

















Acknowledgement of Receipt

l, , acknowledge the requirements and expectations detailed in the
Reduction in Force (RIF) notice received from HHS. If | have any questions regarding the RIF
notice, | will consult with the point of contact identified in the notice.

Employee Signature:

Employee Printed Name:

Date:




AUTHORIZATION FOR RELEASE OF INFORMATION

PRIVACY ACT STATEMENT

In compliance with the Privacy Act of 1974, the following information is provided: Basic authority to provide the
requested information is contained in 5 U.S.C 552a. This form is furnished for the purpose of obtaining information
about you and your activities in connection with an [insert agency] concerning: (1) fitness for Federal and private
sector employment, (2) clearance to perform contractual services for the Federal Government or private sector, or
(3) any other legitimate law enforcement purpose within the scope of responsibilities exercised by the [insert
agency]. Furnishing the requested information is voluntary.

AUTHORIZATION

| authorize [insert agency] by whom | have been employed or sought employment, any [insert agency] labor
union of which | am or have been a member, and [insert human resources/payroll department] to release my
employment, past or present information, to include but not limited to employment applications, information
pertaining to my a wages, position, performance, date of employment, attendance, eligibility for rehire, and other
related matters. To provide the requested employment information information to the [other federal agencies,
private sector employers human resources professionals], official requesting this release. This release of
information will be used only for official purposes by the [insert agency] and may be disclosed to third parties as
necessary in accordance with applicable laws and regulations in fulfillment of official responsibilities.

| release any individual or organization from any and all liability for actual or alleged damages to me as a result of
good faith compliance with this authorization.

Should you have questions on the validity or scope of this release, you may contact me as indicated below.

(Print Name) (Last 4 of SSN)

(Signature) (Date)

*Your Social Security Number is needed to keep records accurate, because other people may have the same name. Executive Order 9397 also asks Federal agencies to use this number to
help identify individuals in agency records.









U.S. Merit Systems Protection Board
Information Sheet No. 8
e-Appeals

Purpose

The purpose of this information sheet is to provide general guidance and
background information. It does not represent an official statement approved by
the Board itself, and is not intended to provide legal counsel or to be cited as legal
authority. Instead, it is intended only to help the public become familiar with the
MSPB and its procedures. In all instances, however, the Board’s regulations and
current case law control with respect to the matters discussed here.

What is e-Appeal?

E-Appeal is a system which allows participants in Board proceedings to file and
receive some or all of their pleadings to the Board electronically through the
internet.

What type of pleadings can be filed or received through e-Appeal?

Virtually every written submission that a party or representative may file can be
sent through e-Appeal including submissions that set out claims, allegations,
arguments, or evidence, motions, legal briefs, petitions, responses, and
attachments. Exceptions to this rule are set forth in 5 C.F.R. § 1201.14(c):
requests to hear a case as a class action, service of subpoenas, filing a pleading
with the Special Panel (after a disagreement between MSPB and EEOC), filing a
pleading that contains Sensitive Security Information or classified information,
and filing a request to participate as an amicus curiae or filing an amicus brief.

How does e-Appeal work?

To start, a party or representative must register with the Board as an e-filer by
following the simple instructions at the Board’s e-Appeal website (https://e-
appeal.mspb.gov/). After that, everything is done through the website. To file a
document, you go to the Board’s website and upload an electronic document or
enter the text of your pleading. The website accepts documents in all popular
electronic formats. The e-Appeal system will then send an e-mail message to all
parties and their representatives who are registered as e-filers, with a link to the
Repository at e-Appeal Online, where they can view and download the documents.
At the Repository, you will also find an electronic “Docket Sheet” listing all of the
documents issued by the Board to the parties, as well as all pleadings filed by the




parties, including those that are not available for viewing and downloading
electronically. This will assure that you know what information is before the
administrative judge when your appeal is decided.

Do I serve documents by e-mail?

No. You may not use e-mail to serve pleadings. You just go to the Board's e-
Appeal website to upload an electronic file or enter the text of your pleading
online. The Board assures service of all documents on registered e-filers as
explained in the response immediately above. The Board will not disclose an e-
filer’s e-mail address to the opposing party or to third parties.

If I register, must I file everything electronically?

No. Although registration as an e-filer permits you to file electronically, you may
file any pleading by non-electronic means, which include regular mail, fax, and
personal or commercial delivery. Regardless of the means of filing a particular
pleading as explained immediately above, the e filer will be allowed to submit
supporting documentation as attachments, in both electronic and paper form. You
can also withdraw from e-filing at any time. Also, if you are represented, you and
your representative need not both be e-filers.

How hard is it to use e-Appeal?

E-Appeal is easy to use. If you use the Internet to make airline reservations or to
make purchases, you will not have much trouble learning to use e-Appeal.

What if I have other questions?

Just go to the Board's e-Appeal website (https://e-appeal.mspb.gov/) for step-by-
step help in getting started, a detailed FAQ (Frequently Asked Questions) section,
and lots of other helpful information and links.













Actions Covered by the RIF Regulations

An agency must use the RIF regulations before separating or demoting an employee because of an
organizational reason such as reorganization, including lack of work, shortage of funds, insufficient personnel
ceiling, or the exercise of certain reemployment or restoration rights. In fact, virtually all RIF actions are the
result of a reorganization (e.g., the agency reorganizes as the result of a shortage of funds, lack of work,
restructuring, etc.).

A furlough of more than 30 calendar days, or of more than 22 discontinuous workdays, is also a RIF action. (A
furlough of 30 or fewer calendar days, or of 22 or fewer discontinuous workdays, is an adverse action.)

An agency may not use the RIF regulations to separate or demote an employee for a personal reason, such as
problems with the employee's performance or conduct.

The Agency's Right to Reassign Employees

The abolishment of a position does not always require the use of RIF procedures. The agency has the right to
avoid a RIF action by simply reassigning an employee to a vacant position at the same grade or pay without
regard to the employee's rights under the RIF regulations. The vacant position may be in the same or in a
different classification series, line of work, and/or geographic location. The "Summary of Reassignment Under
the Regulations" includes additional information on reassignment.

Defining the Competitive Area

When preparing for a RIF, the agency defines the "Competitive Area" that establishes the geographical and
organizational limits for RIF competition.

A competitive area may consist of all or part of an agency. The minimum competitive area is an organization in
a local commuting area that is separate from other agency organizations because of differences in operation,
work function, staff, and personnel administration. Separate personnel administration is the authority of
managers to authorize personnel actions (i.e., establishing positions, abolishing positions, etc.), not just process
personnel actions. For example, a single personnel office may potentially process actions for multiple
competitive areas.

At its option, an agency may establish a competitive area larger than the minimum standard. The regulations
do not define the maximum size of a competitive area (e.g., a competitive area may potentially be nationwide or
even worldwide).

An Inspector General activity covered by the Inspector General Act of 1978 is always defined as a separate
competitive area.

If an agency wants to redefine a competitive area within 9o days of the RIF effective date, the agency must
obtain OPM's approval for the change.



Defining the Local Commuting Area

While defining its competitive area, the agency also defines the appropriate "Local Commuting Area(s)" for
the competitive area.

A local commuting area usually includes one population center in which employees live and reasonably travel
back and forth to work. The regulations do not define a mileage standard for local commuting area. Instead,
the agency must apply the regulations and determine what is reasonable for a specific geographic location.

Establishing Competitive Levels

Within each competitive area, the agency groups interchangeable positions into "Competitive Levels."

Each competitive level includes positions with the same grade, classification series, and official tour of duty
(e.g., full-time, part-time, seasonal, or intermittent). For example, otherwise identical full-time and seasonal
positions are placed in separate competitive levels even when the agency conducts a RIF while the seasonal
employee happens to be working a full-time tour of duty.

All positions in a competitive level have interchangeable qualifications, duties, and responsibilities. The agency
establishes a competitive level based on employees' official position descriptions, not on the employees'
personal qualifications.

The agency establishes separate competitive levels for positions filled as part of a formally designated trainee or
developmental program. The agency also establishes separate competitive levels for positions filled on
competitive service appointments, and for positions filled on excepted service appointments.

The agency places two similar positions (e.g., same grade, classification series, work schedule, etc.), in the same
competitive level when the position descriptions for the two positions show that an employee in either one of
the positions needs no more than 9o days to be able to perform the key tasks of the other position.

The agency does not include employees with competitive service temporary appointments in the competitive
level because these employees serve at the will of the agency. The agency includes excepted employees with
temporary appointments of 1 year or less in the competitive level only after the employee completes more than 1
year of current continuous service under the same type of appointment.

Establishing Retention Registers

After grouping interchangeable positions into competitive levels, the agency applies the four retention factors in
establishing separate "Retention Registers" for each competitive level that may be involved in the RIF. The
terms "Competitive Level' and "Retention Register" generally have the same meaning. "Retention
Register" is the ranking of employees in the competitive level after the agency applies the four retention
factors.

The agency lists the name of each employee on the retention register in the order of the employee's relative
retention standing. For example, the employee with the highest standing is at the top of the register, and the



employee with the lowest standing is at the bottom of the register.

Determining Retention Standing-Tenure

Beginning with Group I, the agency ranks competitive service employees on a retention register in three groups
according to their types of appointment:

Group I - Includes career employees who are not serving on probation. A new supervisor or manager who is
serving a probationary period that is required on initial appointment to that type of position is not considered to
be serving on probation if the employee previously completed a probationary period.

Group II - Includes career-conditional employees, and career employees who are serving a probationary period
because of a new appointment.

Group III - Includes employees serving under term and similar non-status appointments.

Retention registers for excepted positions use similar tenure groups.

Determining Retention Standing-Veterans'
Preference

The agency divides each of the three tenure groups into three subgroups based upon employees' entitlement to
veterans' preference for RIF purposes:

1. Subgroup AD - Includes veterans who are eligible for RIF preference and who have a compensable
service-connected disability of 30% or more

2. Subgroup A - Includes veterans eligible for RIF preference who are not eligible for subgroup AD
(including eligible spouses, widowers or widowers, and mothers of veterans).

3. Subgroup B - Includes nonveterans and others not eligible for RIF preference in subgroups AD and A.

OPM'’s publication "Vet Guide" has additional information on eligibility for veterans' preference. Vet Guide is
available on the OPM website.

Determining Retention Standing-Veterans'
Preference for Retired Members of the Armed
Forces

By law (i.e., the Dual Compensation Act of 1964, as presently codified in section 3501(a) of title 5, United States
Code), a retired member of the Armed Forces is a veteran under the RIF regulations only if the employee meets
one of the following three conditions:



1. The Armed Forces retirement (without regard to benefits from the Department of Veterans Affairs) is
directly based upon a combat-incurred disability or injury; or

2. The Armed Forces retirement is based upon less than 20 years of active duty; or

3. The employee has been working for the Government since November 30, 1964, without a break in service
of more than 30 days.

Determining Retention Standing-Total Creditable
Service

Within each subgroup, the agency ranks employees by their respective service dates. For example, the agency
places the employee with the most service at the top of the subgroup, and places the employee with the least
service at the bottom of the subgroup.

Retention service credit includes all creditable Federal civilian and military service.

A retired member of the Armed Forces with 20 or more years of military service who is not eligible for veterans'
preference under the RIF regulations receives retention credit only for Armed Forces service during a war, or
service performed in a campaign or expedition for which the individual received a badge.

Determining Retention Standing-Performance

Employees receive extra retention service credit for performance based upon the average of their last three
annual performance ratings of record received during the 4-year period prior to the date the agency either (1)
issues specific RIF notices, or (2) at its option, freezes ratings before issuing RIF notices. If an employee
received more than three ratings during the 4-year period, the agency uses the three most recent annual ratings
of record.

Most employees receive performance ratings of record under one of eight possible summary rating patterns
required by paragraph 5 C.F.R. 430.208(d) of the performance appraisal regulations (e.g., a two-level
"Pass/Fail" pattern, a traditional five-level pattern, etc.) The RIF regulations cover situations when all
employees in the competitive area are covered by a single rating pattern (e.g., all employees are covered by a
five-level pattern), as well as situations when employees in the competitive area are covered by more than one
summary rating pattern (e.g., some employees are covered by a five level pattern, while other employees are
covered by a two-level "Pass/Fail" pattern).

« Single Rating Pattern.An agency has a single rating pattern when all employees in the competitive
area received performance ratings of record under only one of the eight possible summary rating patterns.
For example, all of the employees in the competitive area have ratings of record only under a five-level
pattern, or only under a two-level pattern, or under the same three-level pattern, etc. The amount of
extra retention service credit with a single rating pattern is:
1. 20 additional years for each performance rating of "Outstanding" or equivalent (i.e., Level V);
2. 16 additional years for each performance rating of "Exceeds Fully Successful" or equivalent
(i.e., Level IV); and,
3. 12 additional years for each performance rating of "Fully Successful" or equivalent (i.e., Level
I11).



The agency does not give any additional service credit for performance ratings below Fully Successful or
equivalent (i.e., no additional retention service credit for a rating of record below Level 3).

For example, an employee with 3 years of Federal service has one Outstanding rating of record, (20), and
two Exceeds Fully Successful (16) ratings of record. The employee would receive additional reduction in
force service credit based upon the three actual ratings of record: 20 + 16 + 16 = 52, divided by 3 = 17.3,
rounded up to 18 years of additional retention credit for performance.

The agency always rounds up a fraction (e.g., 17.3 years) to the next whole number (e.g., 18 years) for the
final value of the employee's additional retention credit for performance.

Multiple Rating Patterns. If an agency has employees in a competitive area who have performance
ratings of record under more than one of the eight possible summary rating patterns, at its option the
agency may provide different amounts of additional retention service credit for employees who have the
same summary level, but are under different patterns. The range of additional service credit is still
limited from 12 to 20 years.

For example, the agency may elect to provide employees who have a Level 3 (Fully Successful or
equivalent) rating of record under a two-level Pass/Fail pattern with 18 years of additional retention
service credit, while electing to continue providing employees who have a Level 4 (Exceeds Fully
Successful or equivalent) rating of record under a five-level pattern with 16 years of additional retention
service credit.

Less Than Three Ratings of Record. If an employee received one or two, but not three ratings of
record during the applicable 4-year period, the agency gives credit for performance on the basis of the
actual rating(s) of record divided by the number of actual ratings received.

Modal Rating. If an employee did not receive any ratings of record during the applicable 4-year period,
the agency gives retention credit on the basis of a single "Modal Rating" for the employee's summary
level pattern.

The modal rating is the summary rating level given most frequently to the summary rating pattern that
applies to the employee's position. For example, if Level 4 (Exceeds Fully Successful) is the most
frequent rating of record for employees covered by a five-level pattern, Level 4 is the modal rating for an
employee under that pattern who did not receive any ratings of record.

The agency determines the modal rating on the basis of its most recently completed available ratings.

The agency also decides whether to base the modal rating upon ratings finalized throughout the agency, or upon

ratings finalized in a smaller agency organization (such as the competitive area).

Two Rounds of RIF Competition

In "First Round RIF Competition," the agency applies the four retention factors to a competitive level to
identify which employee has the lowest retention factor. The agency may use RIF procedures to release the
lowest-standing employee from the competitive level.

In "Second Round RIF Competition," the agency again applies the four retention factors, this time to

determine whether a released employee has a bump or retreat right to a position in a different competitive level

that is held by an employee with even lower retention standing.



Sample Retention Register

This sample retention register, including additional credit for performance in the "RIF SCD," is a competitive
level for GS-343-12 (Management Analyst) full-time employees holding competitive service appointments:

GS-343-12
Group/Subgroup Employee Name SCD RIF SCD
I-AD Smith, Joseph O. 04-02-73 04-02-57
I-A Brown, Nathanial T. 11-14-66 11-14-50
Wilson, William A. 07-31-65 07-31-53
1I-B Downs, Christopher G. 06-17-64 06-17-44
Wright, Mary S. 03-28-94 03-28-74
Finn, Charles N. 04-15-93 03-28-77
White, Beatrice L. 08-22-95 08-22-79
II-A Robinson, John H. 08-21-01 08-21-81
I1-B Keane, Susan M. 03-13-02 03-13-82

Release From the Competitive Level

The agency releases employees from the retention register in the inverse order of their retention standing. For
example, the agency begins with the employee who has the lowest standing in releasing employees from the
competitive level as a reduction in force action.

The agency releases all employees in group III before releasing employees in group II, and releases all
employees in group II before releasing employees in group I.

Then within subgroups, the agency releases all employees in subgroup B before releasing employees in
subgroup A, and releases all employees in subgroup A before releasing employees in subgroup AD.

The agency must notify any employees reached for release out of this regular order (such as under a temporary
or a continuing exception in order to retain an employee with special skills) of the reasons for the exception.

Sample Release From the Competitive Level

This sample retention register is a competitive level for GS-343-12 full-time employees holding competitive
service appointments:

GS-343-12
Group/Subgroup Employee Name SCD RIF SCD Action
I-AD Smith, Joseph O. 04-02-73 04-02-57

I-A Brown, Nathanial T. 11-14-66 11-14-50



Group/Subgroup Employee Name SCD RIF SCD Action

Wilson, William A. 07-31-65 07-31-53 Position abolished;
displaces White
I-B Downs, Christopher G. 06-17-64 06-17-44
Wright, Mary S. 03-28-94 03-28-74
Finn, Charles N. 04-15-93 03-28-77 Transfers to different
agency
White, Beatrice L. 08-22-95 08-22-79 Displaced by Wilson;

lowest standing; released;
retreats to GS-560-11

I1-A Robinson, John H. 08-21-01 08-21-81 Position abolished; lowest
standing; released; bumps
to GS-346-9

II-B Keane, Susan M. 03-13-02 03-13-82 Position abolished; lowest
standing; released;
separated

Explanation - Based solely upon organizational needs, the agency abolished four positions, held by Wilson,
Finn, Robinson and Keane.

Finn transferred to a different agency before the RIF effective date.
In the RIF, Robinson and Keane had the lowest retention standing, and are released from the competitive level.

In other RIF-related actions, Wilson (in tenure group and subgroup I-A) displaced White (in tenure group and
subgroup I-B). White is released from the competitive level because of lowest retention standing. Wilson retains
the same I-A status after entering into White's former position. Wilson's displacement of White is not a RIF
action because Wilson was not released from the competitive level.

Unless White, Robinson, and Keane have bump or retreat rights to another position, the agency may separate
each employee by RIF.

Keane has no assignment right to another position and separates by RIF. Robinson has a bump right to another
position, while White has a retreat right. This summary will cover both the bump and the retreat actions in more
detail.

Possible Right to Bump or Retreat to an Available
Position

An employee who the agency releases from a competitive level may have bump or retreat rights to a continuing
position on a different competitive level held by another employee with lower retention standing,.

A released competitive service employee in tenure groups I or II has Bump or Retreat rights to an "Available
Position" in the same competitive area if the agency would otherwise separate or demote the released
employee by RIF, and the released employee has a current performance rating of record equivalent to Minimally
Successful (Level IT) or higher.



Available Position. The existence of an "available position" does not oblige an agency to offer an
employee a particular position. However, an available position does establish the employee's right to be offered
a position at the same grade of the available position.

An "Available Position" must:

. Last at least 3 months;
. Not be a temporary time-limited position;
. Be in the competitive service;
. Be a position that the released employee qualifies for;
. Have a pay rate that requires no reduction, or the least possible reduction, in the released employee's
present grade (but not to a higher grade than the employee's present position.);
. Have the same type of work schedule (full-time, part-time, seasonal, intermittent, on-call) as the released
employee's present position;
7. Be within three grades or grade-intervals of the employee's present position ("Grade-Intervals" are
discussed below); and
8. Be held by an employee:
9. In a lower retention subgroup who is subject to bump rights, or
1. In the same subgroup, but with less service, and who holds a position which the employee formerly
occupied on a permanent basis (or an essentially identical position) that is subject to retreat rights.
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Promotion potential is not a consideration in filling a position under the RIF regulations. A RIF offer may have
less, more, or the same promotion potential as the released employee's present position.

An employee with an excepted service appointment has no assignment rights under the RIF regulations.
However, an agency may elect to provide its excepted employees with RIF assignment rights to other excepted
positions under the same appointment authority.

To determine employees' potential qualifications to bump or retreat into another position, before the agency
issues RIF notices the agency may ask employees to submit a qualifications update by a designated freeze date.

Bumping Rights

"Bumping" means displacing an employee on a different competitive level who is in a lower tenure group, or
in a lower subgroup within the released employee's own tenure group.

For example, an otherwise eligible subgroup I-A employee could potentially bump a lower-standing employee
on a different competitive level in subgroup I-B, in tenure Group II, or in tenure Group III. For another
example, an otherwise eligible subgroup I-B employee could potentially bump a lower-standing employee in
tenure Group II, or tenure Group III.

Although the released employee must be qualified for the position, the bump right may be to a position that the
released employee never held.

At its option, the agency may consider employees' total service in determining an employee's bumping rights.
This option provides the first offer to the otherwise eligible released employee with the most service.



Sample Bump Right to a Different Competitive
Level

This sample retention register is a competitive level for GS-346-9 (Logistics Management) full-time employees
holding competitive service appointments. In this example, John Robinson (from the example in Section 18),
who was released from the GS-343-12 competitive level by RIF, has a bump right to a position in the GS-343-9
competitive level because his II-A group and subgroup tenure is higher than the II-B tenure of Samuel Wills,
and he is qualified for the position. The agency then determines whether Samuel Wills has a bump or retreat
right to another position on a different retention register.

This is the best offer available to John Robinson. No higher-standing employee in RIF competition has a
greater right than John Robinson to this GS-346-9 position:

GS-346-9
Group/Subgroup Employee Name SCD RIF SCD Action
I-A Lawrence, Patrick F. 01-19-79 01-19-65
1I-B Jones, Bertha M. 05-01-94 05-01-74
Walsh, Charles N. 08-13-93 08-13 77
Hughes, Sheila C.  11-22-96 11-22-80
II-B Wills, Samuel H. 06-13-01 06/13/81 Bumped by
Robinson from
GS-343-12

retention register;
lowest standing;
released;
separated

After John Robinson bumps Samuel Wills, John Robinson retains the same II-A group and subgroup tenure
from the former GS-343-12 position. After the displacement of Samuel Wills, the retention register for the GS-
346-9 positions looks like this:

GS-346-9
Group/Subgroup Employee Name SCD RIF SCD
I-A Lawrence, Patrick F. 01-19-79 01-19-65
I-B Jones, Bertha M. 05-01-94 05-01-74
Walsh, Charles N. 08-13-93 08-13-77
Hughes, Sheila C.  11-22-96 11-22-80
II-A Robinson, John H. 08-21-01 08-21-81

Retreating Rights

"Retreating" means displacing an employee on a different competitive level with less service within the
released employee's own tenure group and subgroup.



The position may be up to five grades (or grade-intervals) lower than the position held by the released employee
if he or she is a disabled veteran in Subgroup AD.

The position must also be the same position or essentially identical to a position held by the released employee
in any Federal agency on a permanent basis.

An employee with a current annual performance rating of record of Minimally Successful (Level II) has retreat
rights only to positions held by an employee with the same or a lower performance rating of record.

Sample Retreat Right to a Different Competitive
Level

This sample retention register is a competitive level for GS-560-11 full-time employees holding competitive
service appointments.

Beatrice White (from the example in Section 18), who was released from the GS-343-12 competitive level by
RIF, has the right to retreat to a position held by Charles Gabriel in the GS-560-11 competitive level. This is the
best offer available to Beatrice White, who is qualified for the position. The agency then determines whether
Charles Gabriel has a bump or retreat right to another position on a different retention register. No higher-
standing employee has a right to this GS-560-11 position:

GS-560-11
Group/Subgroup Employee Name SCD RIF SCD Action
I-AD Malone, Michael M. 01-19-79 01-19-65
1I-B Cook, Joseph G. 05-01-94 05-01-74

Gabriel, Charles N. 08-13-93  08-13-81 Displaced by
White; lowest
retention
standing;
released;
separated

After Beatrice White retreats to the position held by Charles Gabriel, the retention register for the GS-560-11
positions looks like this:

GS-560-11
Group/Subgroup Employee Name SCD RIF SCD
I-AD Malone, Michael M. 01-19-79 01-19-65
I-B Cook, Joseph G. 05-01-94 05-01-74

White, Beatrice L. 08-22-95 08/22/79

Grade Intervals in Assignment Rights

The agency determines the grade limits of a released employee's assignment rights on the basis of the position
the employee holds on the RIF effective date, regardless of how the employee progressed to the position.



For example, an employee released from a GS-11 position that progresses GS-5-7-9-11 has potential bump and
retreat rights to available positions from GS-11 through GS-5. An employee released from a GS-9 position that
progresses GS-5-6-7-8-9 has potential bump and retreat rights to available positions from GS-9 through GS-6.

The difference between successive grades in a one-grade occupation is a grade difference, and the difference
between successive grades in a multi-grade occupation is a grade-interval difference.

Offers of Assignment to Vacant Positions

An agency is not required to offer vacant positions in a reduction in force, but may choose to fill all, some, or
none of the vacancies.

When an agency chooses to fill a vacancy with an employee reached for release from the competitive level by
RIF, the agency must consider the relative retention standing of all the released employees. For example, the
agency must offer a position to the released employee in the highest group and subgroup before offering a
position to an employee in a lower group and subgroup. This is consistent with a bump offer to an occupied
position.

The agency is not required to consider total service in offering positions to employees in the same group and
subgroup unless the employee with the most service also formerly held the position on a permanent basis. This
is consistent with a retreat offer of an occupied position.

The agency satisfies a released employee's right to RIF assignment rights if the agency offers the employee a
vacant position at the grade to which the employee has bump or retreat rights.

An agency may choose to waive qualifications in offering an employee RIF assignment to a vacant position.
However, the agency may not waive a minimum educational requirement. (An agency may never waive
qualifications in offering assignment to an occupied position.)

An agency may make a RIF offer of a vacant position to a released employee only if the vacancy is in the same
competitive area, and within three grades (or grade-intervals) of the employee's present position.

RIF Notices

An agency must give an employee at least 60 days specific written notice before the employee is released from
the competitive level by a RIF action.

If faced with an unforeseeable situation (e.g., a natural disaster), the agency may, with OPM approval, give the
employee a specific RIF notice of less than 60 days, but at least 30 days, before the effective date of the RIF.

RIF Appeals and Grievances

An employee who has been separated, downgraded, or furloughed for more than 30 days by RIF has the right to
appeal the Merit Systems Protection Board (MSPB) if the employee believes that the agency did not properly






Benefits for Downgraded Employees

Grade and Pay Retention

« Ifyou are placed in a lower-graded position through RIF procedures, you will be entitled to retain the
higher grade for two years if you completed at least 52 consecutive weeks at the higher grade. Also, if you
are downgraded after receiving a specific RIF notice and taking a lower-graded position offered by
management, you will be eligible for grade retention on the same basis as an employee who was actually
downgraded by a RIF action.

+ Your retained grade is considered to be the grade you held prior to RIF downgrading for most benefits
purposes (including pay and pay administration, retirement, life insurance, eligibility for training,
noncompetitive promotions, and within-grade increases). However, your retained grade for this RIF
cannot be used as your retained grade for future RIF competition. For example, a GS-12 employee who is
downgraded because of a RIF to a GS-9 position is still considered to be a GS-12 for most pay-related
purposes, but would compete as a GS-9 in a later RIF.

« After grade retention expires, you will be eligible for indefinite pay retention. If you are downgraded
because of a RIF but don't meet the 52-week eligibility for grade retention, you will also be eligible for
indefinite pay retention. If your former rate of basic pay fits in the pay range for the lower-graded
position, you will be placed in the lower pay range without a reduction in pay and pay retention will cease.
If your former rate of basic pay is greater than the maximum rate of the pay range for the new position,
your former rate will be continued as a retained rate (not to exceed 150 percent of the maximum rate for
the grade in which you have been placed). You will then receive 50 percent of any adjustments (e.g.,
annual salary increases) in the maximum rate for the lower (reduced) grade until that maximum rate
equals or exceeds your higher (retained) rate. At that point, pay retention will cease.

« Ifyou are on a temporary or term appointment at the time of a RIF, grade and pay retention will not

apply.

Repromotion Consideration

« If you are downgraded because of RIF, your agency's internal placement plans may allow you to receive
priority consideration for promotion to positions up to your former grade level. The specific policies and
procedures for such consideration are established by each agency.

Part 536 of Title 5, Code of Federal Regulations, contains more information on grade and pay retention.

Benefits for Separated Employees

Severance Pay

« If you are about to be separated from a permanent position involuntarily and through no fault of your
own, you will likely be eligible for severance pay. To be eligible, you must not have refused an offer of a
position that is (1) in the same commuting area, (2) in the same agency, and (3) no more than two grades



below your current grade level. In addition, you must have been employed for at least 12 continuous
months, and cannot be eligible for an immediate annuity from a federal civilian retirement system or
from the uniformed services. Also, you must not be receiving workers' compensation benefits for wage
loss due to an on-the-job injury.

Computation of Severance Pay:

« Only civilian service is creditable for severance pay. You will be entitled to 1 week's basic pay for each year
of civilian service up through 10 years, plus 2 weeks' basic pay for each year of creditable service beyond
10 years. In addition, an age adjustment allowance of 2.5 percent is added for each full quarter of a year
you are over 40 years of age. The maximum amount of severance pay is one year's salary (52 weeks). (This
is a lifetime limitation. Thus, any severance pay you may have received in the past is taken into account
when applying the limit.) Severance payments will be equal to your weekly pay at the time of separation
and will be paid out at regular pay period intervals (usually biweekly) until the severance pay is
exhausted. The only deductions made from severance pay are taxes, social security (if applicable), and
Medicare.

» Severance pay estimation sheets are located at the end of this guide. The actual calculation formula is
somewhat more complicated and technical. The samples are intended to help compute the approximate
amount of severance pay you might receive. To receive an actual computation, please contact your
servicing human resources office.

« Ifyou are reemployed in a permanent position with the Federal government or the District of Columbia,
severance payments will be stopped immediately. If you are reemployed in the Federal government on a
temporary appointment after a break of more than 3 calendar days, severance pay will be temporarily
suspended. When your temporary appointment ends, the agency will restart the unexpired portion of
your severance pay. If you accept a temporary appointment with the Federal government within 3
calendar days of separation and subsequently leave that temporary job on an involuntary basis (e.g.,
expiration of appointment), you are eligible for severance pay based on the separation from the temporary
job. Severance pay would be recalculated based on your rate of pay when you separated from the
temporary job. Employment in the private sector has no effect on your right to receive severance pay from
the Federal government.

Unemployment Compensation

« The Department of Labor administers the unemployment insurance program for Federal employees
through State governments. States, including the District of Columbia, determine the eligibility for
benefits and the amounts to be paid to unemployed individuals. The program provides a weekly income
for a limited period of time. The laws of the State or jurisdiction determine the amount of benefits and
length of time they will be received. If you were separated you should file a claim for benefits at your State
Employment Service office or unemployment insurance claims office. These State offices also allow you to
register for potential employment opportunities. You must present your social security card, official
notice of separation or non-pay status (Standard Form 50), specific RIF notice letter, and unemployment
insurance notice (Standard Form 8). For more information, visit the Department of Labor's website.

Unused Annual Leave



« All civilian employees covered by annual leave laws are entitled to receive a lump sum payment for
accrued annual leave when separated from the Federal Government.

« Ifyou are close to retirement age, you may be able to use annual leave to qualify for retirement benefits in
some cases. See the retirement section later in this guide for more information.

Unused Sick Leave

« You will not be paid for unused sick leave. However, if you are separated from the Federal Government
you are entitled to have your sick leave restored to your sick leave account if you are reemployed in the
Federal Government. Also, unused sick leave will be added to your total service if you are eligible for an
annuity under the Civil Service Retirement System (CSRS). Beginning October 28, 2009, if you are a
Federal Employees Retirement System (FERS) employee eligible for an annuity, 50 percent of your
unused sick leave will be added to your total service if you separate on or before December 31, 2013. After
December 31, 2013, 100 percent of your unused sick leave will be added. FERS employees were not
entitled to credit their unused sick leave to their total service before October 28, 20009.

Federal Employees Health Benefits Program
(FEHBP)

Separated Employees Only:

« If you have been receiving health insurance but are not eligible for an immediate annuity, you can
continue health insurance free for 31 days after separation. You can then elect to continue receiving
benefits under FEHBP. However, continued coverage is not automatic. You must request it in writing
within 60 days of separation (or within 60 days of receiving a notice from the agency that FEHB coverage
is terminating). You must pay your share, the government's cost, and an additional 2 percent
administrative fee. This totals 102 percent of the cost. This temporary extension of coverage can last for 18
months only. Your dependents can carry this coverage for up to 36 months. You can also convert to a
private plan.

+ Ifyou are a Department of Defense employee who will be separated due to RIF, you can continue
enrollment for 18 months following separation. During this time the enrollee pays both the employee and
agency shares and any additional administrative costs.

Federal Employees Group Life Insurance (FEGLI)
Program

Separated Employees Only:

« If you are separated, you will be covered by FEGLI without cost to you for 31 days. If you are separated
and not eligible for an immediate annuity, you can convert all or part of the life insurance to an individual



policy without taking a medical examination. You can purchase the individual policy from any eligible
insurance company. This will be a private transaction between you and the company. You will pay the
entire premium of the conversion policy, and the conversion must be made within 31 days after the
effective date of the separation.

Thrift Savings Plan (TSP)

Withdrawing Money:

« When you separate from Federal service for more than 31 days, you can choose to leave your money in
your TSP account or you can withdraw the vested TSP account balance. If the account balance is under a
certain amount (currently $3500 or less), the TSP Service Office will notify you and you will be paid the
account balance in a single payment unless you request that it remain there or you select another
withdrawal option.

o For accounts over $3500, there are several options:

= Leave the money in the TSP.

» Transfer it entirely to an Individual Retirement Account (IRA) or other eligible retirement
plan.

= Purchase a life annuity immediately or at a later date.

= Receive a single payment immediately or at a later date.

» Receive a single payment and ask the TSP to transfer a portion of it to an IRA or other
retirement plan.

= Receive a series of equal monthly payments beginning immediately or at a later date.

= Receive a series of equal monthly payments and ask the TSP to transfer each payment (or a
portion of it) to an IRA or other eligible retirement plan if the series of payments is expected
to last less than 10 years and is not based on your life expectancy.

+ You will be taxed for any funds paid directly to you from TSP. If you separate before the year you reach
age 55, you will be charged a 10 percent penalty for early TSP withdrawal. The booklet, "Withdrawing
Your TSP Account After Leaving Federal Service," dated February 1998, outlines these options in detail.
The TSP website provides the appropriate forms to exercise the withdrawal option.

Retirement Benefits

Most Federal employees who were first hired before January 1, 1984, are covered by CSRS. Most employees first
hired on or after January 1, 1984, are automatically covered by FERS.

Refunds

« If you separate from Federal employment before completing a minimum of 5 years of creditable civilian
service, you will not be eligible to receive optional or deferred annuity benefits under CSRS or FERS. If
you receive a refund of retirement deductions under CSRS or FERS, you can, after reemployment with the
Federal government, repay the refunded amount plus interest so that the period of service covered by the
refund can be included in the computation of annuity benefits. You do not have to take a refund of your



CSRS or FERS retirement contribution if you are separated from Federal service. Employees are paid
interest on their FERS accounts, but they receive no interest on CSRS accounts that are more than 5 years
old. You have already paid taxes on the retirement deductions that have been deducted from your
paycheck. You must also pay taxes on the interest earned on the money in your retirement account.

Deferred Annuity

« If you separate from the Federal service after completing at least 5 years of creditable civilian service, but
before becoming eligible for an immediate annuity, you will be entitled to a deferred annuity at age 62
under either CSRS or FERS. If you are under FERS, you may be eligible for a deferred annuity before age
62 under certain conditions. If you are eligible for a deferred annuity, you can receive a refund of your
retirement deductions in lieu of the annuity, provided that you are more than 31 days away from
qualifying for an annuity when filing for the refund.

Using Annual Leave to Reach Eligibility

» Ifyou are scheduled to be separated by RIF, you can use your accumulated annual leave to remain on
your agency's rolls past the RIF effective date if doing so would allow you to reach your first retirement
eligibility date or FEHB carryover eligibility. You must have enough annual leave to cover the period from
the RIF effective date to the first date you meet the minimum age and service criteria for CSRS or FERS
retirement (as applicable). You must meet the other eligibility requirements for optional or discontinued
service retirement as described below.

« The accumulated annual leave balance generally includes all annual leave in your account as of the RIF
effective date, plus the annual leave earned while you are on leave between the RIF effective date and your
first retirement eligibility date. If you wish to exercise this option, you should check with your human
resources office for the necessary procedures.

Immediate Annuity (CSRS)

« If you have been serving under CSRS for at least 1 of the last 2 years before your separation, you will be
eligible for an immediate annuity if you meet the following minimum age and service requirements:

Optional Retirement:

« Age 62 and 5 years creditable civilian service.
« Age 60 and 20 years total creditable service.
+ Age 55 and 30 years total creditable service.

Discontinued Service retirement:

« Age 50 and 20 years total creditable service.

« Any age and 25 years total creditable service.

« If you are under CSRS and you retire before age 55, your annuity will be reduced by 2 percent for each
year you are under age 55 (1/6 of one percent for each month below age 55).



Additional Discontinued Service Retirement
Requirements:

Whether you are under CSRS or FERS, you will be eligible for discontinued service retirement if:

» You are reached for an involuntary action (such as job abolishment or reassignment to a position in a
different commuting area).

+ You have not received an offer of another position at or within two grades below your present position in
the same local commuting area.

Immediate Annuity (FERS)

« Ifyou are under FERS, you will be eligible for an immediate annuity if you meet the following minimum
age and service requirements:

Optional Retirement:

» Age 62 and 5 years creditable civilian service.

+ Age 60 and 20 years total creditable service.

« Minimum retirement age and 10 years total creditable service.

« Ifyou are a FERS employee who was born before 1948, the minimum retirement age is 55. It gradually
increases from 55 to 57 if you were born between 1948 and 1970. Also, your FERS annuity will be reduced
by 5 percent for each year you are under age 62. You can avoid the age reduction entirely by choosing as
the commencing date of your annuity either:

o a date that is less than 1 full month before you reach age 62 if you have less than 20 years of service;
or
o the first day of any month after you have reached age 60, if you have at least 20 years of service.

Discontinued Service Retirement:

+ Age 50 and 20 years total creditable service.
+ Any age and 25 years total creditable service.

If you are under FERS and retire on a discontinued service annuity under the age of 55, your annuity will not be
reduced. If you have transferred to FERS and have service under CSRS, the CSRS portion of your annuity will be
reduced by 2 percent per year if you are under age 55.

Reemployment and Retraining Programs
Reemployment Programs—

Agency Career Transition Assistance Plans (CTAP)



+ Agencies are required to provide assistance to help their surplus and displaced employees find new
employment. Each agency will provide:
o services to help their employees find new employment, either in the public or private sector, and
o selection priority for competitive service vacancies within the agency.
« Agencies have developed Career Transition Assistance Plans with specific policies describing the
assistance available to their employees. Questions regarding an agency's CTAP should be referred to the
agency's human resources office.

Priority Placement Program (PPP)

« The Priority Placement Program (PPP), also called the "Department of Defense Stopper List", is a
program run solely by the Department of Defense (DoD) for its employees. It is the equivalent of a non-
Defense agency's Career Transition Assistance Plan. Questions regarding the PPP should be referred to
the nearest DoD human resources office or the DOD Civilian Assistance in Re-Employment (CARE) Office
at (703) 696-1799.

Reemployment Priority List (RPL)

« The RPL prevents employees from outside the agency from being employed ahead of agency employees
who will be or have been separated by RIF. It provides separated employees with the first opportunity for
positions within their former agency. Agencies must have a separate RPL for each commuting area from
which eligible employees have been separated by RIF.

Eligibility:

» You are eligible to apply for the RPL if:
o You are serving under an appointment in the competitive service in tenure group I or II at the time
of RIF separation;
o You have not refused an offer of assignment to a position at the same grade or representative rate
during RIF; and
o You have a current rating of record of at least minimally successful.

Consideration:

» You are entitled to be considered for positions for which you are available, providing all of the following
conditions are met:

+ You meet the qualification requirements for the position;

+ The position is at no higher grade (or equivalent) and has no greater promotion potential than the
position from which you were separated;

« The position has the same type of work schedule as the position from which you were separated; and

+ The position is in the same commuting area as the position from which you were
separated.

Duration:



+ You can remain on the RPL for 2 years.

How to Apply:

» You can apply through your servicing human resources office beginning when you receive either a
Certificate of Expected Separation or a RIF separation notice through the effective date of RIF separation.

Interagency Career Transition Assistance Plan (ICTAP)

+ The Interagency Career Transition Assistance Plan (ICTAP) is designed to help Federal employees who
have lost their jobs due to downsizing find positions in other Federal agencies.

How the ICTAP Works:

« When an agency is willing to go outside the agency to hire candidates, it must advertise its vacancies on
OPM's automated government-wide employment information system, USAJOBS.

« USAJOBS provides easily accessible worldwide Federal employment information, updated every business
day from a database of more than 12,000 worldwide job opportunities. USAJOBS is available to job
seekers in a variety of formats (including computer or telephone), ensuring access for customers with
differing physical and technological capabilities. It is convenient, user friendly, and available 24 hours a
day, seven days a week.

« USAJOBS is available through:

o

o

Internet—You can find employment information at the USAJOBS website.

On the website, you can retrieve current job vacancies worldwide, find employment information
fact sheets, obtain applications and forms, and apply for many jobs online. The USAJOBS website
also has an Online Resume Builder feature you can use to create online resumes specifically
designed for Federal jobs. You can print your USAJOBS resume and fax or mail it to employers, and
save and edit it for future use. For many vacancies listed on the site, you can submit your USAJOBS
resume directly to hiring agencies electronically.

When you see a vacancy for which you are qualified, you should develop the application package to
show how you meet the specific qualification requirements of the position. Next, you should attach
appropriate proof of eligibility for ICTAP, and apply directly to the location stated on the vacancy
announcement. You must meet all the requirements stated on the vacancy announcement (e.g.,
closing date, area of consideration, etc.).

The agency will review your application material. If you meet all of the qualification requirements
of a position that is in the local commuting area from which you were separated, and you are
considered to be well-qualified for the job, the agency is required to select you over almost any
other candidate(s) from outside the agency.

Questions regarding specific vacancies and well-qualified requirements can be addressed to the
agency conducting the recruitment.

USACAREERS



ICTAP Eligibility Requirements

« You are eligible if you are:

« acurrent career or career-conditional competitive service employee at GS-15 or below in tenure group 1 or
2 and you have received a specific RIF separation notice or a notice of proposed removal because you
declined a transfer of function or directed reassignment outside your commuting area.

« aformer career or career-conditional competitive service employee at GS-15 or below in tenure group 1 or
2 and you:

o were separated by RIF.
o declined Directed Reassignment/Transfer of Function: You have been or are being separated
because you declined a transfer of function or directed reassignment outside your commuting area.

Length of ICTAP Eligibility

+ You will be eligible for special selection priority in other agencies for 1 year after your separation date if
you:
o were separated by RIF.
o declined directed reassignment/transfer of function.

Proof of Eligibility

» You must attach the following proof of eligibility in order to exercise selection priority when applying for
positions:
o separated by RIF:
» a copy of the Standard Form 50 (Notification of Personnel Action) showing that you were
separated by RIF, or
= a copy of the RIF separation notice.
o declined directed reassignment/transfer of function:
» a copy of the Standard Form 50 indicating that you were separated because you declined a
transfer of function or directed reassignment outside your local commuting area, or
= a copy of the notice of proposed removal for declining a transfer of function or directed
reassignment.

Retraining Opportunities

« Many states offer excellent opportunities for displaced employees to take various types of training
through government funding to help them qualify for jobs. This may include the opportunity to train for a
new career field.

» For information on training or retraining opportunities, contact your local State employment services
department and ask about training/retraining possibilities under the Workforce Investment Act of 1998.
The U.S. Department of Labor administers a dislocated worker program to assist laid off workers who are
unlikely to return to their previous industry or occupation. The dislocated worker program authorizes a
wide range of services to help individuals obtain meaningful re-employment. These services may include
assessments of skills and interests, job development, counseling, job search assistance, career exploration,



and occupational skills retraining, like computer training. States and local grantees decide on the
particular mix and availability of services. The program is funded by U.S. Department of Labor,
Employment & Training Administration.

Severance Pay Estimation Worksheets

The following are samples for use in estimating the amount of severance pay. The actual calculation formula is
somewhat more complicated and technical. The samples are intended to allow you to figure the approximate
amount of severance pay you may receive. The computation presumes that you were a full-time employee and
that you have not previously received severance pay based on an earlier involuntary separation. OPM is not
responsible for the accuracy of the results that this worksheet may give you. IF YOU WANT AN ACCURATE
CALCULATION, PLEASE CONTACT YOUR HUMAN RESOURCES OFFICE.

Severance Pay Estimation Worksheet
line 1. Annual Rate of Basic Pay (at time of separation) =

line 2. Weekly Rate (divide line 1 by 2087 and then multiply result by 40) =
(Note: This weekly rate can also be derived by dividing the annual rate by 52.175.)

line 3. Years of Service (see A and B below)
A. If your length of service is LESS THAN 10 years, enter your length of service on line 3a.

B. If your length of service is MORE THAN 10 years:
(1) enter your length of service:

(2) subtract 10 from your length of service: -10 =

(3) multiply the result by 2: [0 2 =

(4) add 10 to the amount listed in 3): +10

(5) enter this total on line 3a.

line 3a. Adjusted Years of Service =

line 4. Basic Severance Pay (multiply amount on line 2 by the number on line 3a) =

line 5. Age Adjustment Factor (if your age is above 40, look
your age up on the "AGE TABLE AND FACTORS" chart
attached. Enter the "factor" number shown.)

Age = years and months. Factor =

line 6. Adjusted Severance Pay (multiply the amount in line 4 by the line 5 factor) =

line 7. Multiply the amount in line 2 by 52 weeks. =
This is the maximum amount of severance pay payable under the 1-year (52 weeks) limit.

line 8. If line 6 exceeds line 7, enter amount on line 7. Otherwise enter the line 6 amount. =




This is the estimated amount of your total severance pay fund.

line 9. Multiply the amount in line 2 by 2. =
This is the estimated amount of your biweekly severance payment (before deductions).

line 10. Divide the amount in line 8 by the amount in line 9 and multiply the result by 2. =

This is the approximate number of weeks of severance payments you will receive
(assuming you are not reemployed by the government).

Severance Pay Estimation Worksheet
line 1. Annual Rate of Basic Pay (at time of separation) = $ 73,619

line 2. Weekly Rate (line 1 divided 2087 and then multiplied by 40) = $1,411
(Note: This weekly rate can also be derived by dividing the annual rate by 52.175.)

line 3. Years of Service (see A and B below)
A. If your length of service is LESS THAN 10 years, enter your length of service on line 3a.

B. If your length of service is MORE THAN 10 years:

(1) enter your length of service: 18

(2) subtract 10 from your length of service: -10 = 8

(3) multiply the result by 2: 8 x 2 = 16

(4) add 10 to the amount listed in 3): +10

(5) enter this total on line 3a. 26

line 3a. Adjusted Years of Service = 26

line 4. Basic Severance Pay (multiply amount on line 2 by the number on line 3a) = $ 36,686

line 5. Age Adjustment Factor (if your age is above 40, look
your age up on the "AGE TABLE AND FACTORS" chart
attached. Enter the "factor" number shown.)

Age = 52 years and 0 months. Factor = 2.2
line 6. Adjusted Severance Pay (multiply the amount in line 4 by the line 5 factor) = $ 80,709.20

line 7. Multiply the amount in line 2 by 52. = $73,372
This is the maximum amount of severance pay payable under the 1-year (52 weeks) limit.

line 8. If line 6 exceeds line 7, enter amount on line 7. Otherwise enter the line 6 amount. = $73,372
This is the estimated amount of your total severance pay fund.

line 9. Multiply the amount in line 2 by 2. = $ 2,822
This is the estimated amount of your biweekly severance payment (before deductions).

line 10. Divide the amount in line 8 by the amount in line 9 and multiply the result by 2. = 52 weeks
This is the approximate number of weeks of severance payments you will receive



(assuming you are not reemployed by the government).

Severance
Years Months Factor Years Months Factor Years Months Factor

40 3-5 1.025 48 6-8 1.850 56 9-11 2.675
40 6-8 1.050 48 9-11 1.875 57 0-2 2.700
40 9-11 1.075 49 0-2 1.900 57 3-5 2.725
41 0-2 1.100 49 3-5 1.925 57 6-8 2.750
41 3-5 1.125 49 6-8 1.950 57 9-11 2.775
41 6-8 1.150 49 9-11 1.975 58 0-2 2.800
41 9-11 1.175 50 0-2 2.000 58 3-5 2.825
42 0-2 1.200 50 3-5 2.025 58 6-8 2.850
42 3-5 1.225 50 6-8 2.050 58 9-11 2.875
42 6-8 1.250 50 9-11 2.075 59 0-2 2.900
42 9-11 ) By 51 0-2 2.100 59 3-5 2.925
43 0-2 1.300 51 3-5 2.125 59 6-8 2.950
43 3-5 1.325 51 6-8 2.150 59 9-11 2.975
43 6-8 1.350 51 9-11 2.175 60 0-2 3.000
43 9-11 1.375 52 0-2 2.200 60 3-5 3.025
44 0-2 1.400 52 3-5 2.225 60 6-8 3.050
44 3-5 1.425 52 6-8 2.250 60 9-11 3.075
44 6-8 1.450 52 9-11 2.275 61 0-2 3.100
44 9-11 1.475 53 0-2 2.300 61 3-5 3.125
45 0-2 1.500 53 3-5 2.325 61 6-8 3.150
45 3-5 1.525 53 6-8 2.350 61 9-11 3.175
45 6-8 1.550 53 9-11 2.375 62 0-2 3.200
45 9-11 1.575 54 0-2 2.400 62 3-5 3.225
46 0-2 1.600 54 3-5 2.425 62 6-8 3.250
46 3-5 1.625 54 6-8 2.450 62 9-11 3.275
46 6-8 1.650 54 9-11 2.475 63 0-2 3.300
46 9-11 1.675 55 0-2 2.50 63 3-5 3-325
47 0-2 1.700 55 375 2.525 63 6-8 3.350
47 3-5 1.725 55 6-8 2.550 63 9-11 3.375
47 6-8 1.750 55 9-11 2.575 64 0-2 3.400
47 9-11 1.775 56 0-2 2.600 64 3-5 3.425
48 0-2 1.800 56 3-5 2.625 64 6-8 3.450

48 3-5 1.825 56 6-8 2.650 64 9-11 3.475

LEARNING ABOUT TRANSFER OF FUNCTION






"Competitive Area" is a reduction in force term. The agency establishes each of its competitive areas on the
basis of organization and geography. The "Summary of OPM's Reduction in Force Regulations"
includes additional information on competitive area.

OPM's transfer of function regulations apply only when, after transfer, the gaining competitive area uses
Federal employees to perform the function. For example, a transfer of function does not take place when after
transfer the gaining competitive area performs the work through contract employees, a reimbursable agreement
with a different competitive area, or by members of the Armed Forces. The movement of work solely within a
competitive area is a reorganization, and is not a transfer of function.

Transfer of Function Because the Competitive
Area Relocates

A transfer of function also takes place when the entire competitive area moves to a different local commuting
area without any additional organizational change.

For example, a claims office in Baltimore, Maryland, is a stand-alone competitive area. A transfer of function
takes place when the Baltimore claims office moves to Wilmington, Delaware (a different local commuting
area), where the office continues as a separate stand-alone competitive area.

The "Summary of OPM's Reduction in Force Regulations" includes additional information on "Local
Commuting Area." A local commuting area usually includes one population center in which employees live
and reasonably travel back and forth to work. OPM's regulations do not define a mileage standard for local
commuting area.

Interagency Transfer of Function

A transfer of function may be intra- or interagency. The transfer of function regulations use the same
procedures for both types of transfers.

An interagency transfer of a function and/or personnel requires specific statutory authorization. Without a
specific legislative basis, an agency has no authority to permanently transfer a function and/or personnel to
another agency.

An intra-agency transfer of function does not require statutory authority.

Modifying Transfer of Function Rights

Congress has the authority to exempt intra- and interagency transfers of function from the transfer of function
provisions. Congress may also modify the rights of employees involved in intra- or interagency transfers of
function.



Employee's Right to Transfer With a Function

An employee has no right to transfer with the function unless the alternative in the competitive area losing the
function is separation or demotion by reduction in force.

An agency may always direct an employee's reassignment to another position (regardless of location) in lieu of
transfer of function rights. The vacant position may be in the same or in a different classification series, line of
work, and/or geographic location. The "Summary of Reassignment" includes additional information on
reassignment.

A Transfer of Function May Result in a RIF Action

If the transfer of function results in a surplus of employees in the gaining competitive area, before separation or
demotion, with one exception covered in the next paragraph all employees who transfer with the function
compete under the reduction in force regulations on equal terms with other employees in the gaining
competitive area for available positions.

An employee whose position is transferred to the gaining competitive area for liquidation with a function that
will not continue for more than 60 days does not compete under the reduction in force regulations for other
positions in the gaining competitive area.

Transfer of Function Canvass Letters

When a transfer of function will result in employees moving to a different local commuting area, the losing
competitive area may use a "Transfer of Function Canvass Letter" to determine which employees wish to
be considered for positions in a different local commuting area. A transfer of function canvass letter does not
guarantee an employee a position at the new location, but simply asks the employee to state an interest in
transferring with the function.

The losing competitive area may use the canvass letter as the basis to separate an employee who declines to
transfer with the function to a different local commuting area.

An employee who chooses not to transfer with the function has no right to be in reduction in force competition
for other positions in the losing competitive area. However, at its option the losing competitive area may include
the employee in a concurrent reduction in force.

An employee who initially chooses to transfer with the function may later reconsider and decline to transfer to
the new location. However, an employee who declines to transfer with the function may not later change the
original declination to an acceptance of the offer to transfer with the function to the new location.

An employee is generally eligible for relocation expense allowances for a transfer of function that requires
relocation to a different local commuting area. The General Services Administration (GSA) publishes its Federal
Travel Regulation (FTR) in 41 CFR subpart F. The complete FTR and other relocation-related information are
available on GSA's website. See "Additional Information from the Agency" below.



Adverse Action Separation for Declining a
Geographic Transfer of Function

The losing competitive area must use adverse action procedures to separate an employee who chooses not to
transfer with the function to a different geographic location unless the losing competitive area at its option
includes the employee in a concurrent reduction in force. If the employee chooses not to transfer with the
function, the losing competitive area may not separate the employee any sooner than it transfers employees who
choose to transfer to the gaining competitive area.

After receiving a separation notice, the employee becomes eligible for most of the benefits available to an
employee who receives a notice of reduction in force separation (e.g., potentially eligible for intra- and
interagency hiring priority, severance pay, discontinued service retirement, etc.). See "Additional Information
from the Agency" below.

An employee does not have the option of declining transfer to a position in the employee's present local
commuting area.

Identifying Employees for Transfer

The losing competitive area identifies employees and positions for transfer with a function on the basis of each
employee's official position. The regulations provide agencies with two procedures to identify employees for
transfer with a function:

1. "Identification Method One"; and
2. "Identification Method Two."

Identification Method One

Under Identification Method One, the losing competitive area identifies an employee with a transferring
function if:

1. The employee performs the function during at least half of the employee's work time; or

2. Regardless of the amount of time that the employee performs the function, the function includes the
duties controlling the employee's grade or rate of pay (i.e., the grade controlling duties transferring with
the function fully support the employee's grade or rate of pay).

Identification Method Two

The losing competitive area uses Identification Method Two only to identify positions and employees not
covered by Identification Method One.



Under Identification Method Two, the losing competitive area identifies for transfer the number of employees it
needs to perform the function.

To determine which employees are identified for transfer under Identification Method Two, the losing
competitive area uses "Retention Registers" that list employees working on the function in the order of their
respective reduction in force retention standing. The "Summary of OPM's Reduction in Force Regulations"
includes additional information on retention registers.

Identification Method Two provides that the losing competitive area identifies employees with the lowest
retention standing for transfer with the function. However, if this procedure would result in the employees’
separation or demotion by reduction in force in the losing competitive area of an employee with a higher
retention standing, the losing competitive area instead identifies employees with the highest retention
standing for transfer.

Volunteers for Transfer

At their option, the losing and the gaining competitive areas can agree that volunteers may transfer with the

function, provided that no employee identified for transfer under Identification Methods One or Two is later
separated or demoted solely because a volunteer transferred in place of a properly identified employee to the
gaining competitive area.

Transfer of Function Appeals

An employee may not file an appeal to the Merit Systems Protection Board based solely on a transfer of function
issue. However, an employee who is reached for separation or demotion because of a reduction in force or an
adverse action after declining transfer may raise transfer of function as in issue in that appeal.

The released employee must file the appeal no later than 30 days after the effective date of the reduction in force
or adverse action. In some situations, an employee may not have the right to file an appeal to the Board because
the negotiated grievance procedures contained in relevant collective bargaining agreement are the exclusive
procedures for resolving any action that could otherwise be appealed to the Board (with some exceptions
covered in the Board's regulations). The collective bargaining provides the time period for filing a grievance
under the negotiated grievance procedures.

Realignment Actions That Are Not a Transfer of
Function

An employee has no right to transfer with a function if, at the time of transfer, the gaining competitive area
performs the same type of work as the function that is transferring from the losing competitive area. Also, an
employee has no right to transfer if the function does not cease in the losing competitive area at the time of
transfer. In these situations, the employee has a right to compete in a reduction in force in the losing
competitive area if the agency does not offer the employee another position at the same grade. The offered



position may be in the same or in a different local commuting area. The agency must use adverse action
procedures to separate an employee who declines relocation (e.g., by reassignment, change of duty station,
realignment, etc.) to a different local commuting area.

Additional Information from the Agency

The agency's human resources office can provide both employees and managers with additional information on
OPM's transfer of function regulations. The office can also provide information on potential benefits, such as
eligibility for:

1. Career transition assistance

2. Separation incentives (if available)
3. Rehiring selection priority

4. Severance pay

5. Retirement

6. Retraining

7. Unemployment compensation

8. Relocation allowances






Management is not responsible for the accuracy of the estimate that this worksheet may provide. Employees
should contact their agency’s human resources office for information on their official severance pay entitlement.

Severance Pay Estimation Worksheet
STEP DESCRIPTION

Step 1 Annual Rate of Basic Pay (at time of separation) =

Weekly Rate (divide result of step 1 by 2,087 and then multiply by 40)

/ 2,087)x 40 =

Step 2 (

(Note: This weekly rate can also be derived by dividing the annual rate by 52.175.)

Years of Service (use step 3A or step 3B below, as appropriate)
A. If your length of service is less than 10 years, enter your length of service: . Continue to
step 4.

B. If your length of service is more than 10 years:

(1) enter your length of service:

Step 3
(2) subtract 10 from your length of service from line 1: -10 =
(3) multiply the result of line 2 by 2: X2=
(4) add 10 to the result of line 3: +10 =

This is your adjusted years of service. Continue to step 4.

Basic Severance Pay (multiply result of step 2 by the result of step 3A or 3B, as appropriate)
Step 4

X =

Age Adjustment Factor (If your age is above 40, look up your age on the “Age Table and Factors” chart
below. Enter the “factor” shown. If your age is below 40 years and 3 months, your “factor” is 1.)

St
P5 Age = years and months

Factor =

Adjusted Severance Pay (multiply the result of step 4 by the factor listed in step 5)
Step 6
X '

Step 7
Multiply the result of step 2 by 52 weeks.

X52.=




STEP DESCRIPTION

This is the maximum amount of severance pay payable under the 1-year (52 weeks) limit.

If the result of step 6 exceeds the result of step 7, enter the result of step 7:

Step 8 Otherwise, enter the result of step 6:

This is the estimated amount of your total severance pay fund.

Multiply the result of step 2 by 2.

Step 9 Xx2=

This is the estimated amount of your biweekly severance payment (before deductions).

Divide the result of step 8 by the result of step 9 and then multiply by 2.

( / )x2=

Step
10

This is the approximate number of weeks of severance payments you will receive (assuming you are not
reemployed by the Government).

Severance Pay Calculation Example
STEP DESCRIPTION

Step 1 Annual Rate of Basic Pay (at time of separation) = $73,619

Weekly Rate (divide result of step 1 by 2,087 and then multiply by 40)

Step 2 ($73,619 / 2,087) x 40 = $1,411

(Note: This weekly rate can also be derived by dividing the annual rate by 52.175.)

Step 3
Years of Service (use step 3A or step 3B below, as appropriate)

A. Tf your length of service is less than 10 years, enter your length of service: . Continue to
step 4.

B. If your length of service is more than 10 years:



STEP DESCRIPTION

(1) enter your length of service: 18

(2) subtract 10 from your length of service from line 1: 18 -10 = 8
(3) multiply the result of line 2 by 2: 8x2 =16

(4) add 10 to the result of line 3: 16 + 10 = 26

This is your adjusted years of service. Continue to step 4.

Basic Severance Pay (multiply result of step 2 by the result of step 3A or 3B, as appropriate)
Step 4

$1,411x 26 = $36,686

Age Adjustment Factor (If your age is above 40, look up your age on the “Age Table and Factors” chart

below. Enter the “factor” shown. If your age is below 40 years and 3 months, your “factor” is 1.)
Step 5 Age = 52 years and 0 months

Factor = 2.2

Adjusted Severance Pay (multiply the result of step 4 by the factor listed in step 5)
Step 6

$36,686 x 2.2 = $80,709.20

Multiply the result of step 2 by 52 weeks.

= 2
Step7 $1,411x 52 = $73,37

This is the maximum amount of severance pay payable under the 1-year (52 weeks) limit.

If the result of step 6 exceeds the result of step 7, enter the result of step 7: $73,372

Step 8 Otherwise, enter the result of step 6:

This is the estimated amount of your total severance pay fund.

Multiply the result of step 2 by 2.
Step9 $1,411x2 = $2,822

This is the estimated amount of your biweekly severance payment (before deductions).

Step

i0 Divide the result of step 8 by the result of step 9 and then multiply by 2.

($73,372 / $2,822)x2 =52



STEP DESCRIPTION

This is the approximate number of weeks of severance payments you will receive (assuming you are not
reemployed by the Government).

Age Table and Factors

Years Months Factor Years Months Factor Years Months Factor

40 3-5 1.025 48 6-8 1.850 56 9-11 2.675

40 6-8 1.050 48 9-11 1.875 57 0-2 2.700

40 9-11 1.075 49 0-2 1.900 57 3-5 2.725
41 0-2 1.100 49 3-5 1.925 57 6-8 2.750
41 3-5 1125 49 6-8 1.950 57 9-11 2.775

41 6-8 1.150 49 9-11 1.975 58 0-2 2.800

41 0-11 1.175 50 0-2 2.000 58 3-5 2.825
42 0-2 1.200 50 3-5 2.025 58 6-8 2.850
42 3-5 1.225 50 6-8 2.050 58 9-11 2.875

42 6-8 1.250 50 0-11 2.075 59 0-2 2.000

42  9-11 1.275 51 0-2 2.100 59 3-5 2.925
43  0-2 1.300 51 3-5 2.125 59  6-8 2.950
43 35 1.325 51  6-8 2150 59  9-11 2.975

43 6-8 1.350 51 9-11 2.175 60 0-2 3.000

43  9-11 1.375 52  0-2 2.200 60 3-5 3.025



Age Table and Factors
Years Months Factor Years Months Factor Years Months Factor

44  0-2 1.400 52  3-5 2.225 60  6-8 3.050

44 3-5 1.425 52  6-8 2.250 60  9-11 3.075

44 6-8 1.450 52 9-11 2,275 61 0-2 3.100

44  9-11 1.475 53  0-2 2.300 61 3-5 3.125

45 0-2 1.500 53 3-5 2.325 61 6-8 3.150

45 375 1.525 53 6-8 2.350 61 9-11 3175

45 6-8 1.550 53  9-11 2.375 62  0-2 3.200

45  9-11 1.575 54  0-2 2.400 62  3-5 3.225

46 0-2 1.600 54 3-5 2.425 62 6-8 3.250

46 3-5 1.625 54 6-8 2.450 62 9-11 3.275

46 6-8 1.650 54 9-11 2.475 63 0-2 3.300

46 9-11 1.675 55 0-2 250 63 3-5 3.325

47 o0-2 1700 55 35 2.525 63  6-8 3.350

47  3-5 1725 55 6-8 2.550 63 9-11 3.375

47 6-8 1.750 55 9-11 2.575 64 0-2 3.400

47 9-11 1.775 56 0-2 2.600 64 3-5 3.425

48 0-2 1.800 56 3-5 2.625 64 6-8 3.450
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(1). Introduction

As the Federal Government continues to restructure and downsize, some employees may find
themselves having to "transition" to new jobs--sometimes even to occupations in the private
sector. Making major career changes, perhaps for the first time in many years, can be a
frightening and frustrating experience that raises many questions.

The Office of Personnel Management (OPM) recognizes the difficulties this kind of change can
bring. We developed this guide to inform and prepare you to take charge of your career. Your
transition is more likely to be successful if you see this as an opportunity to move to an exciting
new job or career in the Federal government or the private sector.

Background

During the 1990's, transition and placement in the Federal government underwent a dramatic
transformation. In 1995, OPM issued regulations requiring Executive Branch agencies to
provide career transition assistance to employees affected by downsizing or restructuring. These
agencies developed Career Transition Assistance Plans for their surplus and displaced
employees.

Agency Career Transition Assistance Plans (CTAPs)
Agency plans must consist of three parts:
(1) Agency Career Transition Services

Each agency provides career transition services to surplus employees, giving them skills and
resources to help them find other employment. These services might include skills
assessment, resume preparation, counseling, or job search assistance. Agencies must also
develop policies on retraining their surplus employees.

(2) Agency Special Selection Priority under the Career Transition Assistance Plan
(CTAP)*

Agencies must give selection priority to their own well-qualified surplus employees who
apply for vacancies in agency components in the local commuting area. Agencies must
notify their surplus or displaced employees when they plan to fill these jobs. With a few
exceptions, the agency must select those who apply and are eligible and well qualified before
any other candidate from within or outside the agency.
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e occupy a position in the same local commuting area of the vacancy;

e apply for a specific vacancy at or below your current grade level with no greater
promotion potential than your current position;

e meet the application deadline in the announcement; and
e be found "well qualified" for the job.
2. Whatis a "surplus' employee?
You are "surplus" if you:
e are in the competitive service™*;
e are in tenure group I (career) or tenure group II (career-conditional); and

e have an official notice from your agency saying that your position is no longer needed.
This notice could be:

a "Certificate of Expected Separation" (CES);

an agency certification that you are in a surplus organization or occupation;
a notice that your position is being abolished; or

a letter saying you are eligible for discontinued service retirement.

VYV VYV

*# Agencies can extend the definition of a "surplus" employee to include employees in the
excepted service if they are on Schedule A or B appointments without time limit and have
received an appropriate notice (see above). Selection priority for these employees is limited
to other permanent Schedule A or B positions in the same agency and local commuting area.
Note: Excepted Service employees are not eligible for selection priority in other agencies
under the Interagency Career Transition Assistance Plan.

3. What is a "displaced' employee?
You are "displaced"” if you:
e are in the competitive service™*;

e are in tenure group I (career) or tenure group II (career-conditional); and
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e have an official notice from your agency saying you will be separated by reduction in
force. This notice could be:

» a specific reduction in force separation notice; or
» anotice of proposed removal because you declined a directed reassignment or
transfer of function out of the local commuting area.
** Agencies can extend the definition of a "displaced" employee to include employees in
the excepted service if they are on Schedule A or B appointments without time limit and
have received an appropriate notice (see above). Selection priority for these employees is
limited to other permanent Schedule A or B positions in the same agency and local
commuting area. Notfe: Excepted Service employees are not eligible for selection
priority in other agencies under the Interagency Career Transition Assistance Plan.
4. Who is not eligible for selection priority?

You are generally not eligible for selection priority if you are:

e in the excepted service (unless your agency gives special selection priority to excepted
employees);

e downgraded or reassigned due to reduction in force, but not separated;
e in a different local commuting area from the vacancy;

e in atemporary or term position in the competitive service;

e inan agency that is not in the Executive branch;

e inan agency that does not follow OPM hiring procedures (this includes Postal Service,
legislative and judicial branch agencies); or

e in the Senior Executive Service (SES).

5. I meet all the requirements for CTAP priority. How does this selection priority in my
agency work?

With few exceptions, if your agency plans to fill a vacancy in the local commuting area
lasting more than 120 days, it must give CTAP eligibles the opportunity to apply. Agencies
can advertise vacancies to surplus and displaced agency employees using OPM's USAJOBS,
email, bulletin boards, etc. If you are interested in an advertised vacancy,
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you must apply within the time frame given and attach proof of your CTAP eligibility (see
below).

If the agency finds you well qualified for the vacancy, you have priority over other
candidates from within or outside your agency. If you are among two or more well-qualified
CTAP eligibles, the agency may select any one of you. Agencies may select candidates from
other agency components only after giving priority to eligible CTAP candidates within the
component. An example of a component might be the National Park Service within the
Department of the Interior. Check with your human resources office to see how your agency
defines “component.”

6. When does my eligibility begin?
Your eligibility beings when you receive one of these notices or documents:

e areduction in force (RIF) separation notice;

e anotice of proposed removal for declining a directed reassignment or transfer of function
to another local commuting area;

e a Certificate of Expected Separation (CES); or

e your agency's certification that you are in a surplus organization or occupation (this could
be a position abolishment letter, a notice of eligibility for discontinued service retirement,
or similar notice).

Whichever notice or document you receive is your proof of eligibility for CTAP priority.

7. When does my eligibility expire?
Your eligibility expires when:
e your agency separates you by RIF;

e you resign, retire or otherwise separate from the agency;

e your agency separates you for declining a directed reassignment or transfer of function to
another local commuting area;

e your agency cancels or rescinds the notice that made you eligible;
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e you move to another position in the agency, time-limited or permanent, that is not
affected by the RIF;

® you receive a career, career-conditional, or excepted service position without time limit
in any agency; or

e you are no longer being separated by RIF.
8. What are the steps in the process?

Step One: Application

If you are eligible, you request CTAP selection priority by:

1. applying for a vacancy in your agency in the local commuting area; and

2. attaching proof of eligibility (for example: your RIF separation notice, CES, surplus
notification, or notice of proposed removal). Make sure you attach any other
documentation requested by the agency in the vacancy announcement.

Step Two: Qualifications Review

The agency reviews your application, comparing your background to the required

qualifications, selective factors, knowledge, skills, abilities and competencies to determine if

you are well qualified for the job. The agency must define "well qualified" on vacancy

announcements so you know the criteria they are using.

If your agency finds that you are not well qualified, they must conduct a second review of
your application and tell you the results in writing.

Step Three: Selection

If your agency finds you well qualified for the vacancy, in most cases they must select you
before hiring another candidate from either inside or outside the agency.

If two or more well-qualified CTAP applicants request selection priority, the agency may
choose among them. Some agencies have a specific policy on selection order (for example,
they may always select "displaced" employees before "surplus" employees).

If no well-qualified CTAP eligibles apply, the agency can fill the position through other
means.
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9. What does ''vacancy' mean?
Under CTAP, a vacancy is a competitive service position lasting 121 days or more. Itisa

"vacancy" if the agency plans to fill the position, even if they originally intended to do so
without posting a competitive announcement.

10. What is my “local commuting area”?
Your local commuting area is based on the duty station of your position of record when you
receive your notice. Agencies determine the local commuting area for jobs they announce. It
is the geographic area usually considered a single area for employment purposes. It includes
any population center and the surrounding localities where people live and routinely travel
back and forth daily to their jobs. You can only get selection priority for vacancies
announced in your local commuting area.
11. What does "'well qualified' mean?
"Well qualified" means that you:
e meet the qualification standards and eligibility requirements for the position, including
any medical qualifications, suitability, and minimum educational and experience
requirements;

e meet all selective factors;

e cither meet quality ranking factor levels at the level set by the agency, or are rated above
minimally qualified in accordance with the agency's specific rating and ranking process;

e are physically qualified, with reasonable accommodation where appropriate, to perform
the essential duties of the position;

e meet any special qualifying condition(s) for the position (such as the ability to speak a
specific language or other selective factor); and

e are able to satisfactorily perform the duties of the position upon entry.

If your agency finds that you are not well qualified, they must conduct a second review of
your application and tell you the results in writing.

12. Can "'well qualified'' vary between positions or agencies?
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13.

Yes. Each position has its own qualification requirements, selective factors, knowledge,
skill, ability and competency requirements. Since each job is different, you should relate
your background and experience directly to the position.

Can I get priority for higher-graded positions?

No. Selection priority only applies to vacancies at your same (or a lower) grade, and with no
higher promotion potential than your current position.

You can still apply for jobs at higher grades or those with greater promotion potential, but
you won't receive selection priority when you compete for those jobs.

14. What about lower-graded jobs?

If you are thinking about applying for lower-graded jobs, you should ask your agency about
its pay-setting policies. They could offer the job at a lower salary than you had before. Don't
apply for a job you won't accept, because turning down any permanent offer may end your
selection priority.

15. Is my priority limited to certain job series?

No. You can apply for any position, but you only get selection priority if you are well
qualified for the job.

16. I'm not sure whether I'm well qualified for a particular position. How can I find out?

You can probably tell by reviewing the requirements in the vacancy announcement and
comparing them to your credentials. If you are having trouble, ask your human resources
office or career transition center for help in determining your qualifications.

17. What happens if I decline a job offer? Do I lose my eligibility?

18.

Your agency may end your selection priority if you apply for a permanent vacancy and are
selected, but decline the offer. Check your agency's policies for specifics. If you decline a
temporary or term position, you keep your selection priority for permanent positions until
you separate or your eligibility ends for some other reason.

I am full-time, but I might apply for a part-time job. What happens if I accept?

Accepting another position--even part-time--ends your eligibility for agency selection
priority. As we said before, don't apply for a job you won't accept because turning down a
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19.

20.

21,

22,

23.

permanent position will end your selection priority.
If I take a temporary or term job, will I lose my CTAP eligibility?

Yes. Accepting another position, even time-limited, means you are no longer faced with RIF
separation, so you no longer get agency selection priority.

What if I accept a position outside the Federal Government? Am I still eligible for
selection priority?

Your eligibility for CTAP selection priority in your agency ends when you separate, whether
you leave involuntarily (such as by RIF) or voluntarily (such as by resignation). However, if
you separated involuntarily, you might still have selection priority in other agencies (see
Section 3 (C) of the Guide).

What if I move? Am I eligible for selection priority for agency vacancies in a different
geographic area?

No, not unless your agency's policy expands the area for CTAP priority. You can still apply
for jobs in your new location, but you will not receive selection priority for those jobs.

My agency says I wasn't well qualified for a job. I disagree. Where can I go with my
complaint?

Each agency should have a problem resolution coordinator to handle these types of
situations. Ask your human resources office for the person or office to hear your grievance
or complaint.

I am not eligible for CTAP selection priority. Is there are other assistance available to
me?

See Section 6 of this Guide for information on services that may be available to surplus or
displaced employees. All employees, including those in the competitive, excepted, and
Senior Executive Service (SES), are eligible for some type of career transition assistance or
services.

SES employees are eligible for placement assistance through a special SES placement
program. If you are an SES employee facing RIF separation, check with your agency human
resources office for information about this program.

Agencies that do not follow OPM hiring procedures (this includes Postal Service, legislative
and judicial branch agencies) are not required to provide career transition services to their
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employees, but many still do. Consult your human resources office for details.

(B). Agency Reemployment Priority Lists (RPL)

Agencies must maintain a Reemployment Priority List (RPL) for competitive service employees
facing RIF separation, those who have already been RIF’d, and employees recovered from work-
related (compensable) injuries.

24.

25.

26.

What is a Reemployment Priority List (RPL)?

The RPL is a list agencies use to give reemployment priority to any career and career-
conditional competitive service employees they separated by RIF or due to compensable
injury. Under OPM regulations, each agency must establish an RPL for each local
commuting area where competitive service employees have either been RIF’d or have
recovered from work-related injury.

Can I get hiring preference in other agencies by getting on the RPL?
No. The RPL only provides hiring priority for jobs in your current/former agency in the
same local commuting area. It does not give you priority for jobs in any other agency. The
ICTAP (see section 3(C) below) gives you selection priority for jobs in other agencies.
When am I eligible for the RPL? When does my eligibility expire?
You can register for your agency's RPL when you receive either a specific reduction in force
separation notice or a Certificate of Expected Separation (CES). You must have a rating of

least a “minimally successful” or equivalent (Level II) for your current performance rating.

You can also register if you separated more than one year ago due to a work-related injury,
you have fully recovered, and your worker's compensation benefits have ended.

The registration deadline is 30 calendar days after RIF separation, or 30 calendar days after
worker’s compensation benefits terminate.

Career (tenure group I) employees get two years of rehiring priority starting from the date
your name is put on the agency RPL. Career-conditional (tenure group II) employees get one
year of priority.

Your eligibility also ends if you:

e ask the agency to remove your name from the RPL;
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27.

28.

29,

e receive a career, career-conditional, or excepted service appointment without time
limit in any agency;

e decline a permanent job offer at your current or former grade;
e decline an interview;

e don't respond to an offer or an availability inquiry, or fail to appear for a
scheduled interview; or

e separate for some other reason (such as retirement or resignation) before the RIF
date.

How do I apply for the RPL?

Ask your agency for an RPL application form. You should specify the grade(s),
occupation(s), minimum hours of work per week you would accept, and whether you are
interested in temporary and/or term jobs.

You can register for as many positions as you like. Your agency human resources specialist
should help you determine which positions you qualify for and answer any questions you
have about the RPL application.

Am I limited to certain series or grades?

You can list any position on your application, but you only get priority for jobs you qualify
for at the same (or lower) grade with no higher promotion potential than your current (or last)
position.

If you are thinking about listing lower-graded jobs, you should ask your agency about its
pay-setting policies. They could offer a job at a lower salary than you had before. Don't list
a job you don't think you would accept because turning down a permanent offer could limit
or terminate your RPL consideration, depending on the grade level and type of offer.

When does the agency have to consider me through the RPL?
You get priority when your agency fills competitive service jobs from outside its workforce.

This includes temporary and term positions if you indicated interest in time-limited jobs on
your RPL application.
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I

f you qualify for the vacant job, your agency may not fill the position by:

e anew appointment (unless they appoint a veteran with at least 10-point hiring

preference);

e transferring someone from another Federal agency; or

e reinstating a former Federal employee (unless they appoint someone with

30.

restoration or reemployment rights).

Can the agency fill positions without having to choose someone from the RPL?

Yes, agencies may fill positions without considering RPL registrants under certain
circumstances. These situations include:

e selecting someone from the agency’s current workforce;

e no qualified RPL registrants are available at the grade level of the position being filled;

or

e filling the position through a 30-day special needs appointment, an appointment for

persons with disabilities, or another excepted appointment.

(C). Selection Priority in Other Agencies (ICTAP)

31. Who is eligible?

To receive selection priority in other agencies through the Interagency Career Transition
Assistance Plan (ICTAP), your current or last position must be/have been career (tenure
group I) or career-conditional (tenure group II) in the competitive service, and you must fall
under one of these categories:

e RIF--you have been (or are being) involuntarily separated from an Executive branch
agency through reduction in force;

o Transfer of Function/Directed Reassignment--you have been (or are being) separated
under adverse action procedures because you declined a transfer of function or directed
reassignment to another local commuting area;

e [Injury Compensation--you were separated due to work-related injury, your worker’s
compensation benefits have stopped because you recovered, and your former agency is
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unable to place you through its RPL (see Section 3 B of this Guide);

e Disability Annuitant--you retired with a disability and your annuity has been /will be
terminated because OPM considers you recovered;

e RIF--Retired--you received a RIF separation notice and elected either optional
retirement on the RIF effective date, or discontinued service retirement on or before the

RIF date;

e Military/National Guard Technician--you were a Military Reserve or National Guard
Technician and now receive a special OPM disability retirement annuity.

32. I amin one of the categories you just described. How do I get selection priority for
vacancies in other agencies?

You must:

e have a current performance rating of at least "fully successful" (Level III) or
equivalent™** ;

e occupy (or have been separated from) a position in the same local commuting area of the
vacancy;

e apply for a specific vacancy at or below the grade level you are being (or have been)
separated from that does not have greater promotion potential than your last position;

e meet the application deadline; and
e be found "well qualified" for the job.

***Note: This requirement does not apply if you qualify for ICTAP due to injury
compensation or disability annuity.

33. Who is not eligible for selection priority?
You are generally not eligible for selection priority if you are:

e in the excepted service (unless you are covered under a separate law that gave you
ICTAP eligibility);

e downgraded or reassigned involuntarily, but not separated;
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in a different local commuting area from the vacancy;
In a temporary or term position in the competitive service;
in an agency that is not in the Executive branch;

in an agency that does not follow OPM hiring procedures (this includes Postal Service,
legislative and judicial branch agencies); or

in the Senior Executive Service (SES).

34. If I took a buyout, am I eligible for selection priority?

Voluntary separation incentives, or buyouts, are given to employees who volunteer to leave
the Federal service. Placement assistance is for employees who are involuntarily separated.
So, if you retired or resigned with a buyout, you are not entitled to placement assistance.
You can apply and compete for Federal jobs, but you would not receive selection priority--
and you might have to pay back the full buyout amount if reemployed.

35. When does my eligibility begin?

Your eligibility begins when you receive one of the following documents:

a reduction in force (RIF) separation notice;

a notice of proposed removal for declining a directed reassignment or transfer of
function to another local commuting area;

an OPM notice that your disability annuity has been (or will be) terminated;

certification from your former agency that it cannot place you after your recovery from a
compensable injury; or

certification from the National Guard Bureau or Military Department that you are
eligible for a disability retirement and will receive the special OPM annuity.

Whatever notice you receive is your proof of eligibility for ICTAP priority.

36. When does my eligibility expire?
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Your ICTAP eligibility expires:
e one year after your RIF separation;

e one year after your agency separates you for declining a directed reassignment or transfer
of function to another local commuting area;

e one year after your agency certifies that they cannot place you after your recovery from a
compensable injury;

e one year after you are notified that your disability annuity has been or is being
terminated;

e when you receive a career, career-conditional, or excepted service position without time
limit in any agency;

e when your agency cancels or rescinds your RIF or removal notice;
e if you move to another position, time-limited or permanent, before the RIF date;

e if you separate by resignation or non-discontinued service retirement before the RIF
effective date; or

with a specific agency, if you decline a permanent offer from that agency.

37. What are the steps in the process?
When an agency plans to hire an outside candidate, they must post the vacancy on OPM's
USAJOBS systems. The announcement will contain all requirements well qualified
candidates must possess--selective factors, qualifications, education, knowledge, skills,
abilities, and competencies. See the last section of this Guide for information on how to
access USAJOBS.
Step One: Application
If you are eligible, you request ICTAP selection priority by:

1. applying for a vacancy in the local commuting area; and

2. attaching proof of eligibility (your RIF separation notice, notice of proposed removal for
failure to relocate, notice of disability annuity termination, an SF-50--Notification of
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38.

Personnel Action--documenting RIF separation, agency certification of inability to place
you through the RPL, etc.). Make sure you attach any other documentation requested by
the agency in the vacancy announcement.

Step Two: Qualifications Review

The agency reviews your application, comparing your background to the required
qualifications, selective factors, knowledge, skills, abilities, and competencies to determine if
you are well qualified for the job. They must include their definition of "well qualified" on
vacancy announcements so you know the criteria they are using.

If the agency finds that you are not well qualified, they must conduct a second review of your
application and tell you the results in writing.

Step Three: Selection

The agency must first select its own surplus or displaced employees under its Career
Transition Assistance Plan (CTAP). If there are no well-qualified CTAP eligibles, the
agency may fill the job from within its current workforce or select an employee from its
Reemployment Priority List (RPL).

After the agency clears its CTAP and RPL, they must consider ICTAP candidates before
selecting most other outside candidates. If the agency finds you well qualified for the
vacancy, in most cases they must select you before hiring another applicant from outside the
agency.

At any time during the recruitment process, the agency may choose not to fill the vacancy, or
to select one of its own employees.

If two or more well-qualified ICTAP applicants request selection priority, the agency may
choose among them.

If no well-qualified ICTAP eligibles apply, the agency is free to fill the position through
other means.

Do I get priority for every Federal job?

No, there are some exceptions. Under ICTAP, you may request selection priority for
vacancies that are:

e in the local commuting area;
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39.

40.

41.

42.

43.

e inany Executive Branch agency (Note: the Postal Service, courts, etc., are NOT
Executive Branch agencies);

e at or below your current (or last) grade level, with no greater promotion potential
than the position from which you were (or are being) separated; and

e being filled from outside the agency’s workforce.

When can an agency fill a position without having to select an ICTAP eligible?
Well-qualified ICTAP eligibles have priority over most other candidates from outside the
agency. Agencies must give ICTAP eligibles priority before filling a competitive service
position through competitive examining, noncompetitive appointment, transfer, or
reinstatement.

There are situations where agencies can fill positions without selecting a well-qualified
ICTAP eligible. These exceptions include: vacancies lasting less than 121 days;
reemployment of former agency employees with reemployment rights; employees moved due
to formal reorganization or transfer of function; selection of internal agency employees;
appointments of veterans with 10 point or greater hiring preference; and conversions of
specific excepted appointments.

What does '"'local commuting area'’ mean?

Local commuting area is defined in the CTAP section of this Guide (section 3 (A), Question
10).

What does "'well qualified' mean?
"Well qualified" is defined in the CTAP section of this Guide (section 3 (A), Question 11).
Can I get priority for higher graded positions?

No. Selection priority applies only to vacancies at your same (or lower) grade and with no
greater promotion potential than your current or last position.

You can apply for jobs at higher grades or with greater promotion potential, but you won't
receive selection priority when you compete for those jobs.

What about lower-graded jobs?
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44.

45.

46.

47.

48.

If you are thinking about applying for lower-graded jobs, you should ask the agency about its
pay-setting policies. They could offer the job at a lower salary than you had before. Don't
apply for a job you won't accept, because turning down any permanent offer may end your
right to selection priority, at least with that agency.

Is my priority limited to certain job series?

No. You can apply for any position, but you only get selection priority if you are well
qualified for the job.

I'm full-time, but I might apply for a part-time job. What happens if I accept?

Accepting any permanent position--even part-time--ends your selection priority. As we said
before, don't apply for a job you won't accept because turning down any permanent offer may
end your selection priority with that agency.

If I take a temporary or term job, do I lose my selection priority?

It may depend on when you accept the position. If you receive a separation notice, but
accept a temporary or term job before the involuntary separation occurs, your selection
priority ends because you are no longer being involuntarily separated. However, if you
accept a temporary or term job after your involuntary separation, you still have selection
priority for permanent jobs. If you receive a career, career-conditional, or excepted
appointment without time limit in any agency, your selection priority ends. Before accepting
any employment offer, permanent or time-limited, you should check with a human resources
specialist about the effect it would have on your eligibility.

What if I accept a position outside of the Federal Government? Am I still eligible for
selection priority?

If you resign or retire before RIF or other involuntary separation, you lose your ICTAP
eligibility. Otherwise, accepting employment outside the Federal Government after
involuntary separation does not affect your ICTAP eligibility. You can continue to request
ICTAP priority when applying for Federal jobs for one year after your separation, or until
you accept a permanent Federal position, whichever comes first.

What if I move? Am I eligible for selection priority for Federal vacancies in a different
geographic area?

No, ICTAP selection priority only applies in the local commuting area from which you were
(or are being) separated. You can apply for jobs in your new location, but you will not
receive selection priority for them.
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49.

50.

I applied for a job, but the agency says I am not well qualified for it. I disagree. Where
can I go with my complaint?

Each agency should have a problem resolution coordinator to handle these types of
situations. Ask the human resources office for the person or office to hear your grievance or
complaint.

I’m not eligible for ICTAP selection priority. Is there are other assistance available to
me?

See Section 6 of this Guide for information on services that may be available to surplus or
displaced employees. All employees, including those in the competitive, excepted, and
Senior Executive Service (SES), are eligible to receive some type of career transition
assistance or services.

SES employees are eligible for placement assistance through a special SES placement
program. If you are an SES employee facing RIF separation, check with your agency human
resources office for more information about this program.

Agencies that do not follow OPM hiring procedures (this includes Postal Service, legislative
and judicial branch agencies) are not required to provide career transition services to their
employees, but many still do. Consult your human resources office for details.

(4). Reemployment after Disability or Injury

(A). Reemployment after Recovery from Job-Related Injury

Career or career-conditional competitive service employees who left the Government due to job-
related illness or injury, were eligible for Workers” Compensation benefits (OWCP), and
recovered within one year, are eligible for immediate restoration to their former agency. You
should contact your former agency’s human resources office to request restoration.

If it has been more than one year since you left with OWCP benefits, you may be eligible for
your former agency’s Reemployment Priority List (RPL). You must apply for the RPL within 30
days of the date your workers’compensation benefits end. If your agency is unable to place you
in your former job or local commuting area, you may be entitled to broader consideration for
other jobs and/or locations.

For general information on the RPL, read section 3(B) of this Guide.
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If your former agency is unable to place you through their RPL (for example, the types of jobs
you are qualified to do no longer exist in the agency), you may be eligible for [CTAP selection
priority. This will allow you to request priority for jobs in other agencies in the local commuting
area you were in when you separated. You must ask your former agency to certify that they
cannot place you through the RPL. This certification is your proof of ICTAP eligibility and you
must submit it with all job applications. Your ICTAP eligibility ends one year from the date of
the agency’s certification. You are not required to include your current or last performance
appraisal. For more information on ICTAP, see section 3(C) of this Guide.

(B). Reemployment after Termination of Disability Annuity

Former employees who retired with a disability may lose their annuity if they exceed earnings
limitations or have medically recovered. If OPM’s Retirement Office notifies you that your
annuity has been or will be terminated, you should first check with your former agency to see if
they can re-employ you. You can also request ICTAP selection priority for jobs in agencies
other than your former agency if you retired as a career or career-conditional employee in the
competitive service. Your ICTAP priority is limited to jobs in the local commuting area you
were in when you separated. Your annuity termination notice from OPM is your proof of
ICTAP eligibility and you must submit a copy of it with all job applications. Your ICTAP
eligibility ends one year from the date of the notification. You are not required to include your
current or last performance appraisal. For more information on ICTAP, including eligibility
requirements, see section 3(C) of this Guide.

(C). Former Military Reserve/National Guard Technicians Receiving Special
Disability Annuity

Career or career-conditional competitive service employees receiving a special disability annuity
from OPM as a former Military Reserve Technician or National Guard Technician are eligible
for ICTAP selection priority. This allows you to apply for jobs in other agencies besides your
former agency in the local commuting area you were in when you separated. The special
disability annuity notice is your proof of ICTAP eligibility and you must submit a copy of it with
all job applications. Unlike other ICTAP eligibles, your selection priority does not have a one-
year time limit. You need not include the current or last performance appraisal required for
other ICTAP candidates. For more information on ICTAP, see section 3(C) of this Guide.

(5). Veterans in Certain Positions

Preference eligible veterans displaced from “restricted” Federal positions due to "A-76
contracting out" (outsourcing under Office of Management and Budget Circular A-76
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(8). Glossary of Terms

An agency that does not follow OPM hiring procedures: Any agency exempt from title 5, United
States Code, the law covering certain government organizations and employees. This includes
legislative and judicial branch agencies as well as the Federal Aviation Administration, U.S.
Postal Service, General Accounting Office, Tennessee Valley Authority, Federal Bureau of
Investigation, Central Intelligence Agency, State Department's Foreign Service, Federal Reserve
System-related agencies, and others.

Agency component: The first major subdivision of the agency, separately organized and clearly
distinguished from other components in work function and operation. An example of a
component might be the National Park Service within the Department of the Interior. Each
agency decides what is or is not a “component” within their particular agency organizational
structure.

Competitive Service: Executive branch positions covered by civil service merit system laws.
These jobs are normally filled through an open competitive civil service examination (but this
does not necessarily mean taking a test). You should be able to tell from your Standard Form 50
(Notification of Personnel Action), block 34, if your position was/is in the competitive service.

Displaced Employee: See question 3 (section 3(A)).

Excepted Service: Civil service positions specifically excluded from the competitive service by
law, executive order, or OPM action. These jobs are usually not covered by the same
hiring/appointment, pay, and classification rules as competitive service jobs. Excepted service
positions include attorneys, most security/intelligence positions, and most student appointments.
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Executive Branch: Agencies under the direct authority of the President of the United States.
These include Cabinet level agencies such as the Departments of Defense, Justice,
Transportation, Energy, Education, Health and Human Services, Agriculture, Interior, etc., and
smaller agencies such as the Office of Personnel Management, National Aeronautics and Space
Administration, Small Business Administration, etc. The Senate, House of Representatives and
the Library of Congress are part of the Legislative Branch, and all U.S. courts are part of the
Judicial Branch.

Local Commuting Area: See question 10 (section 3(A)).

Promotion Potential: Also sometimes called a "career ladder." This is the highest grade or level
of work established for a position. A person selected for a GS-5 position with promotion
potential to the GS-12 can be promoted to each intervening grade level from GS-5 to GS-12 as
his/her knowledge and experience increases without competing with others. The position
description and job announcement should indicate the position's promotion potential, if any.

Surplus Employee: See question 2 (section 3(A)).

Ten point veterans' preference eligible: Applicants can receive extra points (preference) in hiring
if their armed forces service meets certain requirements. Only veterans with a service-connected
disability (and the widows, mothers or spouses of certain deceased or disabled veterans) are
generally eligible for 10 point veterans' preference.

Vacancy: See question 9 (section 3(A)).

Well-Qualified: See question 11 (section 3(A)).
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