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SUSPENSE REPORT VIA ART:  If you’re a supervisor with access to ART you may not know that you can easily track suspenses on your employees.  Suspenses, for example, on such personnel actions as expiration of:  temporary appointment; leave without pay; DEROS date; probationary period; temporary promotion; and when a within grade increase is scheduled.  To access this suspense report, just follow these simple instructions:

From the ART Main Menu:

1.  Click on “suspenses”

2.  Click on “proceed to helpdesk”

3.  Click on “CPAC”

4.  Scroll down to Wuerzburg and click on “Wuerzburg”

5.  Click on “view details”

A list will appear for the Wuerzburg area of all employees who are suspensed for a number of different personnel actions (some of which are mentioned above).  You need to know your organization code in order to find your employee(s).  To the left of the employee’s name is the date of suspense.  The CPAC encourages you to submit RPA’s to extend suspenses or effect conversions no later than two full pay periods prior to the suspense date listed.  (NOTE:  Within Grade Increases are automatic unless you advise the CPAC in advance of the suspense date that you wish you withhold the WIGI for disciplinary reasons.)

EXTENDING TEMPORARY APPOINTMENTS NOT TO EXCEED 30 SEPTEMBER 2003:  As you know we are fast approaching the end of  Fiscal Year 2003.  On 30 September 2003 many of our temporary employees’ appointments will expire.  You are highly encouraged to use the instructions in the above article to determine when your temporary employee’s appointment will expire and submit an RPA to extend them in a timely manner, i.e., in sufficient time to ensure the RPA will be processed by the Civilian Personnel Operations Center before the employee drops off Federal rolls – we recommend submission no later than two full pay periods prior to the suspense date.  

Contact your CPAC Generalist if you have questions on either article.
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