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*UPDATED 03/01/01

REALIGNMENT FACT SHEET/VERA REQUEST INSTRUCTIONS

General Information:

a.  AMC guidance and/or supplemental DA guidance is added throughout this document.


b.  These guidelines supersede and consolidate prior civilian reduction reporting requirements for the Realignment Fact Sheet and VERA Request.


c.  All activities reducing authorized strength OR anticipating a reduction in force (RIF) during the fiscal year (FY) will complete, and update as needed, a Realignment Fact Sheet (RFS).  Realignment Fact Sheets are not required from activities whose strength is not decreasing and who do not anticipate a RIF throughout the Fiscal Year (FY).  MACOM coordination/reconciliation must be accomplished before posting the reduction data. When the RIF is needed to implement A-76 study decisions, the transmittal memorandum forwarding the package must also clearly state that the package is based on the initial A-76 study decision and is intended for implementation only if the initial decision becomes final at the end of the public review (appeal) period.


d.  Complete a separate RFS/VERA request for every affected competitive area.


e.  Attach the narratives to the affected documents (i.e., VERA request, RFS, etc)

PART I.  Realignment Fact Sheet and VERA Request General Information Instructions.


a.  Instructions are provided only for those entries that are not self-explanatory.  {Note:  These instructions have been revised to incorporate supplemental DA guidance.}  

b.  Entry 6, General Information.  Identify the Resource Operations Code (ROC) and Unit Identification Codes (UIC) of the activity undergoing the reduction.  {AMC's ROC code is 6A1}  This should include ALL UICs that are included (all or in part) in the RIF competitive area.  


c.  Entry 7, General Information. 

(1)  Block 7a, Number of employees assigned to the UICs not in the competitive area:  Enter the number of employees assigned to the UICs listed in block 6 who are not in the competitive area listed in block 2.  This is the data that was entered in the old block 7.  

(2)  Block 7b, Number of employees assigned to the UICs in the competitive area:  Enter the number of employees assigned to the UICs listed in block 6 who are included in the competitive area listed in block 2.  This will be the same as block 2a (total) on the RFS.    

(3)  Block 7c, Number of employees assigned to the UICs in the area unit/activity/organization where VERA is applied:  Enter ONLY the number of employees assigned to the UICs listed in block 6 who are included in the competitive area listed in block 2 AND fall within the scope of your VERA target.  For example, if you are targeting your VERA request to only  GS-801-13's, GS-801-14's and GS-318-05's, the number entered in block 7c should be the total number of GS-801-13's, GS-801-14's and GS-318-05's assigned to the competitive area (usually less than block 7b).  Only if you are not targeting your VERA request would block 7c be the same as block 7b.   This will be the same as block 4a + 4b on the VERA request form.

{Note:  Block 7a plus Block 7b must equal the SF-113A (ZMA 82J) total strength for all of the UICs listed in block 6 with no more than a 5% variance.}


d.  Entry 8, General Information.  Specify the status of the plan by inserting one of the following codes:   {NOTE:  Although HQDA guidance indicates you may use any one of these codes, if you are requesting VERA and/or VSIP authorities, you MUST specify code R.  You will only be granted VERA and/or VSIP authority in conjunction with a specific RIF, so R is the only code that is acceptable.}

(1)  "C" when the reduction is in the contingency or planning stages and it is unknown whether or not a RIF will be needed. 

(2)  "N" when it is known that a RIF will not be needed to reduce to the target level.

(3)  "R" when it is expected that a RIF/VERA is needed to effect the reductions.

e.  Entry 9, General Information.  Identify the reason for the reduction by entering one of the following codes:

(1)  Enter "BRAC" when the reduction is the result of a Base Realignment and Closure (BRAC) action.  Use this entry for all RIFs (to include those resulting from TOFs) that are the result of a BRAC action.

(2)  Enter "A-76" when the reduction is the result of the implementation of a commercial activity/privatization decision.  

(3)  Enter "TOF" when the reduction results from a Transfer of Function (not caused by a BRAC action).

(4)  Enter "M" when the reduction is the result of a reduction in funding and/or manpower authorizations not more specifically attributable to one of the reasons listed above.  {NOTE:  HQDA has since revised their guidance (verbally) to indicate this is not an acceptable reason for RIF -- DO NOT USE.} Deleted by FY01/02 CEP guidance.

(5)  Enter "Other" when the reduction is for reasons not covered by one of the more specific codes.  Provide a narrative explanation of the reasons for the reduction or RIF.  This is the code that is used for reductions caused by decreased workload, efficiencies, QDR, etc.  


f.  Entry 10, General Information.  Actual personnel strength data should normally correspond to the number of employees in the activity UICs as shown in the SF 113A Strength Report as of the date of the worksheet.  In the event that the actual permanent strength varies significantly from that reported on the SF-113A (i.e., by a difference of 5% or more), identify the source or office that is certifying the actual activity strength and provide a brief explanation or rationale for the variation.  Intermittent employees not shown on the SF 113A need to be reported narratively.  {NOTE:  Although HQDA's guidance indicates that only a difference of 5% or more needs an explanation, in reality, they are looking for strength data on the RFS that is identical to (or nearly identical to) that shown in the SF-113A (ZMA-82J) report.   They have recently indicated that they will accept strength differences that are off 'a little' but they haven't indicated what is considered to be a little.} HQDA FY01/02 CEP guidance indicates a difference of 5% or less is acceptable, and HQDA has verbally confirmed that they will accept this strength variance.

g.  Entry 11, General Information.  Specify whether target strength and losses/accessions are projected through the end of the FY or through the effective date of the RIF.  Losses/accessions should be projected through the end of the FY when reducing to meet year-end strength goals.  This ensures that all normal attrition can be used to minimize the adverse impact of the reduction.  In the event that a specific reduction target must be met prior to end of the FY, report target strength and losses/accessions projected through the effective date of the RIF.  Provide a narrative explanation of the reasons why RIF effective date data rather than end FY data must be used.  {NOTE:  If the losses/accessions data is projected through the end of the FY, you need only check that block; no narrative explanation is required.}

PART II.  Realignment Fact Sheet Instructions:

a.  Instructions are provided only for those entries that are not self-explanatory. {Note:  These instructions have been revised to incorporate supplemental DA guidance and helpful formulas.}  

b.  Entry 1e  = 1a - 1b - 1c + 1d

   1e  = 2j + 1g

c.   The entry in block 1f should be the number of vacant positions you have at the time you are preparing the RFS.  Since this RFS initiates the reshape action, the entry in block 1f represents the number of vacancies prior to the reshape action.

d.  Entry 1g  = 0 to 1% of 1e.   The entry in block 1g should reflect any position you anticipate will be vacant when the RIF is completed.  This can include vacancies created by attrition during the course of your RIF if you anticipate that some of these positions will still be vacant.  The number of projected vacancies remaining (1g) cannot exceed 1% of the number in block 1e (authorized number of positions after the action).  If any number other than 0 is entered in block 1g (projected vacancies remaining), a detailed explanation is required to document why these vacancies could not be used to place surplus employees and also why they will still be vacant when the RIF is completed (this is normally a discussion of hire lag).
e.  Entry 2a  = SF-113A (ZMA-82J) Strength of entire competitive area



f.  Entry 2c.  Transfers Outside the CA.  CA refers to the competitive area.



g.  Entry 2d - Other Voluntary Losses.  This entry must include all non-VERA voluntary losses (i.e., resignations, optional retirements, reassignments out of the competitive area, leave without pay in excess of 30 days, etc.).  Temporary and term employees whose appointments expire before the end of the FY (or effective date of the RIF, see para f, General Information Instructions) and temporary employees who are to be separated prior to the expiration date of their appointments are also included in this entry.  Also include losses that you plan to encourage with use of VSIP.  

h.  Entry 2e  = 2c + 2d

i.  Entry 2f  = 2a - 2e - 2g + 2i - 2b  (RIF separations without VERA but with VSIP)



j.  Entry 2g - Other Involuntary Losses.  Projected separations through adverse action procedures, discontinued service and disability retirements are also included in this entry.

k.  Entry 2h  = 2f + 2g

l.  Entry 2j  = 2b

   2j  = 2a - 2e - 2h + 2i


m.  Entry 3b = 5c of VERA request form.  This should only include the VERA eligibles in your targeted VERA population.  

n.  Entry 3c  = 3d 

  3c/3d  </= 2f + 3a



While VERA can be used to save employees from downgrade, HQDA will not accept an entry in block 3c that exceeds block 2f of the RFS. {DA rescinded this guidance 4/27/00.}



o.  Entry 5 must be BEFORE 30 Sep in order for the RIF to be considered effected during the FY.  Any RIF effective on 30 Sep is considered a reduction in the NEXT FY.

PART III.  Narrative Explanation.  Include a narrative explanation if any of the following conditions exist:


a.  If the number of projected personnel reductions is equal to or less than 5% of the permanent On-Board Strength prior to the action, explain why normal attrition will not work to achieve the necessary reductions.  Explain why/how RIF/VERA is needed to accomplish the reductions.  


b.  If temporary employees will remain after the reduction action, explain why they are essential and why none of your surplus employees could perform the duties being performed by the temporary employees.


c.  If the Reduction Status Code is "R" indicating that a RIF is needed, provide a detailed explanation of the reasons for the RIF.  {NOTE:  Do NOT include any statement that indicates the reduction is caused by a lack of funding, lack of manpower authorizations, mandated strength reductions or any other similar wording that indicates lack of resources is the cause of the RIF.  HQDA will nonconcur on any reshape action that uses any of these reasons.}


d.  If there are vacant positions after completion of the action (RFS Entry 1g), explain why they were not/cannot be used to place the surplus employees.  This should include a detailed explanation of the types of positions to be filled and the types of skills possessed by the surplus employees.   This should also include an explanation as to why these positions will not be filled (from any source) by the RIF effective date (this is usually a discussion of hire lag).


e.  Provide an explanation if RFS entry 3c does not equal entry 3d.  {NOTE:  3c must ALWAYS equal 3d on an AMC RFS.  Any variance between 3c and 3d is an invitation for DOD to audit our use of VERA since it indicates inappropriate use of the authority.}


f.  Normally, to preclude under-execution 1e, 2b and 2j will be the same number.  When this is not the case, provide a narrative explanation of the variances.  This will again explain why existing vacancies cannot be used to place the surplus employees and should include a detailed explanation of the types of positions to be filled and the types of skills possessed by the surplus employees.   It is the same as the explanation for Entry 1g.  


g.  Provide an explanation for the entry in item 2i.  If the entry is greater than zero, explain why these vacancies will be filled by external candidates during a RIF and could not be used to place surplus employees instead.   If the entry is zero, explain why there will be no accessions during the period of the RIF action (HQDA thinks that it is abnormal to have no accessions during a 6-12 month period of time, the period of time usually covered by a RFS, so an explanation is required when no accessions are projected as well).  

VERA REQUEST:


a.  Entry 1.  Use the same or similar wording for the justification as that contained in the narrative explanation of the reason for RIF (paragraph c, Part III  Narrative Explanation above).  The VERA request will be returned to the command if it cites a reduction in either funding or authorizations as reason for action -- this is not a defendable position to either OSD or Congress.  


b.  Entry 2a.  Clearly indicate the scope of the VERA.  Attach a series and grade list of the targeted occupations, if applicable.  The number of series and grade combinations targeted must equal the number entered in 5d below.  If the VERA is not targeted, explain why the VERA is not being targeted.  There can't be anything left to a subjective determination in the VERA approval process.  You can only use factors that anyone, no matter how much or little they know about your organization, could figure out (i.e., everyone would come to the same conclusion as to whether an employee meets eligibility criteria or not).

c.  Entry 2b, (1) should state, "The authority will be applied upon approval through {enter either RIF effective date or 30 Sep 00, whichever is earlier}."


d.  Entry 2b, (2).  Indicate if single or multiple windows will be used.   For a single window, state, "A single VERA window will be used.  Request authority to control the timing of the window and the total number of VERAs during the window. Service computation date (leave) will be used, if necessary, if the number of applicants exceeds the number of VERAs."  For multiple windows, state, "Multiple VERA windows will be used.  Request authority to control the timing of the windows, the number of windows and the total number of VERAs per window.  Service computation date (leave) will be used, if necessary, if the number of applicants exceeds the number of VERAs."  If any other non-personal factors are to be used, they should be stated here as well, but be sure they are truly non-personal factors.


e.  Entry 3 = RFS Entry 5


f.  Entry 4a = RFS General Information 7b (only permanent employees who fall within the scope of the VERA targeted area)


g.  Entry 4b = RFS General Information 7b (only terms and temps who fall within the scope of the VERA targeted area)

NOTE:  4a + 4b must equal 7c of RFS General Information Form


h.  Entry 4c. Enter ONLY the anticipated permanent attrition that falls within the scope of your VERA targeted series and grades.  This includes all projected voluntary attrition (to include VSIP separations) not attributable to VERA and is normally less than RFS entry 2e.  


i.  Entry 4d.  0


j.  Entry 5a.  Enter ONLY the anticipated RIF separations that fall within the scope of your VERA targeted series and grades (normally less than RFS entry 2f).


k.  Entry 5b. Enter ONLY the anticipated demotions that fall within the scope of your targeted series and grades (normally less than RFS entry 3a).


l.  Entry 5c.  Enter ONLY the employees who meet VERA eligibility and  fall within the scope of your VERA targeted series and grades.   HQDA has not yet indicated whether they will ask that the RFS entry (3b) be changed to reflect the employees who fall within the scope of the VERA or leave their current guidance in effect for the RFS entry.   Until further guidance is received, RFS entry 3b will equal VERA entry 5c.


m.  Entry 5d = RFS entry 3c  {5d < = 5a + 5b}


n.  Entry 5e = RFS entry 3d  {5d = 5e}


o.  Provide an explanation if there is an entry other than zero in entry 6, VERA Request.  A positive entry is indicative of an improper use of VERA.   {NOTE:  Entry 6 must ALWAYS equal zero on an AMC VERA request.  Any other number is an invitation for DOD to audit our use of VERA since it indicates inappropriate use of the authority.}


p.  Entry 7.  If any entry other than none is entered, your VERA may be delayed.  


q.  Entry 8.  Self-explanatory, but be sure to include ALL of the information requested.  This POC is normally someone in the CPAC.  


r.  DELETE THE FOOTNOTE IF your projected attrition is through the RIF effective date, or if your RIF effective date is at or near the end of the FY.

REALIGNMENT FACT SHEET

AND 

VERA REQUEST
General Information:
1.  Reporting Installation:

2.  Activity/Organization Undergoing Reduction (comprises a single competitive area):

3.  Activity/Organization's MACOM:

4.  Activity's installation name (if different than #1 above):

5.  Activity geographical locations:

6.  Activity ROC/UICs:

7.  Number of Employees Assigned to the UICs:

a.  Not in the competitive area:

b.  In the competitive area:

c.  In the area unit/activity/organization where VERA is applied:

8.  Reduction Status Code:

9.  Reduction Reason Code:

10.  Effective Date of Reported Data:

11.  Target Data and Losses/Accessions are Projected Through (check appropriate box):

a.  The End FY:  _____

b.  The RIF Effective Date (provide explanation):

12.  Projected RIF Separations after VERA (provide projection and explanation if other than RFS entries 2f minus 3c):

REALIGNMENT FACT SHEET








RIF Notification Only______








RIF/VERA Request________

Position Impact

	1.  Number of Positions:
	Permanent
	Term
	Temporary
	Total

	a.  Authorized Prior to Action
	
	
	
	

	b.  Minus – Abolished By Action
	
	
	
	

	c.  Minus – Transferred from Activity
	
	
	
	

	d.  Plus – Transferred into Activity
	
	
	
	

	e.  Equals – Authorized After Action 
	
	
	
	

	
	
	
	
	

	Other Position Information:
	
	
	
	

	f.  Vacant Prior to Action
	
	
	
	

	g.  Projected Vacancies 
	
	
	
	


Personnel Impact

	2.  Number of Employees
	Permanent
	Term
	Temporary
	Total

	a.  On-Board Prior to Action
	
	
	
	

	b.  Target Strength 
	
	
	
	

	
	
	
	
	

	Projected Attrition:
	
	
	
	

	c.  TOF Transfers outside CA
	
	
	
	

	d.  Plus - Other Voluntary Losses
	
	
	
	

	e.  Equals – Normal Attrition W/O VERA
	
	
	
	

	
	
	
	
	

	Projected Involuntary Losses:
	
	
	
	

	f.  Separation-RIF (W/O VERA)
	
	
	
	

	g.  Plus - Other Involuntary Losses
	
	
	
	

	h.  Equals – Total Involuntary Losses (W/O VERA)
	
	
	
	

	
	
	
	
	

	i.  Projected Accessions:
	
	
	
	

	j.  Projected End Strength:  2a minus 2e minus 2h plus 2I
	
	
	
	

	
	
	
	
	

	3.  Other Projected Information
	
	
	
	

	a.  Changes to Lower Grade (W/O VERA)
	
	
	
	

	b.  VERA Eligibles (after normal attrition, 2e)
	
	
	
	

	c.  VERA Separations
	
	
	
	

	d.  Employees not separated/demoted due to VERA
	
	
	
	


4.  Projected RIF Letter Issue Date:_______5.  Projected RIF Effective Date:__________

6.  Projected TOF Letter Issue Date: _______ 7.  Projected TOF Effective Date: ________

8.  Narrative Justification in support of RFS:  

VERA REQUEST

1.  Justification:  State the reasons for the RIF and why the VERA is needed, including a detailed explanation of the organization's personnel and budgetary situation resulting in surplus civilian personnel.  (If this is an amendment, specify the authority that is being amended, describe the reasons for the amendment and provide information below relating only to the new requirements).  The VERA request will be returned to the command if it cites a reduction in either funding or authorizations as reason for action -- this is not a defendable position to either OSD or Congress.  

2.  Scope and Nature of Request:


a.  Area of Application: Specify the organizational unit(s), geographical area(s), occupational series or level(s), or other nonpersonal factor(s) to which the VERA will apply.  If occupational series or level(s) are not going to be targeted, indicate that VERA will be extended to all employees within the specified area.  If positions are targeted, the information in paragraphs 4 and 5 below will reflect those numbers specific to the area where VERA will be applied:  (See Civilian Execution Plan (Part II), General Information, Part 1c for detailed instructions).


b.  Timeframes:



(1) Provide the starting and ending dates for the requested authority.   The ending date of the VERA authority cannot be a date beyond the RIF effective date.



(2) Specify whether a single window or multiple windows will be used.

(a) If a single window is used cite the following in the request:  "Request authority to control the timing of the window and the total number of VERAs during the window".

(b) If multiple windows will be used cite the following in the request:  "Request authority to control the timing of the windows, the number of windows and the total number of VERAs per window."

(c) Identify any non-personal factors (e.g., service computation date) that will be used to manage the approval of applications.

3.  RIF Effective Date (RFS Entry 5): 

4.  Employee Information:


a.  Total Number of Permanent Employees: 


b.  Total Number of Term/Temporary Employees:


c.  Attrition - Permanent Employee*:


d.  SES/Equivalent Positions Affected:

5.  Permanent Employee Information after Attrition:


a.  Separated By RIF:  


b.  Demoted:  


c.  Eligible for VERA:  


d.  Accept VERA:  


e.  Not Separated/Demoted due to VERA:

6.  Projected number of early retirements that will not avoid RIF separation or downgrades (i.e., projected number of new employees placed in vacancies created by VERA):  0

7.  Any outstanding early retirement reports from previous authorities granted by the Department of Defense/Office of Personnel Management:

8.  Name, title, telephone number, fax number, and email address of the organizational contact for the requested VERA.

*Include the following footnote if projected attrition is though the end of the FY (Entry 11, General Information).  Delete this footnote if projected attrition is through the RIF effective date.  "Army generally administers reductions on an annual basis.  Permanent attrition through the end of the FY better reflects Army's need for VERA to minimize RIF separations in this action."

