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*UPDATED 05/02/00

FORMS AND INSTRUCTIONS 

REQUESTS FOR APPROVAL TO EXECUTE REDUCTIONS IN FORCE (RIFs) INVOLVING 50 OR MORE INVOLUNTARY SEPARATIONS

General Information:

In order to request authority to execute a RIF involving 50 or more involuntary separations, an activity must first offer Voluntary Separation Incentive Pay (VSIP) to its affected workforce for a period of at least 30 days.  Following the VSIP 30-day open window period, the activity must reassess the need for RIF based on VSIP attrition, any other attrition (both known and anticipated) and any other factors that may have a bearing on the continued need for RIF (i.e., changes in workload, changes in funding, etc.).  

If this reassessment indicates that a RIF is needed, and you project that 50 or more employees will be involuntarily separated on the RIF effective date, the activity should submit a request to execute the RIF which must include the following documents:

( Request for RIF approval, signed by the activity Commander

( Information for Members of Congress (IMC)

( Realignment Fact Sheet (RFS)

( Draft Press Release (DPR)

( Proposed Questions and Answers

( Equal Employment Opportunity Impact Assessment

( Record of Environmental Consideration

All RIFs involving 50 or more involuntary separations must be cleared by the White House and OSD, approved by HQDA and announced to Congress before RIF authority is delegated to the activity and notices can be issued.  It normally takes 14-21 days to coordinate such requests with HQ AMC Reshape Operations Center (ROC) members and obtain all necessary concurrences and approvals to forward the request to HQDA.  Once a RIF request reaches HQDA, their clearance/approval/notification process normally takes 60 days to complete.  However, politically sensitive actions have been known to take longer than the normal 60 days. 

When using the blank documents that follow, with the exception of the paragraphs 7 and 8 in the RFS, delete the underscores (blanks) in the documents and insert the required information in place of the underscores.  

Specific Instructions for Completion of Required Documents:

( Request for RIF approval, signed by the installation Commander:
This must be a memorandum signed by the commander of the installation that is requesting to execute the RIF.  All of the other required documents are enclosures to this memorandum.  The memorandum should indicate why the RIF is necessary and what steps have been, and will continue to be, taken to minimize the adverse affect of the RIF.  It should also include a statement that indicates incentives have been offered, when they were offered, and how many takers there were.  

Note:  DOD guidance indicates that activities undergoing a substantial RIF should only make permanent appointments and promotions if those actions will have no adverse effect on employees involved in the upcoming RIF.  No action should be taken which will subsequently impact on the placement rights of employees impacted by RIF either to deny their placement or to take action which would remove them from RIF competition.  This guidance should be considered when preparing the RIF package.

( Realignment Fact Sheet (RFS)
All information in the required documents is derived from the Realignment Fact Sheet.  When requesting authority to execute a large RIF, the narrative version of the RFS must be used.  This document should be completed first.  For the rest of the documents, use the wording found in the forms that follow.  There is no extra credit for creative writing, in fact use of alternate wording will result in a delay in processing of the RIF request.  

In the event that there is more than one Army activity undergoing RIF at the same time at the same installation, make a separate entry under each item on the RFS with the required data for each reducing activity (i.e., competitive area).  Make no entries for Army activities not undergoing RIF or for non-Army activities at the installation.  

Items 1-5 are self-explanatory.  

In item 6, provide a concise description of what impact this action will have on the work force.  Use the wording found in the blank form and fill in the blanks after you have completed items 7 and 8 of the RFS.  For the first two sentences, fill in the blanks using the entries indicated below:

"There were {RFS #8a current total} civilian employees assigned to {RFS #1a} as of {RFS #8a date of source data for current strength}.  This action will result in elimination of {RFS #7c} positions."

For the last sentence, fill in the blanks using RFS #8m.

Item 7 refers to information concerning the POSITIONS (not PEOPLE).  

Item 7a should reflect the number of POSITIONS authorized prior to this RIF.  Even though there are blocks for term and temporary, it is rare that there would be an entry in these blocks since it is rare that an activity has term or temporary POSITION AUTHORIZATIONS.  

Item 7b should reflect the number of vacant authorized positions prior to the action.  If there is a term or temporary employee occupying a vacant authorized position, do NOT list that position here.  Item 7b should only reflect a position where there is NO incumbent of any kind.  

Item 7c should reflect the number of authorized positions to be eliminated (abolished) as a result of this action.  Any vacant positions that will be eliminated should also be included in this number.  

Item 7d should reflect any positions that will be transferred FROM this activity.  This refers to transfers of function.

Item 7e should reflect any positions that will be transferred TO this activity.  This also refers to transfers of function.

Item 7f should reflect the number of authorized positions at the conclusion of this RIF.  

Item 7g is normally zero unless an activity intends to downgrade positions (not demote people) as part of the RIF action.  This refers to a management decision to permanently change the classification of a position to a lower grade.  

The following formulas should be used when completing item 7:  

7f = 7a - 7c - 7d + 7e

After completion of paragraph 8, use these formulas as a cross check:

7f = 8b + 8r

7f = 8q + 8r

Item 8 refers to information concerning the PEOPLE ON BOARD.  

Item 8a must reflect the on-board strength in the SF-113A report (ZMA-82J version) prior to this RIF.  The first line will be the strength number used on the initial reshape plan and the second line will be the current on-board strength.  Indicate the month and year of the reports used to extract the strength data on each line.  Even though the forms asks that the source from which the figures are drawn be identified, these figures must agree with the SF-113A, 

ZMA-82J report or HQDA will reject them.  

Items 8d through 8k must indicate both the actual number of separations that have taken place during the period of the action (from date initial plan was submitted until date this plan is put together) and the estimated number of additional separations that are projected to occur by the RIF effective date (see blank form).

Item 8l must indicate both the actual number of transfers that have taken place during the period of the action (from date initial plan was submitted until date this plan is put together) and the estimated number of additional transfers that are projected to occur by the RIF effective date.

Item 8r should indicate the number of vacant positions that will remain after the RIF is completed.  If this is any number other than zero, an explanation is required as to why these vacancies could not have been used to save surplus employees. 

The following formulas must be used when completing item 8 entries:

8c = 8d + 8e + 8f + 8g + 8h + 8i + 8j + 8k + 8m + 8n - 8l

8b = 8a - 8c (also, 8b = 8q + 8r)

8m = 8a - {8d + 8e + 8f + 8g + 8h + 8i + 8j + 8k + 8n} + 8l + 8r - 7f

8p = 8d + 8e + 8f + 8g + 8h + 8i + 8j + 8k + 8n (actual attrition only)

8p = 8d + 8e + 8f + 8g + 8h + 8i + 8j + 8k + 8n (estimated attrition only)

8q = 8a - 8c + 8r

When there will be accessions occurring during the RIF, add another entry in paragraph 8 as follows:  

    s.  Estimated number of accessions during the period of this action:  Permanent___;  Term___;  Temporary ___ ; Total___

When this entry is included, an explanation is also required as to why there will be accessions at the same time permanent employees will be involuntarily separated by RIF.  The formula for item 8c and 8m changes as follows when this entry is included:  

8m = 8a - {8d + 8e + 8f + 8g + 8h + 8i + 8j + 8k + 8n} + 8l + 8r + 8s - 7f

8c = 8d + 8e + 8f + 8g + 8h + 8i + 8j + 8k + 8m + 8n - 8l - 8s

Item 9 must indicate the estimated annual cost savings associated with this RIF (stated in millions).  

Item 10 summarizes the environmental impact from the Record of Environmental Consideration and should always end with the statement, "A Record of Environmental Consideration (REC) is enclosed."

REALIGNMENT FACT SHEET

1.  BACKGROUND AND MISSION:

a.  ORGANIZATION: 

b.  GEOGRAPHIC LOCATION:

   c.  MISSION:  

2.  NATURE OF THE ACTION: 

3.  DATE LETTERS WILL BE ISSUED: 

4.  REDUCTION-IN-FORCE (RIF) OR TRANSFER-OF-FUNCTION (TOF) EFFECTIVE DATE: 

5.  REASON FOR THE ACTION:  

6.  IMPACT OF THE ACTION:  There were ____ civilian employees assigned to ______________ as of ___________.  This action will result in elimination of ____ positions.  Through the use of incentives to encourage voluntary separations and through other known attrition, ______  has reduced the number of employees subject to involuntary separation.  With the continued use of Voluntary Separation Incentive Pay (VSIP), the use of Voluntary Early Retirement Authority (VERA), outplacement efforts, and other projected attrition, the number of involuntary separations is expected to be reduced further.  If all expected voluntary losses occur, the involuntary separations may be reduced to ____.

7.  POSITION IMPACT:

    a.  Positions prior to this action: 

        Permanent      ; Term:   ; Temporary_ _; Total_    _

    b.  Vacant positions prior to this action: 

        Permanent      ; Term:   ; Temporary_ _; Total_    _

    c.  Positions to be eliminated as a result of this action: 

        Permanent      ; Term:   ; Temporary ___;_ Total_    _

    d.  Positions to be transferred from this activity during the period of this action:  

        Permanent   _; Term   ;Temporary   ; Total_ _

    e.  Positions to be transferred to this activity during the period of this action:

        Permanent   _; Term   ;Temporary   ; Total_ _

    f.  Positions remaining at this activity after completion:

        Permanent     _; Term   ;Temporary   ; Total_   _

    g.  Positions to be changed to lower grade (CLG):  

        Permanent   _; Term   ;Temporary   ; Total_ _

8.  PERSONNEL IMPACT:

    a.   The total number of personnel on board prior to this action (Source:  CPOL SF-113A report ME ___    )

        Permanent      ; Term   ; Temporary    ; Total__    _

        Current on-board strength 

        (Source:  CPOL SF-113A report ME _     )

        Permanent       ; Term   ; Temporary    ; Total__    _

NOTE:  Use end-month strength figures from month prior to this report. Identify month, day, and year and source from which figures were drawn.

    b.  The total target end-strength:

        Permanent      ; Term   ; Temporary   ; Total ___

    c.  The total number of reductions:  

        Permanent      ; Term   ; Temporary    ; Total ___

__
    d.  Actual optional retirements during the period of this action:  


     Permanent _____

        Estimated additional optional retirements during the period of this action:  


     Permanent _____
    e.  Actual early retirements approved during the period of this action: 


     Permanent _____
        Estimated additional early retirements to be approved during the period of this action:     



   Permanent ______

 f.  Actual other retirements approved during the period of this action: 


     Permanent ______
        Estimated other retirements during the period of this action:


     Permanent ______

    g.  Actual resignations during the period of this action: 


     Permanent   ; Term   ; Temporary    ; Total _____

     Estimated additional resignations during the period of this action: 


     Permanent   ; Term   ; Temporary    ; Total_______

    h.  Actual number of personnel placed with other Army or Federal activities during the period of this action:  


     Permanent   ; Term   ; Temporary    ; Total______
        Estimated additional number of personnel to be placed with other Army or Federal activities during the period of this action:  


     Permanent   ; Term   ; Temporary    ; Total______

    i.  Actual other attrition during the period of this action: 


     Permanent   ; Term   ; Temporary    ; Total______
        Estimated additional other attrition during the period of this action: 


     Permanent   ; Term   ; Temporary    ; Total ______

    j.  Actual number of temporaries terminated or released as a result of this action: ______

        Estimated number of additional temporaries to be terminated or released as a result of this action: ______

NOTE:  The temporary work force must also be used as a reduction tool. Used wisely, the temporary work force can lessen the impact, thus project release as an alternative to RIF/TOF.  Explain how the temporary work force, including any intermittent employees, will be used to minimize/prevent the RIF or TOF.  Also, see CFR 351.602, Prohibitions.

    k.  Actual number of employees transferred to other 

activities during the period of this action by TOF: ______

        Estimated additional number of employees to be 

transferred to other activities during the period of this action

by TOF: ______

    l.  Actual number of employees transferred to this activity 

during the period of this action: ______

        Estimated additional number of employees to be

transferred to this activity during the period of this action:  

_____

___

    m.  Estimated number of employees to be separated by RIF:   

        Permanent       ; Term    ; Total_________

__

    n.  Estimated number of employees to be separated under 

adverse procedures as a result of TOF: ______

    o.  Estimated number of employees to be changed to lower grade (demoted): ______

    p.  Total number of employees who have already left voluntarily (i.e., attrition) before the planned effective date of the RIF, TOF or CLG:  

        Permanent     ; Term   ; Temporary   ; Total ______

        Estimated additional number of employees who will leave voluntarily (i.e., attrition) before the planned effective date of the RIF, TOF or CLG:  

        Permanent     ; Term   ; Temporary   ; Total ______

    q.  Estimated number of employees on board after completion of this action:

        Permanent     ; Term   ; Temporary   ; Total ______

    r.  Estimated number of vacant positions remaining after 

completion of this action:  

        Permanent   ; Term   ; Temporary   ; Total ______

__

9.  Estimated annual cost reductions: __$    Million

10.  ENVIRONMENTAL IMPACT: 

( Information for Members of Congress (IMC)
The following wording must be used in the IMC (no creative writing allowed):  

    The Department of the Army announced today that a Reduction in 

Force (RIF) will be conducted at the {RFS #1a and #1b}.   This action is the result of {RFS #5}.  

    {Enter first 11 items from IMC/DPR Sentence Formula below}
    We have reduced the impact of this action on civilian employees through aggressive outplacement effort, normal attrition, reassignments, hiring controls, and separation incentives including early retirement.  A window of opportunity for Voluntary Separation Incentive Pay (VSIP) was open from {Month Day, Year} until {Month Day, Year}.  The continued use of VSIP, Voluntary Early Retirement Authority, and other outplacement efforts is expected to reduce the number of permanent employee involuntary separations to {RFS #8m}.  All possible placement efforts are being explored to assist affected employees.  

    {Enter last 2 items from IMC/DPR Sentence Formula}

IMC/DPR Sentence Formula






RFS
In Organization, 







1a

there are currently ## authorized positions.


7a

Of the ## positions







7a

## will be eliminated.






7c

There are currently ## employees on board


8a

It is estimated that ## will resign or retire,

8d thru 8g

## will be placed elsewhere,





8h

## temporary employees will be terminated


8j

and up to ## may be separated by RIF.



8m

On Month Day, Year,







4

## positions








7f

and ## employees will remain.





8q

Notices will be given to affected employees 

  not earlier than Month Day, Year.



3

The notices will be effective not earlier than 

  Month Day, Year.
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DEPARTMENT OF THE ARMY

OFFICE OF THE SECRETARY OF THE ARMY
WASHINGTON, D. C.

INFORMATION FOR MEMBERS OF CONGRESS


The Department of the Army announced today that a Reduction in Force (RIF) will be conducted at the ____________________ located in ___________, ________.  This action is the result of ______________.

At _________ there are currently ____ authorized positions.  Of those ____ positions, ____ will be eliminated.  There are currently ____ employees on board.  It is estimated that ____ will resign or retire, ____ will be placed elsewhere, ____ temporary employees will be terminated, and up to ____ may be separated by RIF.  On ____________, ____ positions and ____ employees will remain.


We have reduced the impact of this action on civilian employees through aggressive outplacement efforts, normal attrition, reassignments, hiring controls, and separation incentives including early retirement.  An initial window of opportunity for Voluntary Separation Incentive Pay (VSIP) was open from ________________ to _____________________.  The continued use of VSIP, Voluntary Early Retirement Authority, and other outplacement efforts is expected to reduce the number of permanent employee involuntary separations to ____.  All possible placement efforts are being explored to assist affected employees.



    Notices will be given to affected employees not earlier than ______________.  The notices will be effective not earlier than ______________.

FURNISHED BY:

Office, Chief of

Legislative Liaison

( Draft Press Release (DPR)

The following wording must be used in the DPR (no creative writing allowed):  

    The Department of the Army announced today that a Reduction in 

Force (RIF) will be conducted at the {RFS #1a and #1b}.   This action is the result of {RFS #5}.  

     {Enter first 11 items from IMC/DPR Sentence Formula}
     We have reduced the impact of this action on civilian employees through aggressive outplacement effort, normal attrition, reassignments, hiring controls, and separation incentives including early retirement.  A window of opportunity for Voluntary Separation Incentive Pay (VSIP) was open from {Month Day, Year} until {Month Day, Year}.  The continued use of VSIP, Voluntary Early Retirement Authority, and other outplacement efforts is expected to reduce the number of permanent employee involuntary separations to {RFS #8m}.  All possible placement efforts are being explored to assist affected employees.  

     This action is expected to save the Department of the Army an estimated {RFS #9} annually.  

     {Enter last 2 items from IMC/DPR Sentence Formula}

IMC/DPR Sentence Formula






RFS
In Organization, 







1a

there are currently ## authorized positions.


7a

Of the ## positions







7a

## will be eliminated.






7c

There are currently ## employees on board


8a

It is estimated that ## will resign or retire,

8d thru 8g

## will be placed elsewhere,





8h

## temporary employees will be terminated


8j

and up to ## may be separated by RIF.



8m

On Month Day, Year,







4

## positions








7f

and ## employees will remain.





8q

Notices will be given to affected employees 

  not earlier than Month Day, Year.



3

The notices will be effective not earlier than 

  Month  Day, Year.
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DRAFT PRESS RELEASE


The Department of the Army announced today that a Reduction in Force (RIF) will be conducted at the __________________ located in ___________, ________.  This action is the result of ______________.

At ___________ there are currently ____ authorized positions.  Of those ____ positions, ____ will be eliminated.  There are currently ____ employees on board.  It is estimated that ___ will resign or retire, ___ will be placed elsewhere, ___ temporary employees will be terminated, and up to ___ may be separated by RIF.  On _____________, ___ positions and ___ employees will remain.


We have reduced the impact of this action on civilian employees through aggressive outplacement efforts, normal attrition, reassignments, hiring controls, and separation incentives including early retirement.  An initial window of opportunity for Voluntary Separation Incentive Pay (VSIP) was open from __________________ to ________________.  The continued use of VSIP, Voluntary Early Retirement Authority (VERA), and other outplacement efforts is expected to reduce the number of permanent employee involuntary separations to ___.  All possible placement efforts are being explored to assist affected employees.


This action is expected to save the Department of the Army an estimated $____ million annually.




Notices will be given to affected employees not earlier than _______________.  All actions will be completed not earlier than _______________.

( Proposed Questions and Answers
The following wording must be used in the Questions and Answers (additional Questions and Answers may be included, but these are the minimum required):  

Q1:  What is the reason for this reduction in force?

A1:  {RFS #5}.

Q2:  How many civilian employees are projected to be involuntarily separated as a result of this action?

A2:  Up to {RFS #8m} civilian employees are projected to be involuntarily separated as a result of this action.

Q3:  When will the affected employees be notified that their jobs have been eliminated?

A3:  Employees will be provided a minimum of 60 days advance notice before effective date of the reduction.  Specific notices are projected to be issued no earlier than {RFS #3} with an effective date no earlier than {RFS #4}.
Q4:  What will happen to the remaining employees?

A4:  Of the {RFS #7c} positions to be eliminated, only {RFS #7c - (#7a - #8a)} are encumbered.  There have already been {actuals in RFS #8d + 8e + 8g} employees approved for voluntary separation (retirement or resignation) with incentive pay.  It is anticipated that an additional {estimated additionals from RFS #8d + 8e +  8f +

8h + 8i} employees will retire, resign or find jobs with other activities.  In addition, {RFS #8j} temporary employees will be terminated.  

Q5:  What assistance will be provided to employees who actually lose their jobs?

A5:  Career employees will be given assistance in continuing their careers as employees of the Defense Department through the Priority Placement Program.  Employees will also be given placement assistance for positions in other federal agencies and the private sector through the Interagency Career Transition Assistance 

Program, Defense Outplacement Referral System and State Employment Service.  Eligible employees will also receive severance pay.

( Equal Employment Opportunity Impact Assessment
This document is normally prepared by the EEO office.  The EEO Office may use any appropriate wording to describe the impact of the RIF on representation of women and minorities.  However, ensure that the number used to represent Total Civilian Work Force (CWF) before the action is the same as RFS #8a and that the number used to represent Total CWF after the RIF is the same as RFS #8q.  Also ensure the percentages are consistently computed and check basic math computations to ensure the following:  

Total CWF = Total Men in CWF + Total Women in CWF

Total Women in CWF = Non-Minority Women in CWF + Minority Women in CWF



Total Men in CWF = Non-Minority Men in CWF + Minority Men in CWF

Total Minorities
 in CWF = Minority Women in CWF + Minority Men in CWF

Total Non-Minorities in CWF = Non-Minority Women in CWF + Non-Minority

Men in CWF

Asian/Pacific Islander + American Indian/Alaskan Native + African American + Hispanic in CWF = Total Minorities in CWF

EQUAL EMPLOYMENT OPPORTUNITY ASSESSMENT

______________________ is anticipating a potential decrease of  

____ permanent employees.  This represents a ___% decrease in the work force.   This ___% decrease will have the greatest impact on the representation of 








_____________________________








Equal Employment Officer








    NUMBER (%)
NUMBER (%)








    BEFORE

AFTER


CATEGORY




    ACTION

ACTION________

(1)  Total Work Force






(2)  Total Men in Work Force





(3)  Total Women in Work Force




     (a)  Nonminority women in



work force






     (b)  Minority women in



work force




  

(4)
Total nonminority in work force



(5)
Total minority in work force


 


(a)  Black








(b)  Hispanic




 


(c)  Asian American/Pacific



Islander







(d)
American Indian/Alaskan



Native




  

(6)  Total Individuals with


disabilities in work force


 

(7)  Total Individuals with Targeted


Disabilities




  

Source:

( Record of Environmental Consideration
This document is prepared in accordance with AR 200-2.  The format follows:

PROJECT TITLE:  Reduction in Force (RIF)

BRIEF DESCRIPTION:  The {RFS #1a and #1b} proposes to reduce its civilian workforce by approximately {RFS #7c} permanent civilian 

positions.  This action will reduce the workforce at {RFS #1a} from 

the current approximate {RFS #8a} civilian employees to a target of approximately {RFS #8q} civilian employees.  In conjunction with this action, no military personnel positions will be eliminated or transferred elsewhere.

ANTICIPATED DATE AND/OR DURATION OF PROPOSED ACTION:  

Anticipated effective date of RIF is on or about {RFS #4}.

{Environmental office will enter description of environmental impact}

