DRAFT “SmartCard” for the Personnel Realignment Area
1.0.0 General 
- The purpose of the Smart Shutdown project is to provide program managers (of programs that are being terminated) with a “toolbox” for Smart Shutdown of their programs.  This toolbox will outline critical program considerations by individual lanes (Personnel Realignment, Requirements, Technologies, Facilities, Contracts, Budget/Financial Management), to assist in efficient and successful termination activities.   As part of the toolbox, program considerations checklists (“SmartCards”) are being developed.  The SmartCards will list actions and items to consider; but not how to accomplish those actions.
- Email address is: SmartShutDownPS@DAU.MIL 

- Acquisition Community Connection (ACC) link to Smart Shutdown Special Interest Area is: https://acc.dau.mil/CommunityBrowser.aspx?id=308481&lang=en-US 

OPM Resources:

 - U.S. Office of Personnel Management 1900 E Street NW, Washington, DC 20415 | (202) 606-1800 | TTY (202) 606-2532.  http://www.opm.gov  
- This link displays the list of topics on the OPM website.  http://www.opm.gov/topics.asp  
- This link presents a list of OPM contact information, for various topics.  http://apps.opm.gov/opmorgchart/index.cfm 
 
- OPM Restructuring Services (they offer consulting and other services), (415) 281-7094  restructuring@opm.gov 
- OPM Workforce Restructuring Office.  (They offer information on downsizing and career transition resources.  CD-ROMs with up-to-date information on these topics can be obtained.) (202) 606-0960 

- OPM Reshaping Services - they provide reimbursable services (such as consulting, RIF planning and implementation, career counseling, and outplacement services) to agencies involved in reshaping.  (816) 426-7024 kansascity@opm.gov 
DoD Resources:

- DoD Civilian Personnel Management Service - information about DoD civilian personnel programs, systems, policies, and guidance http://www.cpms.osd.mil/ 
- Reference guides http://www.cpms.osd.mil/fas/reference_guides.aspx 

- DoDI 1400.25 DoD Civilian Personnel Manual http://www.dtic.mil/whs/directives/corres/html/CPM_table2.html 

Army Resources:

- Army Civilian Personnel Online website (regulations, policies, guidance, tools, employment opportunities, contact information) http://www.cpol.army.mil/  http://cpol.army.mil/library/ 

- Army Civilian Human Resources Agency - has an Army Human Resources Toolkit (numerous guidebooks) – also has regulations, policies, guidance, tools, employment opportunities, contact information, training information, training materials http://www.chra.army.mil/ 

- Army Civilian Regional Service Centers http://cpol.army.mil/library/reg_index.html 
- Army civilian employee benefits center https://www.abc.army.mil/ 

Navy Resources:

- Navy Civilian Human Resources Services http://www.donhq.navy.mil/aausn/TagResults.aspx?ID=174 

- Navy Civilian Human Resources Manual https://www.donhr.navy.mil/donchrm/default.asp 
- Navy civilian human resources guidance https://www.donhr.navy.mil/Employees/Default.asp 
- Navy Human Resource Service Centers https://www.donhr.navy.mil/HRSC/default.asp 

Air Force Resources:

- Air Force Personnel Center websites (tools, resources, reference materials, employment information, benefits, RIF information, labor relations, training information) http://ask.afpc.randolph.af.mil/cfo/ http://ask.afpc.randolph.af.mil/main_content.asp?prods3=350&prods2=328&prods1=99 http://ask.afpc.randolph.af.mil/SiteMaps/CivilianHRResources.asp   
- Air Force Personnel Center Procedures Guide http://ask.afpc.randolph.af.mil/ProcGuide/ 
- Air Force Personnel Center Service Center (has POCs for assistance) http://ask.afpc.randolph.af.mil/main_content.asp?prods3=2025&p_faqid=8431 

Marine Corps Resources:

- Marine Corps Human Resources http://hqinet001.hqmc.usmc.mil/ar/ARH/index.htm 
Comments: 
 - The most important recommendation is to work closely with your Human Resources Office, during the entire personnel realignment process.
 - Agencies should use this Personnel Realignment “SmartCard” in conjunction with:

• Specific authorities cited in the agency’s policy

• Applicable articles contained in the agency’s collective bargaining agreement(s)

• Applicable laws in title 5, United States Code; and

• Regulations published in title 5, Code of Federal Regulations (CFR).

 - While the information in this “SmartCard” contains information from the OPM website and other authoritative websites - any changes in regulation or law will supersede the information in this “SmartCard”.  The most recent laws and regulations can be obtained at http://www.opm.gov/hr_practitioners/ 

1.0.1 Has a personnel drawdown plan been established matching required personnel skill sets with current and future drawdown activities?

Resources:  
- The OPM Workforce Reshaping Operations Handbook has a wealth of information that applies: http://www.opm.gov/Reduction_In_Force/agency_references/Handbook/wroh.asp
- Web-link is to the U.S. Office of Personnel Management Restructuring Information Handbook, which  assists Federal agencies in identifying the statutory and regulatory procedures that are mandatory, and to offer options for agencies to consider in restructuring situations.  http://www.opm.gov/rif/handbook/rih.asp 
1.0.2 Out-processing information and checklists (CAC cards, Government credit cards, security clearances, employee badges, Government equipment, email accounts, timekeeping and pay actions, closeout appraisals, awards, etc.)
Resources:  Several out-processing forms and surveys have been posted to the ACC. https://acc.dau.mil/CommunityBrowser.aspx?id=309060 
 2.0.0 Military Personnel
2.0.1 Concerning drawdown of excess military personnel: Options include early transfer of military personnel (PCS orders or split tours), extending their tours instead of obtaining replacement personnel, and/or stashing military personnel elsewhere while they await PCS orders or retirement.  DoD and Service instructions/regulations apply.
Resources: 
- The following links have information for military personnel (retirement, separation from service, relocation, new assignments, PCS orders, etc.):

U.S. Army Human Resources Command www.hrc.army.mil 
Air Force Personnel Center http://ask.afpc.randolph.af.mil/ 
Navy Personnel Command http://www.npc.navy.mil/channels 
Marine Corps Manpower and Reserve Affairs https://www.manpower.usmc.mil/portal/page?_pageid=278,1&_dad=portal&_schema=PORTAL 

- The following documents deal with manpower management for military (and civilian) personnel.  These documents provide guidance/procedures concerning the approval and implementation of manpower requirements and authorizations (authorized manpower levels).
DoD Directive 1100.4, Guidance for Manpower Management http://www.dtic.mil/whs/directives/corres/pdf/110004p.pdf 

Army Regulation 570-4 (AR 570-4), Manpower Management http://www.army.mil/usapa/epubs/pdf/r570_4.pdf
OPNAVINST 1000.16J, Manual of Navy Total Force Manpower Policies and Procedures – this file has been posted to the ACC. https://acc.dau.mil/CommunityBrowser.aspx?id=309060 
Air Force Instruction 38-201, Determining Manpower Requirements

 http://www.e-publishing.af.mil/shared/media/epubs/AFI38-201.pdf 

Marine Corps Order P1080.39B, Administrative Instructions for Marine Corps Manpower Management System http://www.usmc.mil/news/publications/Documents/MCO%20P1080.39B.pdf 
Comments: All PCS orders come from the service personnel commands (refer to the above web links).  Military personnel must out-process from their service, as well as from the command they are leaving.  PCS awards are done at the discretion of the individual’s supervisor.

3.0.0 Government Civilian Personnel
Resources: 
- The OPM Workforce Reshaping Operations Handbook has a wealth of information: http://www.opm.gov/Reduction_In_Force/agency_references/Handbook/wroh.asp 

3.0.1 Where personnel will be absorbed by another program, the following information could be needed or beneficial:  In-processing information (badges, parking decals, email accounts, security clearances, government credit cards, etc); and relocation information and counseling concerning upcoming PCS moves.
Resources: 
-This topic is discussed by the OPM Restructuring Information Handbook, Module 4 http://www.opm.gov/rif/handbook/rih.asp and by OPM summary of reassignment guidance http://www.opm.gov/Reduction_In_Force/general/summary_of_reassignment.asp 
- The reference documents listed in section 2.0.1 deal with manpower management for civilian (and military) personnel.  These documents provide guidance/procedures concerning the approval and implementation of manpower requirements and authorizations (authorized manpower levels), including transferring the civilian billets/authorizations to other organizations. 
- An in-processing checklist has been posted to the ACC. https://acc.dau.mil/CommunityBrowser.aspx?id=309060 

3.0.2 Where personnel won’t be absorbed by another program:
3.0.2.1 Have VERA/VSIP been considered?

Resources:  
- DoD 1400.25-M, subchapter 1702 (DoD Civilian Personnel Manual, subchapter dealing with VERA and VSIP) has been posted to the ACC. https://acc.dau.mil/CommunityBrowser.aspx?id=309060 
- The OPM VERA/VSIP guides may be downloaded from these web-links: http://www.opm.gov/rif/handbook/rih.asp  http://www.opm.gov/Reduction_In_Force/agency_references/index.asp 
3.0.2.2 Will a RIF be conducted?  Note: The following actions might minimize the number of employees affected by a RIF:
- If it looks like a RIF might be needed (or if the agency has an uncertain future) – freeze hiring and promotions, use temporary employees, and/or use detailed employees or matrix employees (from other organizations) – instead of hiring new employees.
- Payroll dollars could possibly be saved via detailing employees on a reimbursable basis to other agencies, encouraging employees (volunteers) to take leave without pay, encouraging employees (volunteers) to take voluntary reductions of hours, and/or furloughing employees for short periods of time.
Resources: 
- Link to all RIF-Info:  This link has everything summarized with a tab for employees and agency references: http://www.opm.gov/Reduction_In_Force/employee_resources/index.asp
- OPM employee RIF guides: These guides have a great summary of RIF related information.  http://www.opm.gov/rif/general/rifguide.asp http://www.opm.gov/Reduction_In_Force/employee_resources/EGRIFBEN.asp 
- Furloughing employees is discussed by the OPM Restructuring Information Handbook, Module 5 http://www.opm.gov/rif/handbook/rih.asp, and also at http://www.opm.gov/furlough/furlough.asp 
- The OPM Workforce Reshaping Operations Handbook - Appendix C has a RIF Items Checklist – Appendix D has a RIF Team Preliminary Actions Checklist: http://www.opm.gov/Reduction_In_Force/agency_references/Handbook/wroh.asp 

- Air Force Personnel Center Procedures Guide – has a RIF timeline of necessary actions http://ask.afpc.randolph.af.mil/ProcGuide/ 

3.0.2.3 Will temporary, and/or reemployed annuitant employees be laid off?  Will seasonal and/or intermittent employees be placed in a non-pay/non-duty status?
Resources: Refer to the resources listed in section 3.0.2.2 (RIF information and guidelines).
Comments: According to the resources listed in section 3.0.2.2:
- A competitive service temporary employee serves at the will of the agency and can be terminated without regard to the RIF regulations.  
- A reemployed annuitant also serves at the will of the agency and can be terminated without regard to the RIF regulations, unless the appointing officer determines that reemployed annuitants may compete under the RIF regulations.
- The RIF regulations do not apply to some employees included in an alternative personnel system authorized as a demonstration project or similar alternative personnel system (Note—The

implementing regulations and related implementing issuances covering the demonstration project or alternative personnel system document any applicable modified RIF procedures).

3.0.2.4 Can employees be reassigned to vacant billets within other programs or organizations?  Note: The Department of Defense’s (DoD) Priority Placement Program (PPP), is available to help place separated and demoted DoD employees in other positions within the agency.  See the RIF and CTAP resources (sections 3.0.2.2 and 3.0.2.6) for information on the PPP. 

Resources: This topic is discussed by the OPM Restructuring Information Handbook, Module 4 http://www.opm.gov/rif/handbook/rih.asp and by OPM summary of reassignment guidance http://www.opm.gov/Reduction_In_Force/general/summary_of_reassignment.asp

Comments: The organization can train employees for other positions within the agency, and/or for positions in other agencies (subject to applicable laws/regulations/guidance).  See the above resources for additional information. 

3.0.2.5 Some employees may be willing to take normal or disability retirements. Discontinued Service Retirements (involuntary separation) might be an option for some employees.
Resources:  
- Links to retirement info and benefits:  http://www.opm.gov/retire/  http://www.opm.gov/retire/pre/botdg/ 
- Chapter 4 of the CSRS/FERS Handbook for Payroll and Personnel Offices, contains information on retirement eligibility for retirements of all types. The Handbook is available on the OPM website at http://www.opm.gov/retire/pubs/handbook/hod.htm 
Comments: The organization can offer or provide retirement information and seminars to employees who are considering retirement.
3.0.2.6 Has a Career Transition Assistance Program been established?  A Career Transition Assistance Program (along with an Outplacement Program) can include the following:  

- Career counseling (including procedures; and pros, cons, benefits, and disadvantages of available options)
- Skills and interests assessments

- Job search counseling and assistance (including résumé  assistance, provide timely referrals to potential employers and job leads to displaced employees,  and/or granting administrative leave to interview for other jobs)
- Establish a career transition center and/or website

- Sponsor job fairs and/or job hunting clubs

- Information on training and retraining opportunities

- Networking with local associations such as chambers of commerce, and state employment offices (including information on how to apply for unemployment insurance)
- Continued employee access to career transition services and facilities, even if the employee is separated
Resources: 
- The OPM website has information on federal employment opportunities http://www.opm.gov
- Web-link to USA Jobs: http://www.usajobs.gov/ei/index.asp 
- Can download the Employees Guide to Career Transition: http://www.opm.gov/Reduction_In_Force/employee_resources/ctap/Employee-Guideline_CTAP.asp 
- Can download information on Career Transition Assistance Program (CTAP) and Interagency Career Transition Assistance Program (ICTAP): http://www.opm.gov/ctap/ 

- Can download civilian employee benefits guides from the following web-link:  http://www.opm.gov/insure/health/planinfo/guides/index.asp 

- Information on relocation incentives (relocation pay) http://www.opm.gov/oca/pay/html/relbonfs.asp 

- All Federal agencies provide Employee Assistance Programs (EAP) for employees. Basic EAP services include free, voluntary, short-term counseling and referral for various issues affecting employee mental and emotional well-being. http://www.opm.gov/Employment_and_Benefits/WorkLife/HealthWellness/EAP/index.asp 

Comments: 
- OPM requires that each agency establish a Career Transition Assistance Plan (CTAP) to actively assist its surplus and displaced employees. Each agency must ensure that it applies CTAP uniformly and consistently to all eligible employees.  

- Some organizations have Outplacement Programs (in addition to CTAP) that perform some of the above functions.

Note: The Department of Defense Priority Placement Program (PPP) is comparable to other
intra- and interagency priority placement programs (e.g., the CTAP, ICTAP and Reemployment Priority List (RPL)).
3.0.2.7 Coordinate with unions and officially recognized employee-based professional organizations, as appropriate.

Resources: 
- This website has a wealth of information on labor-management relations http://www.opm.gov/lmr/ 
- The following website provides general information about agency bargaining obligations during a time of reduced budgets (furloughs, RIFs, etc.). http://www.opm.gov/furlough/furlough.asp#Labor%20Management%20Relations%20Implications 

Comments concerning labor-management relations: Does management have union support for the reshaping efforts? While management has the right to reshape its workforce, including running a RIF, many aspects of the impact and the implementation of such efforts are negotiable (refer to collective bargaining agreement(s) that are currently in effect with each union). Management must fulfill any collective bargaining obligations and should consult with labor relations staff prior to announcing a reshaping effort.
3.0.2.8 Plan an effective communications strategy.

Resources: This topic is discussed by the OPM Restructuring Information Handbook, Module 1 http://www.opm.gov/rif/handbook/rih.asp , and the OPM Workforce Reshaping Operations Handbook: http://www.opm.gov/Reduction_In_Force/agency_references/Handbook/wroh.asp
4.0.0 Government Civilian Personnel – Matrix Employees
4.0.1 How to terminate funding and send the matrix employees back to their parent organization?
Resources: See your organization’s contracting and finance personnel for guidance.
Comments: Arrangements for matrix employees are often covered under a Memorandum of Agreement (MOA) between the various organizations.  How and when funding can be terminated depends on what is in the MOA (some organizations pay by the year, some by the month, some pay quarterly).  You can typically send the employees back at any time, but you may not be able to recoup the money you have already paid (for the matrix employees).

5.0.0 Contractor Personnel (SETA)
5.0.1 How to terminate funding and send the contractor personnel back to their parent organization?
Resources: See your organization’s contracting and finance personnel for guidance.
Comments: Arrangements for contractor personnel are typically covered under a contract between the various organizations.  How and when funding can be terminated depends on what is in the contract.  Stop work/terminate for convenience may also be an option.
5.0.2 How to reduce work hours for contractor personnel, or place them “on call”, to work as needed?

Resources: See your organization’s contracting and finance personnel for guidance.
Comments: Arrangements for contractor personnel are typically covered under a contract between the various organizations.  How/whether contractor work hours can be reduced or contractor employees placed “on call”, depends on what is in the contract.  Voluntary reduction in work hours might be an option (if the contractor and employees are willing to do this).
