Information Required For Servicing Change Requests
General:  Provide a plan for adjusting personnel resources between the current service providing CPAC and the proposed CPAC.  This information should be detailed enough to present a clear and concise snapshot of the current servicing arrangement, together with CPAC staffing ratios and organizational relationships so a comparison can be made between the current and proposed servicing arrangement.


Include estimated costs for meeting all requirements and the planned funding source.  There should be a committed source of funds; the proposal should attest to that commitment.  The parent MACOM is responsible for funding any new automatic data processing and/or communications requirements and for expenses associated with the relocation of existing equipment if the realignment is not a direct outcome of the DA regionalization effort.  Coordination with the Project Office – Civilian Personnel Regionalization is required to determine equipment/communications purchases and/or enhancements that may be necessary.

Specific:
1. A description of the current servicing configuration.  The following is required for both the losing and gaining CPAC and CPOC.  Foreign nationals must be shown separately.

Servicing CPAC and CPOC.

Number of serviced employees.

Strength of the CPAC and servicing ratio.


NAF-funded CPAC employees.


Contractor-paid CPAC employees.

Number of employees anticipated to be adversely affected by approval.

2. A description of the proposed servicing arrangement.  The following is required for both the losing and gaining CPAC and CPOC.  Foreign nationals must be shown separately.

Servicing CPAC and CPOC.

Number of serviced employees.

Strength of the CPAC and the estimated servicing ratio.


NAF-funded CPAC employees. 


Contractor-funded CPAC employees.

3. Rationale for change.

A brief description of the proposed change the benefits expected from the change.  Describe the effect of the change on authorizations, CHR employees, system automation, anticipated permanent changes of station, impact on serviced customers, any labor and employee relations implications, and any impact on EEO programs, as a minimum.  Include any other information necessary to support the request.

4. Systems/Equipment considerations.

Coordinate with PO-CPR when determining equipment needs.  Describe additional equipment needed, with rationale, and the source of funding.  Provide a plan for the disposition of excess equipment.  Disposition plans for HQDA purchased/owned equipment require coordination with HQDA.

5. Provide timeliness for all actions to be completed if the request is approved, using the template provided at the enclosure.

6. Functional Automation Branch (FAB) of the Policy and Program Development Division will accomplish moves of discrete groups of fifty or more records.  Provide a record of coordination with the FAB to reflect that the transfer of database records will be accommodated.  Transfers of smaller groups between or within CPOCs are to be accomplished individually as CAO actions.

TEMPLATE OF ACTION ITEMS: TRANSFER OF PERSONNEL SERVICING FROM ONE CPOC TO ANOTHER

GAINING CPOC ACTION ITEMS:

Act as lead for preparation of work transfer plan with assist/coordination of:

Losing CPOC/CPAC

Transferring Org & MACOM

CPOCMA/DASA (CPP), as appropriate

Coordinate work transfer plan with key activities for concurrence

Prepare physical plant (i.e., furniture, space, automation, etc.)

Request transfer of database (from Functional Automation Branch, PPDD)

Inventory and report to CPOCMA transferred workload (CONUS only)

Build new org tables

Request transfer of ASARS/PPP database

Provide Director, CPOCMA a biweekly status report on the progress of the transfer    (CONUS only)

LOSING CPOC ACTION ITEMS:

Preparation of transmittal forms
   Transfer list of employees eligible 








for repromotion

Transfer unified/pending

   Transfer EEO case settlement 


documents and actions


agreement files

Transfer Official Personnel Folders
   Complete awards processing

Transfer DCPDS records                   Transfer recruitment  

                                                            responsibilities

Transfer performance rating data
Transfer RIF/TOF data and 



pending actions

Transfer Reemployment Rights 
Transfer employee specific 

       files

SF-52s

Transfer Reemployment Priority
Provide local FOIA and Privacy

       List files
     Act procedures

Transfer Restoration Rights files
Provide local labor agreements

Transfer list of employees due 
Transfer open OPM certificates

     special consideration under MPP

Transfer active PPP/DORS files
Provide records on status of



supervisory mandatory



training

Transfer pending retirement actions
Provide current training plans

Transfer Classifications 
Review/transfer active service

      responsibilities

agreements

Provide job descriptions
Transfer current VERA/VSIP 



information 

*NOTE:  Suspense dates for action items and related subtasks 

               Work Transfer Plan will be determined by gaining and

               losing CPOC.

