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West Civilian Personnel Operations Center (WCPOC)

Human Resource Development Division

The West CPOC plans to host a Coding Personnel Actions training course at Fort Huachuca, Arizona from 3-7 May 2004.  Instructors from the Southeastern Training Associates in Murrells Inlet, South Carolina will conduct this class.  
CODING PERSONNEL ACTIONS 

Course Description:  
Personnel actions are the essential records of individual employees and are frequently used as the key documents in employee entitlement determinations. This course will provide hands-on instruction in the proper use of  OPM's Guide to Processing Personnel Actions.

Course Outline:  

· How to read Decision Logic Tables used to identify required data elements to process personnel actions (SF-52s, SF-50s, RPAs)
· Conducting research in Title 5 CFR

· Calculating SCD for leave 
· Determining WIGI dates 

· Determining tenure and probation dates

Where:
The Quality Training Center 

Classroom #3



Ft. Huachuca, AZ 
When:
3-7 May 2004

Time:        Starting time:  0800 hours

          Ending time:  1600 hours

Pre-course Requirements:

Each student needs to bring the OPM Guide to Processing Personnel Actions (35 chapters) and OPM's VetGuide (40-pages plus Appendices A through D). Students will also need calculators for the Wednesday and Friday sessions (days #3 and #5). 

Who Should Attend:   

This course is designed for human resource specialists, assistants and clerks tasked with the responsibility for processing personnel actions and who subsequently need to understand the OPM Guide to Processing Personnel Actions. CP-10 interns, local interns and functional trainees are also eligible to attend this course. Other individuals interested in completing this class may be considered on a space available basis. 

For additional information: 

Please contact Sammy Arciniega at the West CPOC, phone (520) 533-8304 or 

DSN 821-8304 or e-mail Sammy at: florencio.arciniega@cpocwcp.hua.army.mil 

