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Reduction in Force Procedures

1.  PURPOSE:  Prescribes procedures for implementing Reductions in Force.

2.  APPLICABILITY:  This SOP applies to all activities serviced by a CPAC and a CPOC.

3.  PROCESSES AND RESPONSIBILITIES:  

a.  The manager identifies the positions to be abolished and coordinates with the Resource Management Office and the CPAC. The required lead-time depends upon the size of the RIF.  The MACOM gives HQDA 60 days advance notification when less than 50 RIF separations are anticipated.  When 50 or more involuntary separations are expected and a RIF clearance is required, more lead-time is necessary.  [Block 1]

b.  The CPAC advises management on RIF procedures, alerts the CPOC and the MACOM that RIF is possible (Contingency Plan), coordinates with Unions as necessary, and prepares a VERA request. [Block 2]

c.  MACOM provides RIF Contingency Plan and VERA request to HQDA.  [Block 3]

d.  HQDA processes the VERA and informs MACOM of approvals.  [Blocks 4 and 5]

e.  The CPAC, CPOC, management, and Unions, develop RIF ground rules such as performance appraisal cut off dates, waiver of qualifications, use of vacancies, etc.  [Block 6]

f.  The CPOC reviews and verifies competitive areas and levels.  The CPOC verifies employee and position data in DCPDS.  The CPOC and CPAC jointly develop RIF time lines.  [Block 7]

g.  CPAC opens VERA/VSIP windows and counsels employees on VERA/VSIP.  CPAC accept VERA/VSIP applications, determines VERA/VSIP eligibility, and prepares VSIP calculation. Performs retirement counseling and calculates annuity estimates.  The CPAC documents and maintains VERA/VSIP audit trail.  CPAC prepares RIF Notification if less than 50 RIF separations are expected, or prepares a RIF Clearance package if 50 or more RIF separations are expected.  Sends the RIF Notification or Clearance to the MACOM.  [Block 8]

h.  MACOM reviews and sends RIF Notification or Clearance to HQDA.  HQDA obtains RIF approval for large RIF and informs MACOM of RIF approval.  The MACOM informs the CPAC and CPAC informs management.  [Blocks 9-12]

i.  Management prepares SF 52s for position abolishments in accordance with the RIF Time Lines schedule.  Management approves employee VERA and VSIP applications.  Management authorizes early PPP registration.  [Block 13]

j.  The CPAC reviews the SF 52s and sends them to the CPOC for processing.  [Block 14]

k.  The CPOC calculates severance pay and processes the VERA and VSIP actions.  [Block 15]

l.  CPAC provides RIF briefings to the work force and to management officials, including a discussion of the PPP.  [Block 16]

m.  The CPOC processes the RIF with assistance of the CPAC.  RIF letters are prepared and sent to the CPAC.  [Block 17]

n.  The CPAC downloads the retention registers and RIF letters and CPAC signs the letters or provides to management to sign.  [Block 18]

o.  The manager delivers the RIF letters to the employees and obtains a receipted copy from the employee.  The employee accepts or declines the offer and provides his/her decision response to the manager.  The manager provides employee decisions to the CPAC.  [Blocks 19, 20, and 21]

p.  The CPAC collects receipted RIF letters and employee decisions.  These are sent to the CPOC.  CPAC counsels employees on RIF placement, conducts outplacement programs, and sends appropriate documentation to the CPOC.  [Block 22] 

r.  The CPOC completes PPP registration.  The CPOC creates SF 52s for employee displacement actions, computes severance pay, and processes any new RIF iteration.  [Block 23]
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