USDA National Finance Center
sl CAPPS Notification

IMPORTANT INFORMATION - 2024 Annual Pay
Raise (#73145)

November 30, 2023
Reference Number: NFC-1701184811

Dear Customer,

NOTE: The contents of this notification and other Annual Pay Raise resources can be
viewed online at the Annual Pay Raise web site.

The National Finance Center (NFC) is currently awaiting an Executive Order signed by
the President to move forward with Project 73145, 2024 Annual Pay Raise. However,
we must begin preparation activities to ensure a successful implementation in Pay
Period (PP) 01, 2024, if authorized.

The web page links and attachment are as follows for Agencies to review:

e 2024 Annual Pay Raise Activities TIMELINE

e 2024 Annual Pay Raise Customer Procedures

e 2024 Annual Pay Raise Agency Requirements/TMGT Tables Form
e 2024 Annual Pay Raise Agency Contacts List (see attachment)

e 2024 Annual Pay Raise Agency Contact Information Form

Agencies should review the 2024 Annual Pay Raise Activities TIMELINE for upcoming
activities regarding the overall project. Please ensure that your team is aware of the
following “critical” Agency deadlines through PP 01, 2024:

Friday, December 8, 2023

e Agency deadline for submitting updates regarding the Agency Contacts List to
the Annual Pay Raise Mailbox.


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flnks.gd%2Fl%2FeyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDIsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAxOTEyMTIuMTQyMzU2OTEiLCJ1cmwiOiJodHRwczovL25mYy51c2RhLmdvdi9DbGllbnRTZXJ2aWNlcy9IUl9QYXlyb2xsL1BheVJhaXNlLyJ9.d8LMKnVW9WYb8BPc3tn6lLfZEUSHZuj8vfGfKDrafRU%2Fbr%2F72851785807-l&data=02%7C01%7C%7C5c2677959f54498ecf0808d77fe9543f%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637118512423555719&sdata=d5CkbzRqLBOkVCTbegFyWSG0Gww2VQOkzzqAjtwxzMY%3D&reserved=0
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZG9jdW1lbnRzL3RpbWVsaW5lL3RpbWVsaW5lXzIwMjQucGRmIiwiYnVsbGV0aW5faWQiOiIyMDIzMTExMy44NTU4MDkxMSJ9.o6KG8B6j5IPpekLTvSBv8T3WMFbLz-6JBUIQvAm4CQI/s/973866651/br/230648639874-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDIsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZG9jdW1lbnRzL2N1c3RvbWVyX3Byb2NlZHVyZXMvcHJvY2VkdXJlc18yMDI0LnBkZiIsImJ1bGxldGluX2lkIjoiMjAyMzExMTMuODU1ODA5MTEifQ.ZG8RCoKKdR9LE4GUC4ktwdZ_We0fntiAnjkwF_BePyg/s/973866651/br/230648639874-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDYsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZm9ybXMvUGF5X1JhaXNlX0FnZW5jeV9SZXF1aXJlbWVudHNfVE1HVF9UYWJsZXNfRm9ybS5wZGY_ZG93bmxvYWQ9dHJ1ZSIsImJ1bGxldGluX2lkIjoiMjAyMzExMTMuODU1ODA5MTEifQ.uaaWsckoJhzBdGleXfmOES-QTzT82L9pPssGsx7L4ao/s/973866651/br/230648639874-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDQsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZm9ybXMvY29udGFjdF9mb3JtLnBkZiIsImJ1bGxldGluX2lkIjoiMjAyMzExMTMuODU1ODA5MTEifQ.va_Zbdf2bfn1Z07FmUJus8tqlPIJ0s5LIvt2OfGIjb0/s/973866651/br/230648639874-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZG9jdW1lbnRzL3RpbWVsaW5lL3RpbWVsaW5lXzIwMjQucGRmIiwiYnVsbGV0aW5faWQiOiIyMDIzMTExMy44NTU4MDkxMSJ9.o6KG8B6j5IPpekLTvSBv8T3WMFbLz-6JBUIQvAm4CQI/s/973866651/br/230648639874-l

Agency deadline for submitting Agency Test Participation (SSN File) forms to
the Annual Pay Raise Mailbox, using the password provided by NFC.

Agency deadline for submitting Agency Security Access Requests via
ServiceNow.

Friday, January 5, 2024 (by 12:00pm CST)

Agency deadline for submitting Annual Pay Raise requirements and Table
Management (TMGT) updates. Due to the impact of end-of-year holidays on this
project, the processing dates identified in the 2024 Annual Pay Raise Activities
TIMELINE must be followed to ensure that the January 2024 pay increase is
processed as scheduled. There will be no extensions.

o For Agency-specific TMGT table updates that should be processed
manually for Tables 16, 29, 52, and 98, Agencies are required to submit
updates to the TMGT Team via the ServiceNow procedures for TMGT
updates through Agency-authorized personnel only.

= ServiceNow request tickets must be submitted as a request, and
not an incident, to the PaPB/QCS group for processing and screen
prints are required with each update to ensure accuracy.

= Agency Requirements/TMGT Tables Forms relating to those
manual TMGT table updates MUST be submitted to the Annual Pay
Raise Mailbox, Annual.PayRaise@usda.gov, with the ServiceNow
ticket number entered on the form for tracking purposes.

o For TMGT table updates that should be processed via batch load,
Agencies will be required to submit their Agency Requirements/TMGT
Tables Forms to the Annual Pay Raise Mailbox,
Annual.PayRaise@usda.gov, along with the associated table update
requests.

NOTE: Agency-specific requirements and table updates received after
12:00 p.m. central standard time on Friday, January 5, 2024, may be
processed retroactively in a later pay period as a separate project based
on an Interagency Agreement with your Agency. If the President signs
the Executive Order late, the deadline will be adjusted accordingly.



mailto:Annual.PayRaise@usda.gov
mailto:Annual.PayRaise@usda.gov

Thursday, January 18, 2024

e Agency deadline for submitting Agency Status Reports (with approval/findings
for the verification of TMGT and EmpowHR table entries) to the Annual Pay
Raise Mailbox.

Friday, January 19, 2024

e Agency deadline for submitting Agency Status Reports (with approval/findings
for the verification of TEST PINE Pass 01 data and TEST PAYE Pass 01 data) to
the Annual Pay Raise Mailbox.

e Agency deadline for cleaning up PRODUCTION suspense to ensure pay
adjustments for 2024 will process correctly.

Wednesday, January 24, 2024

e Agency deadline for submitting Agency Status Reports (with approval/findings
for the verification of PRODUCTION PINE Pass 01 data) to the Annual Pay
Raise Mailbox.

Agencies should review the 2024 Annual Pay Raise Customer Procedures for complete
guidance regarding the overall project. Please be reminded that the 2024 Annual Pay
Raise Agency Requirements/TMGT Tables Form is only required for those pay plans

with “special” requirements that your Agency wants processed by NFC. As stated on
page 5 of the customer procedures, Agency Requirements/TMGT Tables Forms are not
required for those pay plans listed under Federal Pay Increases Not Processed or for

those pay plans listed under Federal Pay Increases Processed Automatically. NFC will

perform those actions by default.

Agencies should review the current 2024 Annual Pay Raise Agency Contacts List (see
attachment) to verify that the Agency Contacts identified are valid. NFC has received
verification from those Agencies marked with a “Y”.

e If changes are required, please complete the 2024 Annual Pay Raise Agency

Contact Information Form and submit your changes to the Annual Pay Raise
Mailbox.



https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDIsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZG9jdW1lbnRzL2N1c3RvbWVyX3Byb2NlZHVyZXMvcHJvY2VkdXJlc18yMDI0LnBkZiIsImJ1bGxldGluX2lkIjoiMjAyMzExMTMuODU1ODA5MTEifQ.ZG8RCoKKdR9LE4GUC4ktwdZ_We0fntiAnjkwF_BePyg/s/973866651/br/230648639874-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDYsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZm9ybXMvUGF5X1JhaXNlX0FnZW5jeV9SZXF1aXJlbWVudHNfVE1HVF9UYWJsZXNfRm9ybS5wZGY_ZG93bmxvYWQ9dHJ1ZSIsImJ1bGxldGluX2lkIjoiMjAyMzExMTMuODU1ODA5MTEifQ.uaaWsckoJhzBdGleXfmOES-QTzT82L9pPssGsx7L4ao/s/973866651/br/230648639874-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDYsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZm9ybXMvUGF5X1JhaXNlX0FnZW5jeV9SZXF1aXJlbWVudHNfVE1HVF9UYWJsZXNfRm9ybS5wZGY_ZG93bmxvYWQ9dHJ1ZSIsImJ1bGxldGluX2lkIjoiMjAyMzExMTMuODU1ODA5MTEifQ.uaaWsckoJhzBdGleXfmOES-QTzT82L9pPssGsx7L4ao/s/973866651/br/230648639874-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDQsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZm9ybXMvY29udGFjdF9mb3JtLnBkZiIsImJ1bGxldGluX2lkIjoiMjAyMzExMTMuODU1ODA5MTEifQ.va_Zbdf2bfn1Z07FmUJus8tqlPIJ0s5LIvt2OfGIjb0/s/973866651/br/230648639874-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDQsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vbmZjLnVzZGEuZ292L0NsaWVudFNlcnZpY2VzL0hSX1BheXJvbGwvUGF5UmFpc2UvZm9ybXMvY29udGFjdF9mb3JtLnBkZiIsImJ1bGxldGluX2lkIjoiMjAyMzExMTMuODU1ODA5MTEifQ.va_Zbdf2bfn1Z07FmUJus8tqlPIJ0s5LIvt2OfGIjb0/s/973866651/br/230648639874-l

e If no changes are required, please send an email to the Annual Pay Raise
Mailbox stating that no changes are required for your Agency.

If you have any questions/comments regarding this notification, please send an email to
the Annual Pay Raise Mailbox at Annual.PayRaise@usda.gov.

Thank You,
2024 Annual Pay Raise Team


mailto:Annual.PayRaise@usda.gov

