Standard Operating Procedure NO. C 08

       September 16, 1998

REORGANIZATION

ASSISTANT SECRETARY OF THE ARMY

(MANPOWER & RESERVE AFFAIRS)

 CIVILIAN PERSONNEL POLICY 

CLASSIFICATION

1.  PURPOSE:  This SOP establishes procedural guidance for the processing of reorganizations.

2.  APPLICABILITY:  This SOP applies to all Army activities serviced by a Civilian Personnel Advisory Center (CPAC) and a Civilian Personnel Operations Center (CPOC) within the Department of the Army.  

3.  PROCESSES AND RESPONSIBILITIES:  The timely processing of  reorganizations within the CPOC is the responsibility of the Classification Division with coordination and input from the Civilian Personnel Advisory Centers (CPAC), management official(s), union officials, Customer Service Representative (CSR), Staffing Services Division, Information Services Division and others, as determined by management.


a.  Management will:  

(1.)  {BPM block 1}  Develop a plan of action to accomplish the reorganization, to include milestones for accomplishing actions in consultation with Civilian Personnel Advisory Center (CPAC) and Civilian Personnel Operations Center (CPOC) representatives, the Customer Service Representatives (CSR), resource management, the union, and others as determined by management.  


(2).  Obtain and submit in the reorganization package approval from the Major Army Command (MACOM) or other higher level management.  {BPM block 1}  


(3).  Prepare and forward the reorganization package to the CPAC, which must contain:



a.  Specific and detailed changes to the organization



b.  Reorganization authority



c.  Organization charts showing the reorganization



d.  Mission and Functions Statement



e.  Table of Distribution Allowance (TDA) or other manning document showing organization structure [Table 30]. 



f.  List of affected employees


(4).  {BPM block R} Prepare reorganization PERSACTION SF-52's (leaving "To" block blank), and revise/rewrite position descriptions (PDs) as needed.  Forward PERSACTION SF 52s, revised PDs and other supplemental documentation to CPAC.


a.  CPAC will:  

(1).  {BPM block 2}  Review the reorganization package and supplemental documents for completeness and to ensure that the proposed reorganization reflects the most efficient structure. 


(2).  Forward the package (minus PERSACTION SF 52s) and supplemental documentation to the CPOC-CD.

(3).  {BPM block 5}  Once notified that the Table 30, or organizational information has been entered into the Defense Civilian Pay System (DCPS) by the Defense Finance and Accounting Service (DFAS) Payroll representative, the CPAC will coordinate PERSACTION 52's, and submit revised position description(s) and other information received from management to the CPOC for processing.  This will be done NLT 4 weeks before the reorganization effective date. 


c.  CPOC will:


(1).  {BPM block 3}  Receive reorganization package from CPAC and build the Table 30 appropriate for the new organization to include employing activity address and assigning organizational codes in DCPDS.  Classification specialist or assistant will coordinate with the Information Systems Division (ISD) to ensure syntax for new organization structure is proper.  Upon notification by ISD that syntax is OK, Classification will forward the new Table 30 to the CSR, and inform the CPAC that the new Table 30 has been completed and forwarded to the CSR. 

(2).  Classification specialist/assistant will inquire into DCPS approximately three days after Table 30 has been forwarded to verify new organization is updated in system. 

(3)  {BPM block 7}  Upon receipt of PERSACTION SF 52s from the CPAC, the classification specialist will review classification actions/revised PDs.  If there are classification issues with any revised PD, the Classification specialist will contact the manager to resolve them and/or follow local procedures to resolve.  If there are no classification issues and upon verification that Table 30 has updated in DCPS, classification will process the reorganization PERSACTION SF52s and enter productivity status codes.


d.  CSR will:
{BPM block 4}  Forward to Defense Finance and Accounting System (DFAS) payroll representative UICs; table 30 showing organization codes; and all other appropriate accounting data to build new organization into DCPS.

4.  REFERENCES AND RELATED DOCUMENTS: 

Joint ASA (M&RA) and ASA (Financial Management & Comptroller) Memorandum dated June 4, 1998, Subject:  Corrective Actions to Remedy Civilian Pay Unmatched Disbursements

APPROVED BY:  ______________________
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