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Award/One-Time Payment–846
Use for individual awards for employees (monetary or time off). Do not use for:Quality Step 
Increase (QSI) – use Salary Change: rregular Performance Pay 
 
Required Documents – None, however justification is required in the remarks section 
 
On the Navigator, select “Request for Personnel Action” and then select “Award/One-Time 
Payment” 
Use the notepad if you have additional comments about the action (see Attaching a Note to your 
RPA). 

 

 

 
  
 

Complete all of PART A.  Blocks 5 
and 6 can only be completed by the 
person who has the request.   
 
For Part B, Start by entering the 
effective date in block 4 and the 
SSAN in block 2.  Information for 
blocks 1 and 3 will auto-populate.  
Next Enter 846 in block 5-A .   
 
 
 
 
 
 
 
 
 

 
 
For this request, position 
information will auto-populate.  You 
will enter the number of hours 
requested in the Award box 
indicating “H” for the unit of 
measure UoM.   
 
Refer to TPR451 for the number of 
hours authorized for approval at 
each level of supervision.   
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Leave this page blank 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Enter the justification for giving the 
member a Time Off Award in Part 
D.    You’ll also leave Part F, blank 
 
 
 
 
 
 
 
Next click on the disk on the top 
row of symbols and select “Yes” 
when asked about Routing the 
request. 


