Worksheet A: Rationale for Downsizing





Worksheet A is designed to capture those actions driving manpower reductions at your command/activity.  Each loss must be linked to one of the specified categories (Columns B-H) and a narrative justification must accompany each entry except for those linked to  affordability problems in direct funding.  (A separate worksheet is required for losses required as a result of direct funding shortfalls.)  The narrative justification should expand upon the brief description in Column A (e.g., more specific customer information, workload changes, etc.).  If your losses are a result of workload reductions, include an explanation as to how you translated workload reductions into people.  Generally, losses required that were previously funded through customer reimbursements will be reflected under workload or efficiencies.   Only record customer reimbursed losses as affordability driven if the customer said it’s not affordable.  Customer can be an appropriation that reimburses an OMA or RDTE coded position such as Procurement (OPA), Army Working Capital Fund (AWCF) or Foreign Military Sales (FMS).








Column A: 


Provide a brief narrative description of the issue.  See the examples provided.





Identify QDR reductions by initiative under Column A, Description 


Generally, AWCF losses will appear under workload, efficiencies or BRAC categories


Identify AWCF by Business Area (Depot Maintenance, Ordnance, Information Services, Supply Management)


For FY00 Acceleration losses, be sure the number represented is non-cumulative





Column B-H: 


Record the estimated losses for each issue in the appropriate category.  





Column I: 


Total





Narrative Justification:   Must be completed for each entry except for those under affordability and tied to direct funds (Column C).   An Affordability Backup Worksheet is required for reductions driven by affordability (Worksheet B – Direct Funded)


�



Worksheet B:  Affordability Backup-Direct Funded





Worksheet B is completed when losses are attributable to unaffordable manpower (direct funded only).  This worksheet links forecasted execution for the current year against future planned execution and the impact to workyears.  It will further demonstrate how you determined that manpower was unaffordable.





Indicate the fiscal year in which the affordability problem exists .  Prepare a separate worksheet for each FY you have a funding problem which impacts your request for authority to proceed with contingency planning.  





Prepare a separate sheet for each direct appropriation affected.  Please note the Treasury Code in the appropriate blank.





Provide the date of the PBG dollar guidance in the appropriate blank.





SECTION I:





Column A:  


FY__  Estimated Actual Obligations:  List by Object Class your estimated actual obligations for the current year, include any approved UFRs. 





Column B:


Estimated WYs:  Estimate direct funded workyears to be executed for the current year.


Workyears should appear against Object Class 11-17 with the exception of overtime workyears which should be posted against Overtime.  





To estimate workyears for the current year, use the execution reflected in your 218 Report through the current reporting period and forecast the remainder of the fiscal year incorporating anticipated personnel changes.





Column C:


FY__ $ PBG:  Using current dollar PBG, start with your payroll estimate and work through each object class.  Total should come back to your PBG bottomline.  Fully fund all direct workyears.





Column D:  


FY__ Projected Workyears:  To estimate workyears use the following example.





	Estimated direct funded on-board strength current year:	_______


	Estimated direct funded on-board strength next year: 	_______


	Add critical must fill positions*				_______


Total:								_______


Workyear requirement will be total divided by 2 which =	_______





*These positions will be filled from sources outside the impacted area or through cross-leveling from another appropriation.  Positions to be filled must be within manpower PBG outyear levels.





Column E:


FY__ Must Fund (‘Fact of Life’):  List only Must Fund issues by object class -- total is a dollar value only.  Do not include payroll in this column.





Column F: 


Revised Distribution:  Carry forward into this column “must funds” listed in Column E.  With your remaining dollar resources, build a balanced program.  The Total should come back to your PBG bottomline.





Column G:


Revised FY__ Projected Workyears:  Determine the number of workyears you can now afford based on Revised Dollar Distribution in Column F.  Workyears should appear in Object Class 11-17 with the exception of Overtime, which will appear in the Overtime category.  Generally, divide the dollar value in Column F for Object Class 11-17 and Overtime by your average salary/benefits (inflated) for the specific appropriation. 





Column H:  FY__ Unaffordable Workyears:  This column is the result of subtracting Column D from Column G.  








SECTION II:


This section will display adjustments to unaffordable workyears (direct funded). 





Begin by taking your total unaffordable workyears (Section I, Column H) and apply adjustments to determine your adjusted unaffordable workyears.  The unaffordable workyear level can be adjusted for the reasons listed below.  Entries are to be equated to FTE workyears.  





You may adjust total unaffordable workyears downward for attrition (estimated) that will be cost neutral.  In other words, losses will occur in sufficient time as to not increase unfunded workyears.


You may adjust total unaffordable workyears downward if you shift personnel to funded reimbursable workload.  Distinguish between whether workload will be covered by manpower PBG or will exceed manpower PBG.  Include a description of the work, customer and expected duration of workload.


You may adjust total unaffordable workyears downward if you plan to realign personnel to another appropriation where dollars are available.
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Worksheet C: Estimated RESHAPE Costs/Savings





Worksheet C is used to capture costs associated with RESHAPE and to validate savings.  This sheet will be completed for the year in which people will be lost from the roles and will note at the bottom of the sheet the year in which full savings will be achieved.   





The worksheet captures costs associated with all losses, e.g. attrition, transfers, VERA/VSIP, involuntary separation, etc.  Complete this worksheet for each year you expect to incur costs associated with your request for RESHAPE.   Each grouping represents a different increment.  The groupings are not cumulative.  Totals will be captured in Columns Q-U.





Include QDR and PEO Matrix Costs associated with RESHAPE in your estimate.  However, provide at the bottom of the worksheet a memo of the costs associated with each.





Columns B-E: 


Use these columns to estimate losses through the cutoff of your VERA/VSIP window.   Include normal attrition and any other losses that occur during that same timeframe.  





Columns G-K: 


Use these columns if there is more than one phase to your VERA/VSIP window, for example, you expect to have different windows at different  site locations.  





Columns L-P: 


Use these columns to estimate your residual losses attributable to RIF, and any attrition or VERA/VSIP which occurs after closure of your window. 





Additional data required:





Include an estimate as to which year full savings will be achieved


Note separately (memo entry) costs which can be linked to PEO matrix support reductions


Note separately (memo entry) costs which can be linked to QDR related reductions


Note separately (memo entry)costs which can be linked to A-76 related reductions





Definitions:





Personnel Losses: Reflects filled positions to be reduced.





Payroll Costs: Salary/Benefits paid through estimated date of release of personnel.





Separation Costs:  Entry will include the following:





VSIP Costs: The cost paid to the employee and the “tax” cost to the organization payable to the retirement fund.





Lump Sum Costs paid for annual leaves benefits.





Severance Costs: Total obligated costs for the fiscal year associated with involuntary separation.





Priority Placement Program (PPP) Costs:  Permanent Change of Station (PCS) costs payable by your organization as a result of RESHAPE impact to employees.





Payroll Savings: Salary/Benefits not paid through year-end as a result of personnel leaving the roles.





Net Savings/Loss: Payroll savings less Separation Costs (VSIP, Lump Sum Leave,  severance and PPP costs)  will yield a net savings or loss for the Fiscal Year in which the RESHAPE action is conducted.


