LETTER OF INSTRUCTION

1.  PURPOSE:  This document and tabs outline the specific steps and timelines, required to establish and staff the Installation Management Agency (IMA), Army Contracting Agency (ACA), and Network Enterprise Technology Command (NETCOM).  This serves as the official personnel guidance on the establishment of these organizations.  

2. SCOPE:  This LOI applies to all losing and gaining activities involved in establishing and staffing IMA, ACA, and NETCOM.  

3. ASSUMPTIONS:

a.  The establishment of IMA, ACA, and NETCOM meets the definition of transfer of functions defined in title 5, Code of Federal Regulations, Part 351, Section 301.  The functions involved will cease to be performed in the losing competitive area and will continue in the newly established competitive areas.  

b. Bargaining obligations will be completed within the specified timelines.  

c. Employees identified to transfer to IMA and ACA will transfer on the effective date as follows:

(1) No geographic movement of employees to a different commuting area will occur on the effective date of the transfer.

(2) No change will occur on the effective date of the transfer to the title, pay plan, series, or grade of the permanent position to which the employee is assigned.  

(3) The staffing process of IMA and ACA will be completed over an estimated two-year period by cross-leveling current employees and filling of vacancies.  

d. Employees identified with functions transferring to NETCOM will move on the effective date as follows:

(1) Some employees will be required to move geographically to a different commuting area on the effective date of the transfer, or on a date shortly there after.  

(2) No grade changes will occur to the grade of the permanent position to which the employee is assigned.  

(3) The staffing process for NETCOM will be completed as soon as possible by cross-leveling current employees and filling vacancies.  

Enclosure 1

e.   Completed Organization and Operation Plans will provide the specific functions to be moved along with the spaces associated with those functions in the losing activity.  This information is required to identify the employees associated with the transferring functions.  
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IMA & ACA EXECUTION PLAN

Unless otherwise indicated, all dates are “Not Later Than” dates.  

When possible, the item or process should be completed before the date cited in the plan.  See tab G for a key to abbreviations.  

17 May 02
LOI to be issued.  LOI addresses method to identify employees with the transferring function, roles and responsibilities, competitive areas, etc.

Unions informed by MACOMs at this time.  I&I bargaining begins.   

24 May 02
IMA and ACA, O&O Plans announced.

First biweekly Labor Relations status report submitted by MACOMs to HQDA/LRS.

5 Jun 02
HR Data package #1 (Hierarchy Data, including TDA) from IMA and ACA Transition Teams sent to MFAB and DOD.   This includes Installation level information for OCONUS.

7 Jun 02
Issue General Order establishing the new organizations.

Any O&O reclamas considered and decided.

MACOMs/CPACs request retention registers from CPOCs.

HQ IMA/ACA issue letters announcing the O&O decisions.

MACOMs begin identification of employees to transfer to IMA/ACA.

See TAB  D for TOF procedures.

12 Jun 02
Organizational Hierarchy Data from IMA/ACA transition teams provided to MFAD.


Timelines due for Local Nationals and Installation to NETCOM, ACA, and IMA from OCONUS MACOMs

13 Jun 02
CPOCs deliver retention registers to MACOMs/CPACs

25 Jun 02
Goal for MACOMs/CPACs to complete I&I.

28 Jun 02
 Organizational Hierarchy sent from MFAD to DOD.

12 Jul 02
MACOMs complete employee identification process and submit Master List of Employees (using format at TAB L to the Regional Lead MACOM. 


MACOMs identify overseas employees with return rights to transferring positions.  MACOMs add overseas employees to their retention registers, if Method 2 is used.  MACOMs tell losing CPACS.

26 Jul 02
LEAD MACOMs to submit to CPOCMA Master List of Employees to transfer.  

HQ/LRS to collect all I&I results; provides results to MACOMs and CPOCMA

Gaining activities begin competitive fill of vacancies not filled by TOF.  

28 Jul 02
MDCPDS patch reflects new Organizations.

7 Aug 02
CPOCs enter new competitive area codes into each position build in the new organizations.

CPOCs upload new Personnel Organization Address. 

IMA & ACA provide list of new CSR to CPOCMA and OCONUS CPOCs. 

New CSR request View access to MDCPDS screens from DFAS

New CSR request Payroll Action Request access. 

19 Aug 02
CPOCs electronically transmit TOF letters to CPACs, with generic signature block.

25 Aug 02
TOF letters issued to employees by MACOM/CPACs (this provides employees a 30-day notice).  

3 Sep 02 
Losing Activity Managers begin flowing RPAs to their servicing CPOC to transfer employees into the new organizations, and to terminate all temporary promotions of affected employees.

13 Sep 02
All RPAs at the servicing CPOC.

25 Sep 02
MFAD confirms the Organizational Table is built.

5 Oct 02
CPOCs terminate temporary promotions of affected employees.

6 Oct 02
Effective date of personnel actions.  

After 6 Oct
CPAC notify OCONUS employees and OCONUS CPAC of any obligated position transferred.  

12 Oct 02
CPOCs complete personnel processing.  

NETCOM EXECUTION PLAN

Unless otherwise indicated, all dates are “Not Later Than” dates.

When possible, the item or process should be completed before the date cited in the plan.  See tab G for a key to abbreviations

17 May 02
LOI to be issued.  LOI addresses method to identify employees with the transferring function, roles and responsibilities, competitive areas, etc.

Unions informed by MACOMs at this time.  I&I bargaining begins.  

24 May 02
NETCOM O&O Plan announced

First biweekly Labor Relations status report submitted by MACOMs to HQDA/LRS.

5 Jun 02
HR Data package #1 (Hierarchy Data, including TDA) from NETCOM Transition Team to sent to MFAB and DOD.  This included Installation level information for OCONUS.  

7 Jun 02
Issue General Order establishing the new organization.



Any O&O reclama considered and decided.

MACOM/CPACs request retention registers from CPOCs.

NETCOM issues letter announcing O&O decision.  

MACOMs begin identification of employees to transfer to NETCOM.

See Tab D for TOF procedures.

12 Jun 02
Organizational Hierarchy Data from NETCOM transition team to MFAD.


Timelines due in for Local Nationals and Installation to NETCOM, ACA, and IMA from OCONUS MACOMs

13 Jun 02
CPOCs deliver retention registers to MACOMs/CPACs.

19 Jun 02
MACOM completes the employee identification and submits Master List of Employees (using format at TAB M), including employee geographic preferences, to NETCOM.

NETCOM identify overseas employee with return rights to transferring positions.  NETCOM add overseas employees to their retention registers, if Method 2 is used.  NETCOM informs losing CPAC.


20 Jun 02
NETCOM links employees to specific positions, after matching skills and considering geographic proximity and employee preferences.  

25 Jun 02
Goal for MACOMs/CPACs to complete I&I bargaining.

28 Jun 02
Organizational Hierarchy sent from MFAD to DOD.

HQDA/LRS to collect all I&I results; provides results to NETCOM and CPOCMA.

8 Jul 02
NETCOM completes employee identification process and submits Master List of Employees (using format at TAB M) to CPOCMA.  

10 Jul 02
CPOCMA to do an Impact Assessment and share results with appropriate parties.   

15 Jul 02
NETCOM to alert MACOMs to inform the unions of the names of those identified.

27 Jul 02
CPOCs electronically transmit TOF Canvass Letters to CPACs with generic signature block.

28 Jul 02
MDCPDS patch reflects new organization.   

2 Aug 02
CPACs issue TOF Canvass Letter to employees.  Employees have ten days to accept or decline when a PCS is involved.  

Gaining activities begin competitive fill of vacancies not filled by TOF.   

7 Aug 02 
CPOCs enter new competitive area codes into each position build in the organizations.

CPOCs upload new Personnel Organization Addresses.

NETCOM provides list of new CSRs to CPOCMA and OCONUS CPOCs.

New CSRs request View Access to MDCPDS screens from DFAS.

New CSRs request Payroll Action Request access. 

12 Aug 02
Employee responses to TOF Letters due to CPAC.

NETCOM begins issuing PCS orders.  

Register those declining relocation in PPP. 

3 Sep 02
Losing activity Managers begin flowing RPAs to their servicing CPOCs to transfer employees into the new organizations, and to eliminate all temporary employees.

13 Sep 02
All RPAs at servicing CPOC.

25 Sep 02
MFAD confirms DFAS organizational table is built.

5 Oct 02
CPOCs terminate temporary promotions of affected employees.  

6 Oct 02
Effective date of TOF personnel actions and removal actions for those who decline relocation. 

After 6 Oct
CPAC notify OCONUS employee and OCONUS CPAC of any obligated position transferred to NETCOM.  

12 Oct 02
CPOCs complete personnel processing.

RESPONSIBILITIES

This is a list of the primary responsibilities and the office assigned.  This in not a comprehensive, all-inclusive list.  

NETCOM/IMA/ACA Command

Publish General Orders to create the new organizations.

Publish final Organization and Operations Plans.

Provide organizational hierarchy information.

Provide TDA for new organizations.

Complete Command classification responsibility for all new jobs.

Link TOF employees with specific jobs (NETCOM includes geographic preference).

Prepare PCS orders for relocating employees (NETCOM).

Begin process to fill remaining jobs after all TOF rights are decided.  

HQDA/CPP

Submit Organization hierarchy information to DOD.

Advise MACOMs and CPOCMA of new CSRs.

Oversee I&I bargaining and impact on timelines.

Provide Labor Relations guidance.

Provide policy guidance TOF and related issues, e.g. PCS entitlements.

Confirm DFAS system readiness.  


MACOMs

Identify positions and employees to transfer with the functions.

Consider overseas returnees’ rights and document retention registers as needed.

Establish and submit to NETCOM, ACA, and IMA timelines for Local Nationals and Installations (OCONUS).  

Oversee labor relations/negotiations issues. 

LEAD MACOMS/NETCOM HR TASK FORCE

Assemble Master List of Employees to transfer.

CPOCMA

Oversee the readiness of Modern System for processing actions, including verification of new Personnel Organization Address Table.

Oversee the execution of the TOF methodology. 

Publish processing and execution guidance to CPOCs, e.g. CSR information.

CPOCs

Prepare retention registers.

Prepare TOF letters.

Build Personnel Organization Address Table.  

Process personnel actions.

CPACs

Conduct I&I bargaining

Request retention registers

Advise managers on TOF methodology and selection procedures.

Flow RPAs to servicing CPOCs.

Identify overseas returnees.

Notify overseas employees and their servicing CPACs regarding transferred return rights.

DFAS

Build Personnel Organization Address Table.

Acknowledge new CSRs.

Establish time and attendance accounts in new organizations.

TRANSFER OF FUNCTION (TOF)

COMPETITIVE AREA

Each Installation Management Activity Region will be established in a separate competitive area.  Each NETCOM Region will be established in a separate competitive area.  Each ACA Region will be established in a separate competitive area.  All employees assigned to organizations located in the District of Columbia geographic area will be established in the National Capital Region Competitive Area.  Headquarters NETCOM will be established in a separate competitive area.  

PROCEDURES

1.  Basic rules governing Transfer of Function are contained in 5 CFR 351, Subpart C.  Additional guidance is provided in the Office of Personnel Management Restructuring Handbooks, Module 4 (latest version February 2002).

2.  Managers, in coordination with CPAC advisors, should use available resources to determine which positions and employees are identified with the transferring function.  These resources include, but are not limited to, position descriptions, TDAs, Organization & Operations plans, workload data, and mission and function statements.

3.  The Losing Competitive Area is responsible for identifying positions and employees for transfer with the function.

4.  The employee has no right to transfer with his or her function unless the alternative in the losing activity competitive area is involuntary separation or demotion.  If there is a continuing need for the function in the old competitive area, the employee may be retained in the losing competitive area provided other placement options exist in the losing competitive area.

5.  Agencies use two methods to identify positions and employees for transfer.  

a.  Identification Method One.  The losing competitive area identifies a competing employee with a transferring function if:

(1)  The employee performs the function during at least half of the employee’s work time, or

(2) Regardless of the amount of time that the employee performs the function, the function includes the employee’s grade controlling duties.  


b.  Identification Method Two.  Identification Method Two is used when Method One does not apply.  This may occur where the employee’s duties are in support of the functions of both the losing and gaining activities, or when more than one employee is performing the function.  To implement Method Two, the losing activity must determine the number of positions required to perform the transferring function. Then, retention standing is used to identify the employees who will transfer to the gaining activity.  Retention registers needed for application of Method Two will be requested from the appropriate CPOC.  Employees are selected for TOF in inverse retention standing.  This means the lowest standing employees are identified for transfer.  

6. Temporary employees will not be transferred.  They may remain in place until their appointments expire, or be terminated at the discretion of the losing activity.  

NETCOM SAMPLE FORMAT FOR LETTER

MEMORANDUM FOR:

John Q. Doe

Address

SUBJECT: Transfer-of-Function Canvass Letter

1. A decision has been made to reorganize the method in which specific information management services are provided throughout the Department of the Army.  This reorganization involves in some cases a change in the physical location in which certain types of information management work will be performed and the organizational structure to which this work will be assigned.  This reorganization has been determined to meet the definition of transfer of function as set forth in Title 5, Code of Federal Regulations, Part 351, Section 203.  Because the work you perform in your current position has been identified with the transferring function, and because we cannot guarantee you a continuing position at your current grade at your present location, you are entitled to transfer with your function to the new location.  

2. If you choose to exercise your entitlement to transfer with your function, the following conditions will apply:

a. You will transfer to the following location and organizational structure effective on 6 October 2002:

(insert new organization and duty station) 

b. You will be assigned to the following position effective 6 October 2002 (a copy of the job description for this position is located at enclosure 1):

(insert position title, pay plan, series, grade, and job number).

c. Your step and salary, including locality pay, will be as follows effective on 6 October 2002:


d. Transportation expenses for you and your family members, including costs for movement of household goods, will be paid as appropriate in accordance with Federal travel regulations.  

e. A sponsor at the new location will be assigned to assist you in your move by providing information to you regarding housing, schools, and related issues, and to provide other types of assistance to you as you may require.



f. Your may change your decision to transfer with your function at any point prior to 6 October 2002.  However, a change in an initial acceptance to a declination will not delay the date by which any resulting separation action is scheduled to occur.

3. If you choose not to exercise your entitlement to transfer with your function, the following conditions will apply:

a. Your employment with the Federal service may be terminated under adverse action procedures as set forth in Title 5, Code of Federal Regulations, Part 752, not earlier than 6 October 2002.

b. You may be eligible for placement assistance through the following programs:

(1) The Department of Defense Priority Placement Program.

(2) The Office of Personnel Management Interagency Career Transition Assistance Plan.

      c.  Your declination will be considered binding and may not be changed at a later date.

4. We request that you document your decision regarding acceptance or declination of your entitlement to transfer with your function as described above on the “Employee Reply Form” located at enclosure 2.  The completed “Employee Reply Form” must be provided to M. _____________ of your servicing Civilian Personnel Advisory Center not later than 10 calendar days following the date of your receipt of this memorandum through any of the following methods:

a. You may hand carry the form to Mr. ______________, who is located in Bldg___, Room ____.

b. You may send the form by datafax to Mr. ____________at (fax number).

c. You may mail the form to Mr. _______________ at the following address: _____________________.

5. Following receipt and review of your reply, the conditions set forth in either paragraph 2 or paragraph 3 above will apply, depending upon the nature of your response.  Should we not receive a reply from you by the date specified above, we will consider your lack of reply to indicate that you have decided not to transfer with your function.  In this case, the provisions of paragraph 3 above will apply. 


6. (Insert appeal information).

7. We fully understand the difficulty with which you may be faced in deciding whether or not to exercise your entitlement to transfer with your function, and wish to extend to you any assistance we may be able to provide.  Mr. ______________, as described in paragraph 4 above, is available to assist you in these circumstances and to provide detailed information regarding the nature of the action involved and your entitlements.  Mr. _________________ may be contacted by phone at _________________.

8. We sincerely value the contributions you have made to the Department of the Army.  We wish to retain your knowledge and expertise within the Department of the Army, and strongly encourage you to exercise your entitlement to transfer and to continue these contributions with us in the future.








Signed:








__________________________

NETCOM TOF

IDENTIFICATION OF EMPLOYEE GEOGRAPHIC PREFERENCE

Employee Name (Last, First, MI): _______________________________________

SSN: ________________

I am willing to work in the following locations:

NETCOM HQ, Fort Huachuca, AZ   ____

NETCOM Forward, National Capital Region ____

NETCOM RCIO-Northeast, Fort Monroe, VA   ____

NETCOM RCIO-Southeast, Fort McPherson, GA  ____

NETCOM RCIO-Northwest, Rock Island, IL  _____

NETCOM RCIO-Southwest, Fort Sam Houston, TX _____

Employees should identify in priority order (1-6) any location they are willing to accept.  Employees may identify less than 6 locations.  This does not constitute a commitment that employee preferences can or will be met.

Employee Signature ________________________________Date_____________

Received by:  _____________________________________
Date______________

IMA & ACA SAMPLE FORMAT FOR LETTER

MEMORANDUM FOR:

John Q. Doe

Address

SUBJECT: Transfer of-Function Notice

1. A decision has been made to reorganize the method in which specific management services are provided throughout the Department of the Army.  This reorganization involves in some cases a change in the physical location in which certain types of work will be performed and the organizational structure to which this work will be assigned.  This reorganization has been determined to meet the definition of transfer of function as set forth in Title 5, Code of Federal Regulations, Part 351, Section 203.  

2. Because the work you perform in your current position has been identified with the transferring function, the following conditions will apply:

a. You will be transferred to the following organization effective 6 October 2002:

(insert name of new organization and duty location)

b. You will be assigned to the following position effective on 6 October 2002 (a copy of the job description for this position is located at the enclosure):

(insert position title, pay plan, series, grade, and job number)

3. Should you have questions regarding this matter, please contact M. __________ of your servicing Civilian Personnel Advisory Center at ___________________.

4. Should you have questions on this matter, contact (insert name and phone number).  

5. We sincerely value the contributions you have made to the Department of the Army and look forward to working with you in the new organizational structure.

Signed:

Labor Relations

Activities are reminded to meet their statutory and contractual labor relations obligations in implementing these actions.  More specific labor relations guidance will be issued under separate cover.  



Key To Abbreviations

ACA


Army Contracting Agency

BBA


Business Based Action

CPAC


Civilian Personnel Advisory Center

CPOC


Civilian Personnel Operations Center

CSR


Customer Service Representative

DFAS


Defense Finance and Accounting Service

DOD


Department of Defense

HR


Human Resources Staff

IMA


Installation Management Activity

I&I


Impact and Implementation 

LOI


Letter of Instruction

LRS


Policy and Program Development Division, Labor Relations

MACOM

Major Army Command

MDCPDS

Modern Defense Civilian Personnel Data System

MFAD


Modernization and Functional Automation Division, G1

MWR


Morale, Welfare, and Recreation

NAF


Non Appropriated Fund

NETCOM

Network Enterprise Technology Command

O&O


Organization and Operations Plan

PPP


DOD Priority Placement Program

TDA


Table of Distribution and Allowances

TOF


Transfer of Function


Nonappropriated Fund Letter of Instruction

1.  PURPOSE:  This document outlines the specific steps and timelines, required of the Nonappropriated Fund community to establish and staff the Installation Management Agency (IMA).  This will serve as the official personnel guidance on the establishment of these organizations.

 2.  SCOPE:  This LOI applies to all losing and gaining activities involved in establishing and staffing the IMA.

 3.  ASSUMPTIONS:

a.  After receipt of the approved O & O plan, identification of positions affected by the Transfer of Function (TOF) will be made.  Transition actions will occur in two principal phases as outlined below.
 b.  Phase 1:  Transition actions during phase one will focus on realigning NAF positions associated with MACOM MWR management functions to TIM regions.  These actions will be pursued with the objective of avoiding any adverse consequences for any employee whose position is affected by the realignment.  Business Based Action (BBA) procedures prescribed by AR 215-3 will be used in this phase to affect Transfer of Function.  

(1)  Prior to affecting any changes to bargaining unit members’ conditions of employment, affected unions should be notified of proposed changes and afforded an opportunity to request bargaining.  Bargaining, if requested, should be completed before implementing any changes to bargaining unit members’ conditions of employment.  Assuming bargaining obligations have been met, employees identified with the function will receive TOF letters no later than August 15, 2002.  

(a)  No geographic movement of employees to a different commuting area will occur on the effective date of the transfer.

( b)  No change will occur on the effective date of the transfer to the title, pay plan, series, or grade/level of the permanent position to which the employee is assigned.

(2)  TOF letters will further advise employees that a determination of regional staffing requirements will be made after 1 October 2002 and they will subsequently be advised of their options at such time that is appropriate, but in all likelihood no later than October 2004.  Employees must respond in writing within 15 calendar days of receipt of the letter and either accept or decline the Transfer of Function.

(a)  If the employee accepts the transfer, the position will transfer with the function and the duty station remains unchanged for this initial action.  The Nature of Action will be "Transfer" and in Block 25 of the Notice of Personnel Action  (NPA) identify “Transfer of Function”.  Under the initial transfer action no employee will receive authorization to cash in annual leave.

(b)  If an employee declines the transfer of function, he/she will be separated with advance notice in accordance with provisions identified in the TOF letter.  NOA will be “Separation BBA”. 


(3)  NAF HR Offices will prepare TOF NPA effective the beginning of the first full pay period on or after October 1, 2002 (October 3 or October 10).  NAF HR Offices will begin processing actions 13 September 02

c.  Phase 2.  Transition actions during phase two will focus on realigning the NAF workforce at the regional level.  End state regional staffing requirements will be determined, and actions to align the workforce with these requirements will be initiated at such time as is deemed appropriate, but in all likelihood not later than 1 October 2004.  Vacancies will be filled by request for reassignments (volunteers), management directed reassignments, and competitive actions as appropriate.   During this phase realignment will be accomplished using Business Based Action (BBA) procedures prescribed by AR 215-3 for surplus positions.

(1)  Normal BBA procedures will be used for selecting employees in like positions affected by TIM (at installations and regions).  The determination of the specific employee affected will be based on factors such as employee knowledge, skill and ability as demonstrated through performance.  Employees must be ranked to determine the order in which they will be affected.  The ranking process must include performance and seniority although other factors such as job related training and formal education may be included.

-  Performance – Last two years appraisals as a minimum.

-  Seniority – Creditable NAF Service






 

(2)  Competitive procedures will be used to fill positions not filled through TOF.  The Career Referral Program will be used to fill vacancies NF-4 and above limiting the area of consideration to current NAF employees.  Positions NF-3 and below will be filled using local competitive procedures limiting the area of consideration to current NAF employees.  As a reminder, for those competitive actions NF-3 and below, Spouse Employment and Involuntarily Separated Military preferences apply to selection.  

TIM Implementation Sequence Schedule

NAF Human Resources

Phase I

Assumptions: 

17 May 02
LOI to be issued with NAF Annex 

Unions informed by Installations




CFSC FM delivers to CPP-NAF new clear text for HQ MACOM SNNs 

24 May 02
IMA/ACA O&O Initial announcement must be received by CPP-NAF.

5 June 02
HR Data Pkg#1 (Hierarchy data) from IMA/ACA, Net Transition Teams to FAB/DOD

 7 June 02

O&O Reclamas considered and decided.

HQ IMA/ACA issue letters announcing the O&O decisions MACOMs/CFSC start “faces” ID.  Five weeks to complete this phase.

General Order issued.

 12 June 02

Org Hierarchy Data from IMA/ACA transitions teams to MFAD.

 28 June 02

Org Hierarchy from MFAD to DOD

12 July 02
MACOMs complete ID of faces; MACOMs submit master list of employee Names, Social Security Numbers, UICs, and Standard NAFI Numbers to CFSC/CPP-NAF.  Servicing NAF HR Office to notify union of bargaining unit employee names affected by the TOF if applicable. 

26 July 02
HQDA/LRS to coordinate all I & I results; keep MACOMs and HQDA NAF informed of outcomes.  Initial and recurring reports.

28 July 02
Mod Sys patched to reflect new Organizations.  NAF clear text changes patched to system.

28 July 02

Table 39’s built – 60 days for DFAS/NFS.  (Clear text)


15 August 02

MACOM’s/Installations complete Implementation & Impact




NAF TOF letters sent to employee.

31 August 02

Response due to TOF letters 

13 September 02
NAF HR Offices will process the NPA.  Effective on or after the first full pay period on or after.  October 2002. 

 Phase II

21 Oct 02

NAF HR Officer verify list of employees who were identified with 




the TIM TOF and moved for the IMA and assure that actions




processed correctly in MDCPDS.

28 Oct 02

Issue canvass letters to employees moved in Phase I to identify




which geographic areas the employee is willing to relocate to and




their priority preference when the employee is available for more




than one area.  Positions offered will be at the same grade level.  

Offer relocation bonus to employees who volunteer in initial canvass with proviso that bonus will not be available to employees

Whose reassignment must be directed.

 8 Nov 02

Deadline for employee responses to canvass letters.

 

22 Nov 02
Based on canvass letter results, identify vacancies for which recruitment must begin based on critical need for employees at TIM regional sites.  Recruit for critical jobs where no volunteers were identified, and reassign employees when possible.  

 

13 Dec 02

Identify skills imbalances or areas where employees cannot be 




matched both by region and corporately overall based on:

(1)  comparison of the organization structure/available jobs with the employees available to move as a reassignment,

(2)  comparison of the organization structure/available jobs with employee request for move.

 

10 Jan 03

Decide placement matches into regional center jobs using request

for reassignment or adjusted SCD and management needs to match senior people to jobs.

 

27 Jan 03
Issue job placement notices to employees reflecting decisions above.  Where immediate or near term movement or relocation of the employee into the new position is desired, use a directed letter of reassignment.  Where immediate or near term movement is not required, a letter notifying him/her of the intent to assign him/her to the position at a later date may be preferable.

 

14 Mar 03
Process personnel actions for volunteers and employees accepting directed reassignments.

 


Based on above process results, initiate recruitment for position in all regional centers where no job match was proposed and no surplus, matchable employee exists.  

RESPONSIBILITIES FOR NAF

IMA Command

Same as APF

HQDA CPP

Submit organization hierarchy information to DOD (CPP NAF will ensure NAF information is forwarded to Modernization Functional Automation Division)

Oversee I & I bargaining and impact timelines (NAF will coordinate with APF LRS)

Advise on TOF methodology and related issues.

MACOMs

Identify positions to transfer with the functions.

CPOCMA

Oversee the readiness of Modern System for processing actions

HQDA CPP-NAF

Oversee the execution of all TOFs including individual actions for transferring employees

Publish processing and execution guidance to NAF HR Offices

NAF HUMAN RESOURCE OFFICES

Prepare TOF letters

Conduct I & I bargaining with the Unions

Advise managers on TOF methodology and selection procedures

Process RPAs and NPAs


DFAS NAF FINANCIAL SERVICES (NFS)
Payroll programming changes if applicable

DOD/CPMS
Patch Modern or Organization Hierarchy

CFSC (Community Family and Support Center)

Provide clear text changes for NAF Position ID Codes

Assemble a master list of employees to transfer to HQDA CPP NAF

DRAFT MEMO 

MACOM-HR
da/mo/2002

MEMORANDUM FOR 

SUBJECT:  Notice of Transfer of Function 

1.  The Department of the Army has determined to organize its base operations support functions on a geographic regional basis.  This regionalization of services is being accomplished under a Department of the Army Transformation of Installation Management (TIM) realignment is designed to establish equitable standards of service at all installations, streamline the flow of resources and improve the delivery of services to commanders, soldiers and their families.  Realignment of the Nonappropriated Fund (NAF) workforce in support of this transformation will occur in two principal phases.  Phase I will realign existing NAF positions along with the incumbent to TIM regions as a transfer of function (TOF) and will be completed by October 2002.  Phase II will reshape and align the NAF workforce to the staffing requirements of each of the TIM regions.  Regional requirements will be determined as is deemed appropriate, but in all likelihood not later than October 2004.

2.  As a result of this Department of the Army Transformation of Installation Management realignment, you have been identified along with your position, Position Title, Pay Plan, Series, Grade/Pay Band Level, to transfer with the function from  XYZ organization to the new XXX region effective XXXX (effective the beginning of the first full pay period on or after October 1, 2002).  This transfer of function is necessary in order to establish a corporate structure focused on installation management to better support base operations and further enable mission commanders to perform their assigned missions.    During this initial transfer phase, you will remain in your position at your current duty station.  A Permanent Change of Station to the new region may be required of you in the future.  If a PCS or other action is required after the effective date of the TOF you will be provided notice appropriate to the action being taken. 

3.  You have 15 calendar days from receipt of this letter to either accept or decline this transfer to XXX region.  Your acceptance or declination must be in writing and returned to me.

4.  If you decide not to accept the transfer, this letter serves as official notification that you will be separated from employment 60 days from the date of this letter, on 15 October 2002. 

a.  Separation action in this event is non-prejudicial and does not preclude your reemployment.  Your name will be placed on the reemployment priority list for a period of one year and you have the right to review the records used to determine your ranking on the Reemployment Priority List.  If a vacancy occurs at the same level and with the same duties of your present position during the time that your name is on the Reemployment Priority List, you will be offered that position in the order of your standing on the list.  You are eligible for Priority Consideration with other DOD NAFIs in the commuting area for up to one year upon separation.  You are also eligible to receive appointment consideration to a civil service position in the federal government under the Department of Defense (DOD) and Office of Personnel Management (OPM) Interchange Agreement for a period of one year from date of separation. 

b.  During the notice period, you will continue to work and be paid in the same manner as you did prior to the issuance of this notice.  Upon separation, you will receive any severance benefits authorized by Army regulations, as well as a lump-sum payment of your unused annual leave.

c.  Your insurance and retirement benefits will terminate upon separation from employment at XYZ.  To ensure that you have an opportunity to understand the impact of losing these benefits, you will be given a specific date and time to meet with the Human Resources staff regarding your pay and benefits.  Because you will be receiving information during this meeting about the continuation of your health and life insurance benefits, and about the disposition of any benefits to which you may be entitled from the Army NAF Retirement Plan and the Army NAF  401(k) Savings Plan, this meeting is expected to last approximately one hour.  I will speak with you to set a time and date for this meeting.
 

d.  Based upon your total service of XXX years and XXX months, you are entitled to receive $ XXX of severance pay upon your separation due to this action.  A detailed calculation of this amount will be provided to you during out-processing.  You may also be entitled to unemployment compensation and your servicing NAF Human Resources Office will provide you with that information.

5.  If you believe that Army NAF regulations and procedures were not properly applied, you may grieve this decision in accordance with the AR 215-3 grievance procedures.  Either your representative or the NAF Human Resources Office can provide you with appropriate guidance.  To be considered, your grievance must be filed within fifteen (15) days after the effective date of your separation. 

6.  You have the right to review the records used to determine the employees to be affected by this action.  You may contact the NAF Human Resources Office for such a review, for information about the grievance procedure, or for further clarification.  

7.  Please acknowledge receipt of this letter by signing and dating the attached copy.  Your failure to sign a copy of this letter in no way voids its contents.
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