Information required on the RPA notepad:
Position Hierarchy information:
1st level supervisor:  Name, email address, phone number, and position title (Pay Plan-Series-Grade, and position description number if civilian supervisor)

2nd level supervisor:  Name, email address, phone number, and position title (Pay Plan-Series-Grade, and position description number if civilian supervisor) 
TFMB approval: Yes/No/N/A
TFMB approval #:
Double encumber: Yes/No
Overhire: Yes/No
Vice: 
Vacant Since/Expected Vacancy Date: 
Nature of action:  
BIC:  
Position Title:  
Pay Plan-Series-Grade:  
Position description (PD) number: 
PEN: 
BEA: 
BESA: 
UIC:  
DCPDS Organization Code (Table 30): 
BUS CODE (Bargaining Unit Status):  
GEO Local Duty Station Code: 
Camp:  
Cost Center Code: 
FIP: 
Funding Type:  Direct

The fund manager must electronically sign block #6 within the RPA, to validate whether sufficient funding is available to support this RPA.
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