for TMGT table updates, or any other special requirements requiring clarification from the Agency.  

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). 
Please include a contact name and phone number in the event additional clarification is necessary.  Also include the NFC Control Number if known. 
NOTE:  Any other kind of special requests regarding TMGT table updates must be submitted to the NFC GESDREQUEST Mailbox, NFC.GESDREQUEST@usda.gov, for a Software Change Request (SCR) to be setup as a separate project.

Section H. NFC Review Comments. This section is for NFC use only to include notes while reviewing the form.
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