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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT: Reduction In Force (RIF) and Transfer of Function (TOF) Clearance 
Procedures 

1, This memorandum replaces DAPE-CP memorandum dated 20 May 2004. and 
reiterates the requirement that this office continue to be notified of all RIFs and TOFs, 
regardless of the number of projected involuntary separations or transfers out of the 
commuting area. The enclosures provide revised guidance for nolifying the Policy and 
Program Development Divis ion (PPDD) of proposed RIFs and TOFs. 

2. Please review your RIF and TOF actions currently in process to ensure proper 
identification was provided to this office. Be especially aware of the additional 
requirement for RIFsfTOFs involving more than 50 projected involuntary separations or 
transfers out of the commuting area. Submit the requested information for any RIFs or 
TOFs that have nol already been processed through this office. RIF notifications should 
be submitted through the appropriate Administrative Assistant to the Secretary of the 
Army/Army Command/Army Service Component CommandJOirect Reporting Units to 
PPDD at least 90 days in advance of the issuance of RIF notices. My point of contact is 
Jennifer Humpherys at (703) 325-7271 . DSN 221-7271 or email: 
Jennifer .Humphervs@us.srmy.mil 

FOR THE DEPUTY CHIEF OF STAFF. G-1 : 
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RIF Cleara nce fOT LeIS Than 50 Separations 

The activity must first offer VERANSIP to its affected worl<force identifying the 
opening and closing dates, the number of anticipated VERAN$IP and any approved 
nonpersonal and objective factors being considered . Following the open window 
period, the activity will reassess the need for RtF. If less than 50 employees are to be 
involuntarily separated, the RIF is approved at the Army Command/Army SefVice 
Component CommandlDirect Reporting Units level, or by the Army Command/Army 
Service Component CommandlDirect Reporting Units' designee. PPDD needs to be 
informed about all RIFs, regardless of size in order to track RIFs and provide 
information to the Office of the Chief, Legislative Liaison. RtF notifications should be 
submitted through the Army Command/Army Service Component CommarKIlDirect 
Reporting Units to PPDD 60 days in advance of the issuance of RIF notices. The 
notification should include: 

A memorandum identifying: 
o Purpose of the RIF 
o Steps taken to minimize the adverse affect of the RIF 
o Number of employees affected 
o Date RIF notices will be issued 
o Date proposed RIF will take place 

A completed Realignment Fact Sheet 

Additional information may be required depel'lding upon Congressional interest. 

50 o r More RIF Separations 

RIFs involving 50 or more involuntary separations requires a more formal 
clearance process. Again, VERANSIP must be offered to the affected employees. 
After the window closes the activity must reassess whether or not a RIF is still required. 
If the reassessment indicates a RIF is needed, and 50 or more employees witl be 
involuntarily separated, the activity submits a package through their Army 
CommandfArmy Service Component CommandfDirect Reporting Units to PPDD with 
the following documents: 

Request for RIF approval, s~ned by the activity Commander 
Realignment Fact Sheet and Narrative Realignment Fact Sheet 
Information for Members of Congress (IMC) 
Draft Press Release and Questions and Answers 
EEO Comparison 
Environmental Impact Statement (not required for an A-76 study) 
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Once the package is received in PPOD, the clearanceJapprovallnotification process 
normally takes about 90 days to complete. First the package is fOlWarded to the 
Assistant Secretary of the Army (Manpower and Reserve Affairs) fO( approval, as the 
approving official for all RtFs involving 50 Of more involuntary separations. Once the 
RtF is approved, the Secretary of the Army reviews and approves the IMC. Next, the 
Deputy Secretary of Defense, Legislative Affairs receives and approves the package 
and informs Congress. RtF lellers may only be issued after Congress has been 
notified. 

RtF packages must clearly sta te if the RtF is based on an A-76 deciskm. 


