GENERIC RIF PLAN OF ACTION & MILESTONES (POA&M)

TASK
ACTIONS
COMPLETE

NLT DAY
ACTION OFFICER
COMMENT

1
Meet with Activity to develop RIF POA&M and address questions/concerns.  Designate Action Officer and POCs
ASA Need

Identified
HRO/HRSC SE Code 535
TBD dates should be entered into POA&M and start dates identified for each POA&M task to assure completion prior to NLT date (E-210/150).

2
Consult/bargain with Union.
TBD
Activity/HRO
Activity with HRO LR support.

3
Gain VSIP/VERA/RIF approval from Major Claimant.
TBD
Activity
VSIP has to be offered at least 30 days prior to issuance of involuntary separation notices.  Anything less than 30 days requires waiver form DONHQ. 

4
Run CSU Appraisal Report to ensure latest appraisal data is in DCPDS for entire UIC. 
TBD
Activity/HRO
Recommend this be done and any discrepancies resolved prior to generation of Employee Data Sheets (EDS).  Employees will likely question any performance appraisals on identified on EDS.  Review and cleanup of this data is essential to AutoRIF data extraction process at time RIF is run.  Resolution at the earliest possible juncture is crucial.  

5
Forward any appraisal changes to HRSC SE Code 51 for update.
TBD
Activity/HRO
HRO/Activity needs to identify updates as RIF related and provide a deadline for completion by Code 51.

6
Update appraisal discrepancies
TBD
HRSC SE Code 51
This should be completed resolved prior to generation of Employee Data Sheets (EDS).   Code 51 should email HRO/Activity when complete with a copy to Code 535. 

7
Identify UICs (including geographic locations) and RIF effective date. 
ASA Known
Activity
Data required to generate EDS

8
Written notification to employees having restoration or return rights to Activity concerning available options as a result of upcoming RIF.
TBD
Activity/HRO


9
Generate Employee Data Sheets (EDS) and send to HRO/Activity for employee verification of personal RIF data. 
TBD
HRSC  

Code 535
Time to produce these documents is driven by the number of affected employees.  

10
Generate competitive level and/or competitive area reports and provide to HRO and Activity for verification.
TBD
HRSC Code 535


11
Generate and review various QC and suspense reports to assess missing, overdue or contradictory data.
TBD
HRSC Code 535
At a minimum this should include VRA/excepted service conversions, tenure conversions, etc.

TASK
ACTIONS
COMPLETE

NLT DATE
ACTION OFFICER
COMMENT

12
Send EDS to employees and request updated applications/resumes from employees; identify deadlines for returning EDS and submitting applications.
TBD
Activity
Employees should be given at least 2 weeks to prepare applications/resumes.  HRO should emphasize the necessity to have updated applications to assess bump and/or retreat assignment rights.  

13
Forward competitive level and/or competitive area discrepancies to HRSC Code 535 for correction.
TBD
Activity/HRO


14
Forward EDS corrections and updated applications to HRSC Code 535.
TBD
Activity/HRO
Package containing data sheets should be in alpha order and contain a master list of who submitted discrepancies, supporting documents and applications/resumes.

15
Forward performance appraisals (EDS) discrepancies, not identified in earlier review process, to HRSC Code 51 for resolution.
TBD
HRSC SE

Code 535
Forward within one week of receipt of EDS package or as soon as received if identified prior to EDS generation.

16
Verify DCPDS data is correct/validated and input changes.
TBD
HRSC 

Codes 51 & 535
Code 51 should email HRO and Code 535 when performance appraisal discrepancies are completed.  Code 535 will email Excel spreadsheet to HRO re: final disposition of non-performance discrepancies.  

17
Review and certify competitive level /competitive area codes.
E-210/150
HRO/HRSC SE Code 535
Due to HRSC Code 535 at time of RIF submission or sooner if possible.  

    18
Open VSIP/VERA window.
TBD
Activity
Recommend at least 2 weeks.  Activity should strongly encourage employees to seek out Benefits Counseling to assess whether or not they meet the required criteria for retirement.   This will prevent misunderstandings at a later date including possible missed consideration for VSIP. 

    19


Provide retirement estimates and VSIP calculations to HRO/Activity.
TBD
HRSC SE Code 43 
Time to produce these documents is driven by the number of affected employees.  Advise Code 43 as early as possible re: potential number of estimates.  

    20
Conduct retirement briefings.
TBD
HRO/HRSC SE Code 43
To coincide with VSIP/VERA open period.  

21
Position descriptions review and completion
TBD
Activity/HRO
To be completed prior to submission of RIF package. 

22
Approve/disapprove VSIP; prepare/sign VSIP/VERA RPAs and send to HRO
TBD
Activity
RPAs must include effective date(s).  Activity is strongly encouraged to ensure interested employees actually meet the proper criteria for retirement.

23
Freeze all recruitment and personnel actions. 
E-210/150
Activity
Prior to submission of RIF request

TASK
ACTIONS
COMPLETE

NLT DATE
ACTION OFFICER
COMMENT

24
Submit RIF Request package to HRSC.  

SEE NOTE #24 BELOW  FOR ALL ESSENTIAL PACKAGE ELEMENTS    
E-210/150


Activity/HRO
E-210 for RIF with 120-day notice period

E-150 for RIF with 60-day notice period

25
Submit RIF request and approval documents
E-210/150
Activity
Due in RIF submission package

26
Provide updated competitive area instructions to HRO.
E-210/150
Activity
Due in RIF submission package

27
Review and certify that current PDs are accurate. 
E-210/150
Activity/HRO 
Due in RIF submission package. Copies of all organizational PDs (vacant and occupied) for the grade ranges involved in the RIF should be submitted in the RIF package.

28
State policy on waiving qualifications for vacant positions.
E-210/150
Activity
Due in RIF submission package

29
Designate management official to make decisions during RIF process
E-210/150
Activity
Due in RIF submission package

30
Send activity-specific RIF policies to HRSC
E-210/150
Activity/HRO
Due in RIF submission package

31
Provide organization charts - old and new
E-210/150
Activity
Due in RIF submission package

32
Submit list of positions to be abolished
E-210/150
Activity
Due in RIF submission package

33
Submit list of vacancies to be used in RIF
E-210/150
Activity
Due in RIF submission package

34
Identify employees requiring reasonable accommodation
E-210/150
Activity
Due in RIF submission package

35
Identify employees currently on Performance Improvement Plans or those with conduct/performance issues. 
E-210/150
Activity
Due in RIF submission package.  This information will also be used to assess whether or not an employee can be registered in PPP.

36
List of VSIP/VERA employees with effective dates, note of whether positions will used/abolished.
E-210/150
Activity
Due in RIF submission package

37
Define Lines of Progression for all positions.
E-210/150
Activity/HRO 
Due in RIF submission package

38
List of employees having restoration or return rights
E-210/150
Activity/HRO 
Due in RIF submission package

39
Notify outside parties: OPM, CARE, Office of Legislative Affairs, State Employment Office.
TBD
HRO/Activity 
Only applies to >50 involuntary separations

40
Run RIF process and brief Activity on outcome.
TBD
HRSC SE Code 535
45 – 60 days depending on number of actions involved.

41
Finalize draft RIF notices and send to HRO/Activity. 
TBD
HRSC SE Code 535
Forward electronically for HRO/Activity printing. Draft RIF notices will not be provided to HRO/Activity unless HRSC Code 535 is in receipt of copy of RIF authority. 

42
Issue RIF notices to employees and list of affected employees to Union.
TBD
Activity
Secure receipt acknowledged signatures and acceptances/declinations from employees. 

43
Conduct RIF counseling and prepare/conduct PPP registrations.
TBD
HRO/HRSC SE Code 535
HRO/Activity identify conduct/performance concerns.

TASK
ACTIONS
COMPLETE

NLT DATE
ACTION OFFICER
COMMENT

44
Run additional RIF iterations as needed and issue amended notices.
TBD
HRSC SE

Code 535
If better offers arise.  Make any necessary changes to PPP registrations.

45
Notify HRSC of employee departures during the notice period.
Ongoing
HRO/Activity
This is important to ensure PPP and the overall RIF reflect the departure of employees that may have found new jobs on their own.  If the HRO provides a release date on any employee for other than PPP job offers, HRSC needs to be advised.

46
Prepare RIF RPAs and forward to HRSC.
TBD
Activity/HRO
2 pay periods prior to effective date of RIF.  Activity/HRO must provide ALL relevant position and employee information in Notepad to including how pay is to be set, how severance pay is to be paid out, i.e. .lump sum,, biweekly, etc.

47
Prepare CLG and termination RPAs for RIF impacted employees that are on temporary actions, i.e. Promotion  NTE, Reassignment NTE and forward HRSC SE Code 51 for processing prior to processing RIF actions 
TBD
Activity/HRO
2 pay periods prior to effective date of RIF 

48
Effect VSIP/VERA separations and RIF actions
E
HRSC SE Codes 43/535
Make any necessary changes to PPP registrations.

ITEM #24  NOTE:  (IN ORDER TO MEET THE DATES ON THIS POA&M, THE RIF REQUEST MUST BE COMPLETE AND ACCURATE WITH NO 

CHANGES MADE SUBSEQUENT TO RECEIPT BY THE HRSC.)

Activity RIF request must include written documentation of approval to conduct RIF and the following information:


1.  Designated management official who will be authorized to make decisions for the command on issues that come up during RIF.

2.  Copies of RIF policies and instructions particular to the Activity and/or Bargaining Unit. 

3. Command endorsed statement of policy on waiving qualifications for vacant positions. 

4.  Written certification that position descriptions accurately describe positions.  

5. If MTP, copies of ALL organizational position descriptions in the grade range for RIF impacted positions (vacant and occupied) should be submitted in the RIF package.  For all position description requiring ANY type of classification review or coding must be completed prior to submission of RIF package.  Copies of completely coded position descriptions must be provided in RIF package.

6.  Written description of competitive area.

7.  Written definition of lines of progression for all positions, i.e. GS/WG, etc.

8.  Copy of old organization charts for total activity.

9. Copy of new organization charts for total activity.

10. Spreadsheet list of positions to be abolished with notes on whether or not they are occupied.  At a minimum, activity must provide a spreadsheet with the

      following items:


-PD#/sequence number

-Position Title, PP/SRS/GRD

-Employee name

-Employee SSN#

-Work Schedule (day &shift)

-Vacant or Occupied

11. Spreadsheet list of vacant positions to be used in RIF with corresponding copies of completely coded PDs. At a minimum, activity must provide a 

      spreadsheet with the following items:


-PD#/sequence number

-Position Title, PP/SRS/GRD

-Work Schedule (day &shift)


-Include those currently occupied by temps/terms that will be used for permanent placement of employees.  Differentiate between temporary and 

               permanent positions.

12. Statement as to whether or not temporary employees or re-employed annuitants (including SSN) will be released prior to RIF effective date.

13. Spreadsheet listing of employee names (including SSN) who may require reasonable accommodation with nature of accommodation required.

14. Spreadsheet listing of employees (including SSN) who are currently on a Performance Improvement Plan or those with current conduct/performance issues

      (within the last year). 

15. Spreadsheet listing of employees (including SSN) approved for VSIP/VERA showing their job title, series, and grade level.  Annotate list with effective date of

      VSIP/VERA, whether the position they vacate will be abolished or the name and position of the person whose position will be abolished as a result of the

       individual taking VSIP/VERA.  This is important to establish an audit trail for approved actions.

16. Spreadsheet listing of ALL employees (including SSN) currently on workers compensation or some form of LWOP, to include nature of LWOP and what

       action activity is going to take if impacted in RIF, i.e. spouse relocation, Military duty, etc.   For employees having  exercised restoration rights due to

       military duty or compensable injury within the last 18 months include date of deployment/injury, date of return and length of deployment/absence.

       See 5 CFR 353 for additional information.
17. Spreadsheet listing of ALL employees (including SSN) currently on temporary promotions and term appointments along with the NTE dates and if there are

      plans to extend the NTE dates.  If extensions are to be done, provide the new NTE date.
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