
 

 

Sample Absent for Uniformed Services (NOA 473) 

Do not use for:  

• Extensions of LWOP.  

• Return to duty actions.  

Include on the RPA (always complete Part A):  

• Include the employee name in Part B of the RPA.  

• In Block 5-A you must select the appropriate NOAC from the List of Values (LOV).  If the NOAC requires a NTE 

date make sure that it is entered. 

 

***The effective date for this action should be the same date that military duty begins*** 

 

 

 

 

Double Click on Request for Personnel 

Action 

 

 



 

 

 

 

 

 

 

 

Fill Part A –Requesting Office. 

 Fill Part B – For Preparation of SF 50 

 

Type in your Nature of Action.  Use 

the LOV button if NOA is unknown. 

Click on the yellow Notepad icon.  



 

 

 

 

 

 

 

 

 

Click “NEW”  

Add the following information into the Notepad:  

 

1) Orders for military duty submitted. 

2) Checklist for extended military duty has been 

filled out & submitted with this request 

3) TSP 41 has been submitted if employee has a 

TSP Loan. 

(*Can be emailed to Services section if attachment 

does not work) 

4) FEHB election (see checklist for options) 

5) Annual leave:  paid out or keep 

 

Supervisor Contact Information:   

 Email Address: 

 Phone Number: 

Click “OK” after 

you have added 

notes.  

Click on the “SAVE” Icon  



 

 

 

 

 

 

 

 

 Click on the “YES” Icon  

 

Click on “SELECT Groupbox”  

Type applicable groupbox in 

front of the percent sign then 

click find. 

Send the action to your 

assigned groupbox. 

 Click “OK” 



 

 

   

Add/edit your “Routing/Comments” in your inbox/groupbox.   

 

Click the “Gold Disc” Save Icon 

You must also submit a military orders and the checklist (TSP 41 if applicable). No action will be completed on this 

ERPA without the necessary documents. 

**Note** If you have any questions on this Electronic Request call DSN: 724-3712/3705/3709 or COM: 608-242-

3712/3705/3709. 

 

 

Click “ok” again. 

 


