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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure No. E-01-09, Procedures for Planning and Conducting a Reduction-in-Force (RIF)

1.  Purpose.  The purpose is to implement a uniform policy for planning and conducting RIFs.  Where this policy is silent regarding an aspect of RIF, regulations and requirements of higher authority are controlling.

2.  Scope.  The provisions of this plan apply to all activities serviced by the West Civilian Personnel Operations Center (WCPOC).  When any provision conflicts with an agreement negotiated under the Federal Service Labor-Management Relations Statute, as set out in Title 5 United States Code (U.S.C.) Chapter 71, the negotiated agreement is controlling.

3.  References:

a. Title 5 U. S. C. 3501-3504

b. Title 5 Code of Federal regulations (CFR) Part 351

c. Office of Personnel Management (OPM) Restructuring Handbook

d. Department of Defense Priority Placement Program Operations Manual

e. Army Regulation (AR) 690-351-1

f. AR 5-10

g. Relevant Merit Systems Protection Board decisions

h. Civilian Personnel Operations Center Management Agency (CPOCMA) Guidance Memorandum 00-34

i. CPOCMA Guidance Memorandum 00-43

j. Department of Army (DA) Business Process Map (BPM) S12

k. DA Task List – Reduction-in-Force (RIF)

4.  Definitions.  The definitions used in Title 5 CFR, Part 351 will be used in administering this policy.

5.  Responsibility.  The pre-planning phase of RIF is a joint responsibility of management, the servicing Civilian Personnel Advisory Center (CPAC) and the WCPOC.  Together, these parties will develop a plan of action with milestones and ground rules.   Decisions and documentation associated with the RIF must be completed and provided to the WCPOC before the RIF can be accomplished.  Although the team will work closely together, the following tasks are associated with a specific lead organization as follows:
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a. Management and CPAC will work together to:

(1)  identify and communicate to the WCPOC the scope, reason and effective date of the RIF;

(2)  provide WCPOC with a copy of the authorization for RIF, and any directives or labor agreements governing how RIF is conducted;

 (3)  identify the positions to be abolished in RIF;

 (4)  identify what vacancies (if any) will be used in RIF;

 (5)  determine cut-off dates for performance appraisals, update of employee records, and position/personnel actions;

 (6)  obtain authorization and conduct early Priority Placement Program registration, if appropriate;

 (7)  develop appropriate position management policies, and ensure that all position/job descriptions are accurate;

 (8)  provide WCPOC with conditions for conducting RIF/Mock RIFs, identify any supplemental labor agreements on conducting the particular RIF, and assist in developing RIF qualifications guidelines (including when and how qualifications will be waived or modified for RIF vacancies);

 (9)  determine whether Excepted Service positions will be included in RIF, and if so, how (what assignment rights will be extended if any, etc.);

 (10)  determine how RIF notices will be delivered, who will sign, and when and how notices will be issued to employees;

 (11)  coordinate transition assistance efforts;

 (12)  coordinate with local bargaining unit officials;

 (13)  forward appropriate Requests for Personnel Action (RPA) to the CPOC for RIF processing.

b. The CPAC  will:

(1)  request MACOM/HQDA approval for RIF;

 (2)  administer and process VERA/VSIP applications and approvals, when appropriate;

 (3)  provide employee briefings;

 (4)  issue RIF letters.  If a determination is made which results in changes to any letters, the WCPOC will make the necessary changes and forward the amended letters to the CPAC for issuance.  CPACs and management officials may not change or amend RIF notification letters. 

 (5)  counsel employees on PPP registration, RIF, and related matters;

 (6)  register employees in PPP Reemployment Priority list and any local programs;

 (7)  advise management of RIF policies, requirements and flexibilities;
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 (8)  obtain any security clearances and ensure completion of any physical examinations required because of RIF placement:

 (9)  forward receipted copies of the acceptance/declination letters to the WCPOC as soon as possible after received from the employee;

 
 (10)  complete RIF/VERA/VSIP reports.

c. The WCPOC will:

 (1)  determine/review competitive levels and lines of progression in consultation with CPAC and managers.

 (2)  review OPF(s) and EPF(s) to verify RIF related information (i.e., SCD, Veterans Preference, Appraisals, etc.) and ensure MDCPDS database is accurate.

 (3)  conduct Mock RIF and RIF in accordance with the ground rules.

 (4)  maintain adequate documentation of any Mock RIF and RIF.  AutoRIF provides adequate documentation for the RIF itself, such as RIF actions taken, basis, etc.   However, other actions and decisions must be fully documented, such as decisions on questionable retreat rights, qualification guidelines, how tenure ties will be handled and similar situations.  In some cases, documentation must come from the CPAC/ manager, but the CPOC will be responsible for adequate documentation of the Mock RIF and RIF.

 (5)  monitor the RIF during the notice period and make changes as warranted.

 (6)  process PPP and other placement registrations and matches.

 (7)  identify how modal performance ratings and appraisals in different rating patterns will be credited in RIF, consistent with Army and Office of Personnel Management (OPM) requirements.  Information Services Division of the WCPOC will prepare/run reports to determine modal ratings.

 (8)  work directly with the subject matter experts (SMEs) when assistance in determining qualifications or additional information about positions is needed.

 (9)  maintain all RIF files in the central files located in the Management Support Office (MSO).

 
 (10)  provide a copy of the final retention register to the CPAC after the RIF has been completed and all RIF notices have been issued.  No retention register will be provided for MOCK RIFs.

6.  Pre-planning activities.

a.  Management, CPAC and WCPOC will develop milestones and determine ground rules for the RIF.  Ground rules must be in writing prior to conducting a Mock RIF or RIF.  Enclosure 1 provides a sample plan of action and a RIF checklist.  

b.  Milestones will allow adequate time for preparation and conducting RIF, using the Army Business Process Map as a guide.

c.  Mock RIFs require the same type of preparation and planning as the actual RIF.  The WCPOC and CPAC will jointly determine if and when a Mock RIF will be conducted.  
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d.  Through the joint planning process, WCPOC and CPAC will work with management to ensure that all three parties understand the objectives and expectations of management in conducting the RIF, and to discuss how these expectations can be met.  

7.  Qualification determinations.

a.  WCPOC is responsible for qualification determinations and will work closely with the CPAC/managers in making RIF and subsequent PPP registration/matches.  CPAC/managers will make available SMEs to be called upon, as needed, as a resource in making qualification decisions.  The WCPOC will work directly with the SMEs in making these decisions.

b.  Management will determine when qualifications will be modified or waived for vacant positions.  These decisions will be made as part of the RIF pre-planning process, based on the vacancies available.  Qualifications will not be waived or modified in an action involving displacement of another employee.  Management will fully document all decisions to modify or waive qualifications.  Waivers and modifications apply to all employees who can be considered for the RIF vacancy, and will be applied in retention order. 

8. Other.

a.  The software used at WCPOC to process RIFs will be the latest release of the Department of Defense AutoRIF.

b.  When retreat eligibility questions arise, determination of whether or not the positions should be in the same competitive levels are ultimately made by the WCPOC in collaboration with the CPAC and senior managers.

c.  WCPOC will issue RIF letters electronically to the CPAC for printing and distribution.   The WCPOC is the only party authorized to make changes/amendments to the RIF letters.

d.  Letters to separating employees will include a release document signed by the employee, a description of Joint Training-Partnership Act (JTPA), other transition assistance initiatives, information on state unemployment compensation benefits, and an estimate of severance pay.  The CPOC will provide the severance pay estimate and the CPAC will provide the remaining information for enclosures to the RIF letter of these employees.  Enclosure 2 is the sample release form recommended for use by the Office of Personnel Management.

e.  Unions play a key role in the RIF process.  Management may choose to involve the Unions in the earliest planning phases of the RIF, and must work with the Union as partners in the later phases of planning and carrying out the RIF.  Any RIF agreements with the Union(s) must be completed before the RIF is conducted and notices are prepared, and labor/management partnership actions are documented in the plan of action and milestones.

f.  Enclosure 3 contains sample RIF letters to include the employee’s reply to any offer.


//s//





3 Encls

MARY M. RODRIGUEZ

                                                                      
Director, West Civilian Personnel








   Operations Center
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Enclosure 1
S A M P L E

ANY INSTALLATION

LOCAL RIF RULES FOR THE FY XX RIF 
1.  A RIF Committee consisting of management, CPAC, and CPOC representatives has been established by the Office of the Commander, and will conduct the RIF IAW 5 CFR 351.

2.  RIF Rules as outlined in 5 CFR 351 and AutoRIF will be used to conduct the RIF.

3.  Permanent personnel actions will be frozen effective XXXXXXXX with the following exceptions.

     a.  Noncompetitive promotions where the trainee previously competed, i.e., Apprentices, Upward Mobility Positions, and Local/DA Interns who have satisfied all requirements for promotion.

     b.  Actions necessary to settle complaints, grievances, or classification appeals.

     c.  Actions resulting from application of new classification standards.

     d.  The filling of VERA/VSIP vacancies to include follow-on actions.

     e.  Placement of Surplus and Physically Disqualified employees.

4.  Abolishment of positions throughout the installation are determined by management.

5.  A master abolishment and vacancy list will be prepared by job number, competitive level, cost center, etc., by manpower and will include all vacancies and surplus positions.

6.  Performance rating period cutoff date is XXXXXXXX.  Performance appraisals reflecting rating periods ending no later than XXXXXXXXX, and approved no later than XXXXXXX, will be considered.

7.  OPM qualification standards will be used to determine qualifications.  For bump and retreat rights, the position for which employee is fully qualified will be identified by comp level in AutoRIF.  Comp levels for vacancies for which employee meets qualifications will also be identified in Auto RIF.

8.  Vacancies will be used during Round 2.  No employee will be assigned to a vacancy during Round 1.  By applying this procedure, the most senior employee who is qualified for the vacancy is assigned to the position, regardless of the competitive level to which the vacancy is assigned.

                                                                                  OR

      Vacancies will be used in Round 1.

    - One employee will be released from the competitive level for each position abolished.  AutoRIF will make competitive level placements in the order of most senior abolished to most senior removed.

     - When attrition occurs competitive level placements are not scrubbed and redone.  Instead, Auto RIF makes an adjustment that affects the least number of employees.

     - When a position becomes vacant after having been used to satisfy an assignment right through bump and retreat, it continues to be used to satisfy that assignment right.  In this way, worse offers are avoided.  Since vacancies can be offered to any employee as long as retreat rights of a more senior employee are not violated, this procedure conforms to regulatory requirements.

9.  AutoRIF will make automatic placements to the best offer available in Round 2 in adjusted service computation date order based on each employee’s qualifications and bump/retreat rights.  When there is more than one vacancy at a particular grade level for which the employee is qualified, the CPAC/ managers will be consulted in determining the best placement.

10.  Where ties in seniority are realized in determining the order of release from competitive levels, bumping and retreating rights, and priority for job vacancies, etc., ties will be broken by considering the last four digits of employee’s Social Security Number.  The smallest number will be the starting point, “highest seniority.”

11.  Prior to the effective date of the RIF, should there be vacant positions remaining for which no affected employee is qualified, the RIF Committee may recommend the waiving of qualifications.  In those cases, the waiver considerations will be fully documented and will be offered in retention order. 

REDUCTION-IN-FORCE CHECKLIST












ACTION
RESPONSIBILITY
DATE INITIATED
DATE COMPLETED

1
Establish Timeline Charts
CPOC/CPAC/Manager



2
Appropriate notification of possible RIF.
Manager/CPAC



3
Maximize use of Pre-RIF placements.
Manager/CPAC/CPOC




      -Establish cut-off for Pre-RIF placements




4
Establish RIF ground rules.
Manager/CPAC/CPOC/




      -Use of vacancies
Labor Partners




              -How will vacancies be offered?





              -Will vacancies be used in Round 1?





              -When will vacancies be frozen?





              -Will qualifications be waived?





              -Will vacancies be restructured for placement?





              -How will vacancies with promotion potential be used?





     -When will incentive takers (VERA/VSIP) be off rolls?





     -Determine necessity for MOCK RIF





     -Establish cut-off date to provide experience updates (documentation submitted will be maintained with the RIF documentation and not filed in the employee’s OPF.)





     -Establish performance appraisal cutoff date





     -Establish tie breaker procedures





     -Determine who will sign RIF letters





    - ID employees with medical problems




5
Communicate with workforce
Manager/CPAC




     -Newsletter articles/special newsletter





     -Briefings





     -Letters





     -Articles in newspaper




6
Determine new organization and submit complete documentation through CPAC to CPOC





     -Identify positions to be abolished
Manager




     -Re-organize duties among remaining positions with CPAC/CPOC assistance on position management
Manager




     -Prepare detailed org chart reflecting new position structure and obtain Command approval to implement
Manager/DRM




     -Prepare/update job descriptions
Manager



7
Valid vacancy review/documentation/action





     -Review vacancies for validity
Manager/DRM




     -Obtain and submit Command approved documentation specifying valid vacancies
Manager




     -Invalid vacancy scrub
CPOC




     -Submit RPAs for valid vacancies to be used in RIF
Manager



8
Obtain VERA/VSIP approval
CPAC



9
Position classification action
CPOC




     -Evaluate new/revised position descriptions.





     -Competitive level scrub





     -Establishment of Table 30





     -Perform position builds




10
Conduct Mock RIF (if necessary)
CPOC



11
VERA/VSIP window
Manager/CPAC




     -Notify CPOC of approved applications





     -Submission of RPAs




12
Notify/request RIF approval
CPAC



13
Coordinate with outplacement activities
CPAC




     -State/Local Employment Services/Unions for retraining





     -ACAP





     -JTPA




14
Verify personnel systems data (ongoing)
CPOC/CPAC/Employee




     -EMR review





             -Veterans Preference





             -SCD





             -Appraisal data





             -Position data (grade/step/position #/title/series/grade, etc.)




15
Conduct RIF
CPOC



16
RIF letters





     -Download and assemble letters (with attachments)
CPAC/CPOC




     -Deliver letters
Manager/CPAC



17
Counsel employees affected by RIF
CPAC



18
PPP





     -Determine need for early registration
Commander




     -Determine need for Zone participation
CPOC/CPAC




     -Initial PPP registration
CPOC




     -Counsel employee/complete registration form
CPAC




     -Input and maintain final PPP registration form
CPOC



19
RPL/Special Consideration File Registration





     -Counsel/complete registration form
CPAC




     -Maintain database
CPOC



20
Process RIF actions using RPAs
CPOC



21
Complete final reports (VERA/VSIP, RIF, etc.)
CPOC/CPAC




NOTES:





1.  Items not necessarily in sequential order.





2.  Classification coordination is essential.





3.  Slippage in any timeline dates may result in delay of RIF.





4.  Early labor involvement essential.  




Enclosure 2

RELEASE STATEMENT FOR REFERRAL TO PUBLIC/PRIVATE SECTOR

To assist separating personnel in securing employment; (name of CPAC) wishes to convey qualifications information to interested employers.   The qualifications information, provided by the employee, may be in the form of a resume, curriculum vitae, OF 612, SF 171, or other format.  The information provided will be disclosed to public and private employers (including Federal, State, and local employment agencies and out placement agencies and public and community service agencies).  Provision of this information is voluntary. In order to have your qualifications information conveyed to potential employers, an employee must read and sign the following:





Privacy Act Notice

I authorize (name of CPAC) to disclose information regarding my employment qualifications to public and private employers.  I will provide/have provided this information to (name of CPAC) prior to my separation date, either through submission of new materials or prior application form.  I understand that this authorization is voluntary.  If I choose to rescind this authorization in the future, I will notify (name of CPAC) in writing.






____________________________________






EMPLOYEE SIGNATURE/DATE

Enclosure 3

S A M P L E

INSTALLATION’S LETTERHEAD

OFFICE SYMBOL









DATE

MEMORANDUM FOR:
NAME




ORGANIZATION




LOCATION

SUBJECT:  Reduction-in-Force Notice - Change to Lower Grade

1.  I regret to inform you that you have been identified for release from your competitive level through application of reduction-in-force procedures.  This reduction-in-force is due to __________________________.  This constitutes a specific reduction-in-force notice.

2.  A retention register has been prepared in accordance with current regulations that gives full consideration to veterans' preference, civil service tenure, length of federal service, performance appraisals and competitive levels.  The duties and grade level of your position determine your competitive level.  The retention register for your competitive level contains the following information concerning your personal status:

a.  Service:  Competitive/Excepted service

b.  Position Title, Series, and Grade: 

c.  Salary/Pay Rate: 

d.  Competitive Area:  

e.  Competitive Level:  

f.  Retention Group/Subgroup:  IB (Career Non-Veteran)

g.  Service Computation Date: 

h.  Adjusted Service Computation Date for RIF: 

i.  Annual Performance Appraisals for Last Three Years:

Highly Successful dated 

Exceptional dated 

Exceptional dated 

3.  Based on the reduction-in-force procedures prescribed by 5 Code of Federal Regulations 351, you are being offered a Change to Lower Grade to the following position (description at enclosure 1):

POSITION:  


LOCATION:  


The effective date of this action is 03-25-2001.  The last date of duty in your present position is 03-24-2001.            

OFFICE SYMBOL

SUBJECT:

4.  Please indicate your acceptance or declination of this offer by completing enclosure 2 and returning it to the Civilian Personnel Advisory Center (CPAC) within seven (7) workdays of receipt of this letter.  Declination of this offer or failure to respond by this date may result in your separation effective 03-24-2001.  Acceptance of this position does not preclude consideration for other positions if circumstances arise during the notice period that would permit us to make a better job offer.

5.  You will be entitled to receive grade retention in accordance with 5 CFR Chapter 536.  You will retain your current grade, step and pay for a period not to exceed two years from the effective date of this change to lower grade action.  Upon expiration of your entitlement to grade retention, you may be entitled to pay retention if your current salary is higher than the top step of the position to which demoted.  The retained pay will be the same pay you have been receiving except that the retained pay cannot exceed 150% of the top step of the position to which demoted.  As long as your pay is higher than the top step of the position to which demoted, you will receive only 50% of comparability increases for the top step of the position in which demoted.  Your pay retention will continue indefinitely until your salary catches up to your retained rate of pay, unless terminated by a break in service of one day or more, demotion for cause, request for change to lower grade, or declination of an offer of a comparable position.

6. Please ask your servicing Personnel Management Specialist if you wish to review retention registers and pertinent regulations that have a bearing on your case.  You may ask for an explanation of your relative standing on the retention register and any other questions that you have.  If you accept this change to lower grade, you will be registered in the Department of Defense (DOD) Priority Placement Program (PPP) for placement assistance for positions at your current grade within the commuting area.  Registration is mandatory under the DOD Placement Plan for employees under grade retention.  It is recommended that you read the RIF pamphlet at enclosure 3 prior to scheduling any appointment at the CPAC.

7.  You have the right to grieve this action under Article 19 of the negotiated agreement between (installation & Union) at the third step of the grievance procedure.  Your grievance, if any, must be filed within 15 days after the effective date of this action, be in writing on a form obtained from the Union, and be addressed as follows.  (CPACs mailing address).    If you believe this action was based in whole or in part on a discrimination factor rather than a regulatory violation, you may appeal this action to the Merit Systems Protection Board (MSPB).  At enclosure 4 is an appeal form for use, if needed.

8.  If you believe this action violates your reemployment rights after service in the uniformed services, you may exercise certain appeal and/or complaint rights under Chapter 43 of title 38 of the U.S. Code.  The following is a summary of these rights:  Upon reemployment after service in the uniformed services, an employee who is not under a time-limited appointment may not be discharged under RIF procedures a) within one year, if the period of uniformed service was more than 180 days; or b) within six months, if the period of uniformed service was more than 30 days but less than 181 days.  Your CPAC representative will be able to advise you of these rights, as set forth in 5 Code of Federal Regulations part 1201.22, and the procedures and time limits for filing an appeal and/or complaint.

9.  This action is being taken solely for the reasons stated and in no way reflects adversely on your performance or conduct.  The services you render toward the accomplishment of our mission are sincerely appreciated.

FOR THE APPOINTING OFFICER:
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NAME







TITLE

MEMORANDUM FOR CIVILIAN PERSONNEL ADVISORY CENTER

SUBJECT:  Specific Reduction in Force Notice – Change to Lower Grade

1. I, _______________, have been offered a change to lower grade to the following position:  

Position:  


Location:


The following is provided in response to this position offer.  (Please select only one reply.)


________  I accept the position offer.


________  I DO NOT accept the position offer.  I understand that I may be separated from Federal service effective 24 March 2001.




_______________________________________




EMPLOYEE NAME (PLEASE PRINT)




_______________________________________




EMPLOYEE SIGNATURE/PHONE NUMBER

S A M P L E

INSTALLATION’S LETTERHEAD

OFFICE SYMBOL









DATE

MEMORANDUM FOR:
NAME




ORGANIZATION




LOCATION

SUBJECT:  Reduction-in-Force Notice - Reassignment

1.  I regret to inform you that you have been identified for release from your competitive level through application of reduction-in-force procedures.  This reduction-in-force is necessary due to _____________________.  This constitutes a specific reduction-in-force notice.

2.  A retention register has been prepared in accordance with current regulations that gives full consideration to veterans' preference, civil service tenure, length of federal service, performance appraisals and competitive levels.  The duties and grade level of your position determine your competitive level.  The retention register for your competitive level contains the following information concerning your personal status:

a. Service:  Competitive/Exceptive Service

b. Position title, series, and grade:  

        c.  Salary/Pay Rate:  

        d.  Competitive Area:  

        e.  Competitive Level: 

        f.  Retention Group/Subgroup:  IB (Career  Non-Veteran)   

        g.  Service Computation Date (RIF):    

h. Adjusted Service Computation Date for RIF:  

i.  Annual Performance Appraisals for Last Three Years:

Exceptional dated 

Highly Successful dated 

Highly Successful dated 

3.  Based on the reduction-in-force procedures prescribed by 5 Code of Federal Regulations 351, you are being offered a Reassignment to the following position (description at enclosure 1):

POSITION:  

LOCATION

The effective date of this action is 03-25-2001.  The last date of duty in your present position is 03-24-2001.

4. Please indicate your acceptance or declination of this offer by completing enclosure 2 and returning it to the Civilian Personnel Advisory Center (CPAC), within seven (7) workdays of receipt of this letter.  

OFFICE SYMBOL

SUBJECT:

Declination of this offer or failure to respond by this date may result in your separation effective 03-24-2001. 

5.  Please ask your servicing Personnel Management Specialist if you wish to review retention registers and pertinent regulations that have a bearing on your case.  You may ask for an explanation of your relative standing on the retention register and any other questions that you have. 

6.  If you believe this action violates your reemployment rights after service in the uniformed services, you may exercise certain appeal and/or complaint rights under Chapter 43 of title 38 of the U.S. Code.  The following is a summary of these rights: Upon reemployment after service in the uniformed services, an employee who is not under a time-limited appointment may not be discharged under RIF procedures a) within one year, if the period of uniformed service was more than 180 days; or b) within six months, if the period of uniformed service was more than 30 days but less than 181 days.  Your CPAC representative will be able to advise you of these rights, as set forth in 5 Code of Federal Regulations part 1201.22, and the procedures and time limits for filing an appeal and/or complaint.

7.  This action is being taken solely for the reasons stated and in no way reflects adversely on your performance or conduct.  The services you render toward the accomplishment of our mission are sincerely appreciated.  


FOR THE APPOINTING OFFICER:
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NAME






TITLE

MEMORANDUM FOR CIVILIAN PERSONNEL ADVISORY CENTER 

SUBJECT:  Specific Reduction in Force Notice - Reassignment

1.  I, ______________, have been offered a Reassignment to the following position:

Position:  

Location: 

The following is provided in response to this position offer.   (Please select only one reply.)


_________  I accept the position offer.


_________   I DO NOT accept the position offer.  I understand that I may be separated from Federal service effective 24 March 2001.

                           ________________________________________

                           EMPLOYEE NAME (PLEASE PRINT)

                           ________________________________________

                           EMPLOYEE SIGNATURE/PHONE NUMBER

S A M P L E

INSTALLATION’S LETTERHEAD

OFFICE SYMBOL









DATE

MEMORANDUM FOR:
NAME




ORGANIZATION




LOCATION

SUBJECT:  Reduction in Force Notice - Separation

1. I regret to inform you that you have been identified for release from your competitive level through application of reduction-in-force procedures.  This reduction-in-force is necessary due to _______________________.  This constitutes a specific reduction-in-force notice.  

2. The retention register has been prepared in accordance with current regulations which gives full consideration to veteran’s preference, civil service tenure, length of federal service, performance appraisals and competitive levels.  The duties and grade level of your position determines your competitive level.  The retention register for your competitive level contains the following information concerning your personal status:

a. Service:  Competitive Service TERM appointment 

b. Position Title, Series, and Grade:  

c. Salary/Pay Rate:  

d. Competitive Area:  

e. Competitive Level:  

f. Retention Subgroup:

g. Service Computation Date:  

h. Adjusted Service Computation Date For RIF:  

i.     Annual Performance Appraisals For Last Three Years:

3.  Based on the reduction-in-force procedures prescribed by 5 Code of Federal Regulations 351, you have been reached for reduction-in-force action and will be separated effective 23 March 2001.  Unfortunately an offer of continued employment cannot be made to you at this time.  However, be assured that we will continue to assist you in locating a position.  

4.   Since you are not serving on a permanent appointment, you are not eligible for severance pay.  Enclosure 1 to this notice provides additional information on Civil Service retirement, Thrift Savings Plan and temporary continuation of health benefits.  

5.  As a separated employee you may be entitled to unemployment compensation and Benefits available under the State dislocated worker unit(s), as designated or created under title III of the Job Training 

OFFICE SYMBOL

SUBJECT:

Partnership Act.  Eligibility is determined by the appropriate State Employment Security Office.  To determine your eligibility, you should contact the nearest State Employment Office located at, ***** and file a claim.  You may also be eligible for referral to public and private sector employers.  If you are interested in being referred please sign the attached release form (enclosure 2) and return to your local Civilian Personnel Advisory Center.

6.  As an employee separated by reduction in force, or if you resign any time after receiving a reduction-in-force notice, you will be paid a lump sum payment for the amount of accumulated annual leave to your credit at the time of your separation.  

7.   This action is being taken in accordance with the regulations and policies of the Office of Personnel Management and the Department of Army.  You may inspect these regulations and the retention records which have a bearing on your case at the Civilian Personnel Advisory Center (CPAC).  If requested, your servicing Personnel Management Specialist will explain your relative standing on the retention register and answer any questions you may have.

8.   You may file an appeal to the US Merit Systems Protection Board (MSPB).  A petition of appeal must be filed during the period beginning with the day after the effective date.  The appeal must be filed in writing with the Regional Director, Merit Systems Protection Board (MSPB), Seattle Field Office, 915 Second Avenue, Room 1840 Seattle, WA 98174.   A copy of the MSPB appeal form is at Enclosure 3; a copy of the MSPB rules and regulations will be provided to you by your CPAC, if you request it.

9.   If you believe this action violates your reemployment rights after service in the uniformed services you may exercise certain appeal and/or complaint rights under chapter 43 of title 38 of the U.S. Code.  The following is a summary of these rights: Upon reemployment after service in the uniformed services, an employee who is not under a time-limited appointment may not be discharged under RIF procedures a) within one year, if period of uniformed service was more than 180 days; or b) within six months, if the period of uniformed service was more than 30 days but less than 181 days.  Your CPAC representative will be able to advise you of these rights, as set forth in 5 Code of Federal Regulations part 1201.22, and the procedures and time limits for filing an appeal and/or complaint.

10. This action is being taken to promote the efficiency of the Federal service.  It is being taken solely for the reasons stated above and in no way reflects adversely on your performance or conduct.  The service you render toward the accomplishment of our mission is sincerely appreciated.

FOR THE APPOINTING OFFICER:
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