Sample Separation US (NOA 353)

Used for all types of separations (listed below). Contact your HRO if you are not sure of the correct type of separation.
e Separation - US
Include on the RPA (always complete Part A):
e Employee name in Part B.
¢ In Block 5-A you must select the appropriate NOAC from the List of Values (LOV).
Please use the Notepad to document the reason for separation as well as the forwarding address of the separating

employee.
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Functions Double Click on Request for

Request for Personnel Action: Personnel Action

Enter Personnel Action Information

Request for Personnel Action op Ten List

Mass Actions
Civilian Inbox
Workflow Inbox
Breakdown Folder
People
Recruitment

Work Structures
PSEUDOSFa0
View

Processes and Reports
Coredoc

PAYS00

Paw Status

Functions

Request for Personnel Action:Separation

Separation from Federal Service

Long-term Training
Recruit / Fill

Return to Duty

RIF Exception

Salary Change
Separation

Student Loan Repayment

Foreign Language Prof Pay

USUHS Salary Change

+ Mass Actions

Civilian Inhox
Workflow Inbox
Breakdown Folder
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. Civilian Workflow Inbox

. Requests: Submit

. Combined Person & Assignment Form

. Payroll 500 format

. Payroll Processing Status

. Define Position

. Define PA Request - Cancellation/Correc
. F4 Define PA Request - CDA Correction

. Define PA Request - Reassignment
. Define PA Request - Promotion

Top Ten List

1.
2. Combined Person & Assignment Form
3. Define PA Request - Non Pay/Non Duty Status

Civilian Workflow Inbox

. Define PA Request - Return to Duty

. Define PA Request - Cancellation/Correction
. Define PA Request - Separation

. Define PA Request - Appointment

. Requests: Submit

. Payroll 500 format

. Payroll Processing Status
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Reqguesting Info

PART A - Requesting Office
1 Actions Reguested

d N (Sep in

Fosition Data

Fill Part A —Requesting Office.

I Hequest Murmber

|Separatiun

3 For Additional Information Call
|0twaska, Stacy L
5 Action Reguested By (Full Marme)

Telephone Mumber
|DSN: 7243712 06-APR-2011

Title Reguest Date

ASAP
I

4 Prop, Eff. Date

DYKSTRA, JUNE A.
B Action Authorized By (Full Mame)

|ASSISTANT HUMAN RESOI |21-MAR2I]11
Title Concurrence Date

|Kappus, Ricky N

PART B - For Preparation of SF 50
1 Last Mame

|DIRECTOR OF MANPOWER |21-MAR-2I]11

Fill Part B — For Preparation of SF 50

First Marme

2 Social Security MNurnher

I Effective Date

FIRST ACTION SECOND ACTION
5-4 Code  5-B Mature of Action B-A Code B-B Mature of Action
E |— |Separatiun-US | |
B-C Code B-D Legal Authority
B-E Code B-F Legal Authority

Histary

Type in your Nature of Action. Use
the LOV button if NOA is unknown.

l Others... (D) .

Heguesting Office
Heguested

Position Data

i, Rautine

Remarks and Address

Employee and Fosition Data

Z Request Mumber

hn
itional Information Call (Ful

| Mame) Telephone Mumhber 4 Prop. Eff. Date  ASAP

Stacy L
eguested By (Full Marme)

DSN: 7243712 06-APR-2011 r

Title Reguest Date

Click on the yellow Notepad icon.

|ﬂSSISTANT HUMAN RESOI |21-MAR2I]11
Title Concurrence Date
|DIRECTOR OF MANPOWER |21-MAR2I]11

PART B - For Preparation of SF 50
1 Last Mame

First Marme fliddle Marme

2 Social Security Number

4 Effective Date

3 Diate of Birth

FIRST ACTION SECOND ACTION
5-4 Code 5-B Mature of Action B-4 Code B-B Mature of Action
E |— |Separatiun-US | |
5-C Code 5-0 Legal Authaority 5-C Code 5-0 Legal Autharity
5-E Code 5-F Legal Authority 5-E Code G-F Legal Authority
l Histary l Extra Information l Person l Fasition (B) l Others... (DY .




Motepad

Click “NEW”

Click “OK” after
you have added
notes.

attachment
feature doesn’t work)
3) FEHB election

Supervisor Contact Information:

Email Address:
Phone Number:

benefits information.***

Add the following information into the Notepad:

1) Effective date of separation for military duty.
2) Copy of military orders attached to request
(Can be emailed to service section of HR if

4) Current/forwarding address of employee.

***Employee should contact Human Resources for

|Kappus, Ricky H

PART B - For Preparation of SF 50
1 Last Mame

First Mame

|DIRECTOR OF MANPOWER |21-MAR2I]11

Middle Mame

ASAP

—

Regue mployee and Position Data Remarks and Address

PART A - F sti

1 Actions | ested 2 Reguest Mumber

|Separatiun |

3 For Additianal Information Call (Full Mame) Telephone Mumber 4 Prop. Eff. Date
\Otwaska, Stacy L DSN: 7243712 06-APR-2011

5 Action Regquested By (Full Mame) Title Reguest Date
|DYKSTR}1, JUNE A. |ﬂSSISTﬂNT HUMAN RESOI |21-I'U'II\R2I]11

B Action Authornized By (Full Mame) Title Concurrence Date

2 Social Security Mumber

3 Date of Birth

4 Effective Date

FIRST ACTION

SECOND ACTION

5-4 Code 5-B Mature of Actian 6-A Code B5-5 Mature of Action
E r |Separatiun-US | |

5-C Code 5-0 Legal Authority B-C Code B-D Legal Authority

5-E Code 5-F Legal Autharity 6-E Code B-F Legal Authority

\l History

I Extra Information

Fosition (B)

Person I l Others... (D)




Click on the “YES” Icon

O Routing

ROINT

. . 4 Prop. Eff. Date  ASAP
® Select Routing List E n

® Select Person Reguest Date
_mequest tate

Display Mame

WIT2BACE
W 2BARMW
WIARMNG
WIARSAD
WIARSMO
WICLS
WIHRO
WIIFHQ
WIIOBS
WISTF
WISWCS
WILISPFO
WI_ACTION_RER

W128ACE
W12 BARW
WIARNG
WIARSAD
WIARSMO
WICLS
WIHRO
WIIFHQ
WIJOBES
WISTF
WISWVCS
WILSPFO
WI_ACTION_RER

Click on “SELECT Groupbox”

Type applicable groupbox in
front of the percent sign then
click find.

Send the action to your
assigned groupbox.

O Raouting

RoutingTo
% Select Routing List
Select Person

% Save and Hold in Personal Inbox
% Update HR

BB | (LT

Printer
Print Back Page

Click “OK”




st Murmber ;11

Click “ok” again.

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

= AD
Routing / Comments INITIATOR  |Date Sent FROP-EFF-OT || Status  [NOA |NOA - translated Name
FSS-Rtd See Netepad-Donochue WI115FwW |17-FEB-2011 Open s =
FSS - Pending Rev - McDonald WI116FW [16-FEB-2011 Open s
Horn-Need Notepad Rmks- Donohue|WI128ACS [18-FEB-2011 Open 1930 |Detail NTE 31-DEC-2011
Horn-Meed Notepad Rmks- Donohue|VYWI128ACS [18-FEB-2011 Open |703 |Prometion NTE 02-JUL-20
FSS-Rtd See Notepad-Donohue WI128ARW |17 -FEB-2011 Open s
Watkins-Working HOLD-YVatkins WIARSAQ |09-FEB-2011 Open s

Click the “Gold Disc” Save Icon

Attach or email the necessary documents. No action will be taken on this request unless the necessary documents
are receive by HR.

Please ensure your employee contacts HR for benefits information.

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



