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IMPORTANT: Submit completed Agency Requirements/TMGT Tables Forms to the Annual Pay Raise Mailbox Annual.PayRaise@usda.gov with SUBJECT: Project [Number]-Agency Requirements/TMGT Tables Form for [DEPT/AGCY].  Forms received after the deadline may not be included and will be processed retroactively, as a separate project based on an Interagency Agreement with the Agency. Please follow form instructions carefully for each section. Failure to do so may result in a delay or inaccurate results. 
 
For requirements that include TMGT table updates that should be processed manually, Agencies are required to submit updates via the new ServiceNow procedures for TMGT updates (see INQUIRY 20-05, Procedural Change in Requesting TMGT Updates, dated September 23, 2020). Enter the ServiceNow ticket number below for tracking purposes, then proceed to GENERAL INFORMATION.
For requirements that include TMGT table updates that should be processed via batch load, proceed to GENERAL INFORMATION.
General Information
Is this a revision to a previous submission? 
If the answer is no, proceed to Section A.  If the answer is yes, enter the NFC Control Number below for the form it replaces, select the type of revision, and explain in detail what revisions are being included.
For revised TMGT table updates that should be processed manually, Agencies are required to submit revisions via the new ServiceNow procedures for TMGT updates (see INQUIRY 20-05, Procedural Change in Requesting TMGT Updates, dated September 23, 2020). Enter the ServiceNow ticket number below for tracking purposes. 
 
For revised TMGT table updates that should be processed via batch load, Agencies must identify revisions by using special markers to ensure that the changes can be easily identified by the processing team. Place `REVISION BEGINS' at the beginning of the revised information and place `REVISION ENDS' at the end of the revised information. Information included on the original form should not be deleted from the revised form.
Section A:  Agency Contact Information (Only one Pay Plan is allowed in this section) 
Approved Point of Contact (POC) Information
Section B:  TMGT Table Updates (For batch load processing only)
Does this pay plan require specific TMGT Table Updates? Check only one box. 
If the answer is no, proceed to Section C. If the answer is yes, enter the table updates in the appropriate section(s) below. Check all that apply.
Table 16  - Geographical Location Codes with Names 
Enter the new data values in the table provided. Leave the ending effective date blank for the default date of 12/31/49. If 50 entries or more, provide update as separate attachment in Microsoft Notepad text (.txt) format for loading to TMGT. Complete lines below.
Locality Rate Name
Locality Name
Duty Station Code
Begin Effective Date
End Effective Date
Percentage Rate
 Table 29  - Pay Table Rates
For all batch requests (for 50 or more entries), provide each update as a separate attachment in the Microsoft Excel file layout provided byNFC, save as a Microsoft Excel File (.xls) and list the file name below. For all manual requests (less than 50 entries), provide Table 29 screen images in Section F, Special Requirements with the updates clearly marked. Complete lines below.  
Excel File Name
Excel File Name
Excel File Name
 
Table 30  - Payroll Constants
Complete lines below.
Table 30 Field Name
Data Value
  
Table 52  - Remarks Code and Descriptions 
Check all that apply. 
Leave the End Effective Date blank to defalt to 12/31/49. Complete lines below. 
Remark Code
Beginning Effective Date
Last Effective Date
Remarks Alpha
 
Table 55  - Minimum and Maximum Salaries 
Complete lines below.
Table 55 Field Name
Data Value
 Table 84  - Salary Differential 
Leave the End Effective Date blank to default to 12/31/49. Complete lines below.
Locality  Name
Duty Station Code
Begin Effective Date
End Effective Date
Differential Rate
Reduced Differential Rate
 Table 98  - Salary Ranges (Pay Bands)
USE THIS SECTION FOR LESS THAN 50 ENTRIES.  Leave the End Effective Date blank to default to 12/31/49. Complete lines below. 
Pay Plan
Grade  (Band)
Begin  Effective Date
End Effective Date
Minimum Annual
Maximum Annual
Excel File Name
Excel File Name
Excel File Name
 USE THIS SECTION FOR 50 OR MORE ENTRIES.  Provide each update as a separate attachment in the Microsoft Excel file layout provided by NFC and save as a Microsoft Excel File (.xls). Complete lines below. 
Section C:  NFC Processing Action 
Check only one option.
Section D:  Nature of Action Codes and Legal Authority Codes
Check only one option.
NOTE:  NFC will only process the first 20 characters.
NOTE:  NFC will only process the first 20 characters.
Section E:  Effective Date and Authentication Date
Check only one option.
Section F:  Special Requirements
 Additional information (e.g., special agency memos and agency letters with pertinent details and requirements relating to the annual pay raise, and other required information not addressed on this form), MUST be included in this section.  Documents submitted separately will not be reviewed by NFC and will not be processed by NFC (no exceptions). 
Include contact name and phone number in the event additional clarification is required.  Also, include the NFC Control Number if known.
 
 
Section G:  NFC Review Comments (FOR NFC USE ONLY) 
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