USDA National Finance Center
sl CAPPS Notification

2025 Annual Pay Raise Kickoff Package

November 18, 2024
Reference Number: NFC-1731597628

Dear Customer,

NOTE: The contents of this notification and other pay raise resources can be viewed
online at the Annual Pay Raise Web Site.

The 2025 Annual Pay Raise is quickly approaching, and it is time to start our
coordinated efforts. The National Finance Center (NFC) has not received official
notification from the Office of Personnel Management regarding a January 2025 pay
increase for Federal employees, but we must be prepared to begin work on short notice.

The 2025 Annual Pay Raise Project has been assigned NFC Project Number 76401 for
tracking purposes. Attached is the project information regarding this year’s pay raise
process. Please complete all forms and return by the stated deadlines on the 2025
Annual Pay Raise Activities TIMELINE.

Agency-specific pay raise requirements received either past the stated deadlines or
identified as outside the normal scope of the Annual Pay Raise Project will be forwarded
to the NFC GESDREQUEST Mailbox, NFC.GESDREQUEST @usda.gov, for a new
project to be established. In those instances, an Interagency Agreement may be
required, so please allow sufficient time for the new project to follow normal procedures.

Due to this project’s impact on the end-of-year holidays, the processing dates identified
on the 2025 Annual Pay Raise Activities TIMELINE must be followed to ensure that the
January 2025 pay increase is processed as scheduled. The FINAL DEADLINE for
Agencies to submit annual pay raise requirements and Table Management System
(TMGT) updates is 12 p.m. CST, Friday, January 3, 2025. There will be no extensions,
so please ensure that your Agency-approved point(s) of contact (POCs) are aware of
this date and plan submissions accordingly.



https://www.nfc.usda.gov/ClientServices/HR_Payroll/PayRaise/index.php
mailto:NFC.GESDREQUEST@usda.gov

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 Payroll Processing Branch/Quality Control Section for
processing. Screen prints are required with each update to ensure
accuracy.

Agency Requirements/TMGT Table Forms relating to 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.

For TMGT table updates that are 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.

The 13 links and one attachment are as follows:

1) 2025 Annual Pay Raise Activities TIMELINE

2) 2025 Annual Pay Raise Customer Procedures

3) 2025 Annual Pay Raise Agency Status Report

4) 2025 Annual Pay Raise Agency Contacts List (See Attachment)

5) 2025 Annual Pay Raise Agency Contact Information Form

6) 2025 Annual Pay Raise Test Participation (SSN File) Form

7) 2025 Annual Pay Raise Agency Requirements/TMGT Tables Form

8) INSTRUCTIONS for Submitting TMGT Table Updates via ServiceNow

9) File Layout - TMGT Table 029, PAY TABLE RATES (for Pay Raise)

10) File Layout - TMGT Table 029, PAY TABLE RATES (for Wage Grades-Hourly

Rates ONLY)


mailto:Annual.PayRaise@usda.gov
mailto:Annual.PayRaise@usda.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2Ftimeline%2Ftimeline_2025.pdf&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150438948%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=yO403zqhhGZRPPQ%2B8f1ZGIB4h2TwoQ7cZMlNVPw9slI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2Fcustomer_procedures%2Fprocedures_2025.pdf&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150456366%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=9J2qoH7qK1ZuMkWDhX7N7ULhW98u%2FBPAWaVxWBTRjjg%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2FPay_Raise_Agency_Status_Report.docx&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150471097%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=qQJA%2B9d7wJzi82k7nCkJpATU5xkd2Xxzm6zPwFzPkfw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fforms%2Fcontact_form.pdf&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150485584%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=pM%2BoTqEFJk9YvV4rMeyIvY8pjkJXgoH6vMjyI41n%2BJA%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fforms%2FPay_Raise_Agency_Test_Participation_Form.xlsx&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150499865%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=xP9mphGQgdYjntVyFHdTAJADjCh2LvLAFYV%2BSa%2FVlEs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fforms%2FPay_Raise_Agency_Requirements_TMGT_Tables_Form.pdf&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150828901%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=GWnJib74OYC1XU30h7EPRMIFw%2FViLU%2Fl7h69RtyUoKw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2FInstructions_for_Submitting_TMGT_Table_Updates_via_ServiceNow.pdf&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150854690%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=IicD%2BFFWGhSKbpmEtYcK%2FMj5rsX4doxYXttK%2FtOoKRk%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2FTBL029_File_Layout_Pay_Raise.xlsx&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150876582%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=6zdbRX9gQdCJL5viaU2ngoxuOTfravcycqAEZ%2Fw2P4M%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2FTBL029_FWS_File_Layout_Wage_Grades_Hourly.xlsx&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150898527%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=kolY2ezvg6jVWkhaalu393JamQh%2BaaOJEMDyPSWgPEE%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2FTBL029_FWS_File_Layout_Wage_Grades_Hourly.xlsx&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150898527%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=kolY2ezvg6jVWkhaalu393JamQh%2BaaOJEMDyPSWgPEE%3D&reserved=0

11) File Layout - TMGT Table 098, SALARY RANGES-Pay Bands (for Pay Raise)

12) INSTRUCTIONS for Completing the Three NFC File Layouts in Items 9-11 Above

13) “2024” Annual Pay Raise Bulletin

14) “2024” FAQs for Annual Pay Raise

NFC will conduct a kickoff meeting with Agencies on Wednesday, November 20, 2024.
This meeting is to ensure that Agencies are aware of the annual pay raise effort and the
required processing activities for PP 01, 2025. Please click 2025 Annual Pay Raise
Kickoff Meeting Presentation to review the PowerPoint presentation for this meeting.
The Client Management Branch (CMB) will send out invitations via Microsoft Teams.

Training sessions for Agency-approved POCs only, will be held to discuss completing
the Agency Requirements/TMGT Tables Form. The session for Tuesday, December 10,

2024, will be recorded, and the session for Wednesday, December 11, 2024, will not be
recorded. CMB will send out invitations via Microsoft Teams.

If you are no longer the contact for this annual project, please have your Agency submit
the 2025 Annual Pay Raise Agency Contact Information Form to the Annual Pay Raise
Mailbox, Annual.PayRaise @usda.gov, with the new POC’s information.

If you have any questions/comments regarding this notification or need to submit any
pay raise forms, please send an email to the Annual Pay Raise Mailbox,
Annual.PayRaise@usda.gov.

Thank You,
2025 Annual Pay Raise Team


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2FTBL098_File_Layout_Pay_Raise_Salary_Ranges.xlsx&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150921323%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Gv5C0HGtF87bH05Sybw7QroguVCzaE2AmL9EVAl9yZc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2FInstructions_for_Three_NFC_File_Layouts.pdf&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150943032%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=S9pZBYiDVHpuWrSD%2FHh1wCNwt9%2FRfMICFhzS0jYiz4Q%3D&reserved=0
https://help.nfc.usda.gov/bulletins/2024/1705079869.htm
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2Ffaq%2Ffaq_2024.pdf&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150985788%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=L98IM%2BdKl31v2%2FkjktvTx0x3HJOpPT2K7fOYziDPl%2Fs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2F2025_Annual_Pay_Raise_Kickoff_Meeting.pptx&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150414281%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=4S3J3qDQ3d5QyoBHyT8i8Y%2Bq3ksTd9I9Vs6B8CogwZk%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnfc.usda.gov%2FClientServices%2FHR_Payroll%2FPayRaise%2Fdocuments%2F2025_Annual_Pay_Raise_Kickoff_Meeting.pptx&data=05%7C02%7Ccarla.henderson%40usda.gov%7Ce885e2a02f8c46bff24d08dd041cd854%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638671244150414281%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=4S3J3qDQ3d5QyoBHyT8i8Y%2Bq3ksTd9I9Vs6B8CogwZk%3D&reserved=0
mailto:Annual.PayRaise@usda.gov
mailto:Annual.PayRaise@usda.gov

