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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure (ESOP) E-00-02 for Processing Realignments, Organization Name Changes and Reorganizations in the Modern Defense Civilian Personnel Data System (MDCPDS)  (This supersedes SOP E-00-02 dated 22 December 1999)

1.  PURPOSE.  To establish standard procedures for accomplishing realignments, reorganizations and changes of organization name using MDCPDS for serviced organizations within the West Region.  Until the MDCPDS Mass Realignment function becomes operational, these procedures apply.

2.  APPLICABILITY.  This guidance applies to all realignments, reorganizations, and organization name change actions accomplished in the West Region.  It covers responsibilities of all partners – managers, administrative points of contact (admin POCs), Customer Service Representatives (CSR), Civilian Personnel Advisory Center (CPAC) staff, and West Civilian Personnel Operations Center (WCPOC) staff. 

3.  POLICY.  It is expected that all actions this ESOP covers will be planned and coordinated in advance of the effective date.  Of prime importance is the avoidance of pay problems when actions are accomplished.

4.  DEFINITIONS.





a. Command Code (CC).  A two-digit code used in Defense Civilian Personnel Data Systems (DCPDS) to identify the Major Command (MACOM) to which a position is assigned.  


b. Unit Identification Code (UIC).  A six digit alphanumeric code used by the Department of the Army (DA) to identify an organization within the MACOM.  Changes in UIC must be coordinated at least 90 days prior to the planned effective date to ensure its addition to the Region’s Organization Hierarchy.


c. Organization Hierarchy.  A listing of West Region organizations by UIC that shows the reporting relationship up to the Secretary of the Army level.  All reporting chains will depend upon the completeness of this hierarchy.  All UICs in use must be loaded into this hierarchy.  While the hierarchy is maintained at the DA level, changes to it are processed through the WCPOC.


d. Civilian Personnel Office Identifier (CPO ID).  A two digit code identifying each CPAC.  CPO ID codes in the West Region are at enclosure 2.


e. Table of Distribution and Allowances (TDA).  Documents produced and approved at DA level that prescribe personnel and equipment authorized for each UIC.


f. Organization Code (ORG CODE).  A code of one to seven characters which is associated with each organization. 


g. Reorganization.  Reorganizations are changes in the structure of an organization, which may include changes in CC, UIC, and/or ORG CODE.  Reorganizations are differentiated from realignments in that they cause changes in duties of one or more positions and as a result, require job description changes.  


h. Realignment.  Realignments are changes in CC, UIC, and/or ORG CODE that includes the movement of an employee without any changes to the employee’s job description, position duties, or pay.  


i. Organization Name Change.  Organization name changes change the name of the organization to which an employee is assigned, when there is no change in the functions performed or in the employee’s position, grade, salary, location, agency, CC, UIC, and/or ORG CODE.


j. Position Organization Address (POA).  A single line description of the organization that includes the organization’s address, Command Code, UIC, and Organization Code.  The POA links the new organization to the Organization Hierarchy and reflects the Alternative Position Hierarchy methodology.  In the case of newly established organizations, the POA must be built before individual Requests for Personnel Action (RPAs) are submitted and before positions are built. The POA, in conjunction with the Organization Hierarchy takes the place of the Legacy System’s Table 30.

k. Army Management Structure Code (AMS): Standard classification of activities and functions to interrelate programming, budget, accounting, and management control.

l. Accounting Processing Code (APC).  A derivative of the Army Management Structure Code.  

5.  RESPONSIBILITIES.

a. Managers/Admin POCs will:



(1)  Begin coordination with the CPAC at least 60 days prior to the planned effective date and provide necessary information through the CPAC to the WCPOC at least 45 days in advance of the planned effective date.  Information must include identification of the organization to be changed, planned effective date, UIC, a copy of the document authorizing the change (i.e. general order, directive, TDA, or authorization signed by the Commander or other individual in authority), the proposed organizational structure, and a list of positions requiring job description changes, as well as a list of employees affected, when the entire organization is not included in the action. Note that this information should be provided as soon as it is known.  If the permanent orders are not signed, but the restructuring is near finalization, the package will be accepted and worked up to the point of processing personnel actions.  Personnel actions will not be processed until receipt of the authorizing document.

(2)  Provide additional information as required, to include completion of necessary job descriptions.  Optimally, for jobs that require classification or reclassification action, RPAs should arrive 30 days prior to the proposed reorganization or realignment effective date.  However, at a minimum they should arrive within the WCPOC 20 days prior to the proposed effective date.

(3)  Where managers require only changes to AMS/APC codes, the WCPOC will honor a memorandum.  Such position updates, when they are the sole change to the position, will be accomplished last in the classification workload queue.  However, every effort should be made by the manager to have such changes made through the installation Customer Service Representative (CSR).  If the changes are processed by the CSR, the position change will update in MDCPDS automatically through the Payroll/MDCPDS Reverse interface process.  

b. CPAC will:

(1)  Participate as a partner in realignment, reorganization, and organization name change efforts.  

(2)  Serve as primary POC at the local level to coordinate actions and ensure completion.  Coordinate with all organizational elements, including the installation CSR in completing the action at the local level.  

(3)  Provide position management advice to management in the planning stages of a reorganization, realignment, or change in organization name.  Such advice relates to efficient structuring of positions in accordance with DA position management guidance.

(4)  Advise management regarding procedures for the realignment, reorganization, or change in organization name.

(5)  In coordination with management, prepare the package to be forwarded to the WCPOC.  Identify and coordinate all personnel actions necessary for the reorganization.  Ensure actions are flowed to the WCPOC.

(6)  Provide Position Organization Address information in prescribed format to the WCPOC.  Initially, the CPAC specialist notifies the installation CSR on POA changes or additions.  However, this does not preclude classifiers working directly with CSRs on this aspect.  

(7)  Coordinate AMS/APC memo with management and the CSR.

(8) It is no longer possible for the WCPOC to generate employee notices of organization name changes.  Therefore, the CPAC will ensure local procedures are followed to notify employees of an organization name change and that their next official Notification of Personnel Action (NPA) will reflect that name change.

c. The servicing WCPOC Customer Focused Branch (CFB) classifier, will:

(1)  Ensure the action is properly coordinated with all necessary parties. These parties include CFB servicing staffing specialist; the CFB Processing Team Lead (PTL); the Information Services Division (ISD) Personnel Systems Manager (PSM); and CPAC/Management representatives.  Coordination should address management’s requirements, and processing the realignment, reorganization, or organization name change.  Action items to be coordinated include identifying temporary actions and how they will be handled; determining the extent of Position Description (PD) rewrites needed; ensuring that invalid vacancies/sequence numbers are identified for end-dating; and ensuring that pending and projected actions or current actions in progress on employees reflect the new organization.

(2)  For reorganizations or realignments of 100 or more positions, classifiers are encouraged to initiate a teleconference with the partners listed in paragraph 5c(1) above to ensure full understanding of all requirements, answer questions, gain information, and coordinate all actions 

(3)  Establish a schedule to ensure accomplishment of all required activities and make any needed mid-course adjustments.  Because Position Organization Address (POA) builds are immediate system updates, changes in POAs must be closely coordinated so that Defense Finance and Accounting (DFAS) records are not affected.  DFAS must be notified prior to POA changes.  Moves to new POAs, while they must also be coordinated in advance, should occur at the beginning of pay periods to ensure adequate time to load changes in both the MDCPDS and Defense Civilian Pay System (DCPS) databases.  Classifiers should also schedule a final coordination effort just prior to the effective date to ensure completion of all personnel and related actions.

(4)  Build the new Position Organization Address (POA). 

(5)  Process all realignment actions in MDCPDS including building new positions into the database and authenticating SF-50s not later than 4 days after the effective date for small realignments and reorganizations (less than 100 actions).  Larger realignments/reorganizations will be authenticated by the end of the pay period in which they are effective.

(6)  Process all actions requiring change in job descriptions and forward to the staffing team within standard defined in Business Process Maps Number C07 Realignment and C08 Reorganization.  

(7)  Serve as the WCPOC Point of Contact (POC) for all questions and issues surrounding the reorganization, realignment, or change in organization name with management and the CPAC.


(8)  Ensure that all RPAs associated with a small realignment, reorganization, or change in organization name (less than 100 actions) have been accomplished within 4 days after the effective date.  Larger realignments, reorganizations, or change in organization name will be accomplished by the end of the pay period in which they are effective.  


(9)  Where workarounds or corrective actions are required, the classifier works all such actions, including updates of employee records.  Such updates are considered part of realignment processing.

(10)  Notify the CPAC when processing is completed.

d. The CFB servicing staffing specialist will:

(1)  Participate as a partner in reorganization, realignment and organization name change efforts.  

(2)  Provide advice and assistance and process to completion, all reassignments, change to lower grade, noncompetitive promotion, and other personnel actions requiring a change in job description within 5 days of receipt (or within 2 days after the effective date, whichever is first).  If the reorganization results in the need for competitive promotions, issue referrals and process actions within normal timeframes.

e. The CFB PTL will clear all rejected actions from the MDCPDS Check Action In-box, coordinating with the classification and staffing specialists as needed.

f. The Local CSR will complete and forward DCPS Table Update Request form to the appropriate Defense Finance and Accounting (DFAS) Payroll Office to ensure interface between DCPDS and DCPS within three days of receipt.  

6.  REALIGNMENT AND REORGANIZATION PROCEDURES.  The following procedures apply when carrying out any realignment or reorganization.  

a. Management contacts the CPAC when a reorganization, realignment, or change in organization name is under consideration.  The CPAC provides advice and assistance, including position management advice as needed.  The CPAC coordinates decision process with WCPOC for best method to accomplish realignment. Management, in coordination with the CPAC, makes the final determination regarding changes to be made and prepares a change package. This package should include changes in organization name, the use of current organization codes that merely reflect changes to a POA and the need for new organizations, which would require new POAs. 

b. The CFB classifier reviews package and ensures coordination occurs.  For realignments that involve more than 100 positions, it is recommended coordination be accomplished via a teleconference.  Regardless, coordination efforts must cover clarification of milestones to ensure all are aware of the effective date, which should be at least 45 days in the future.  The 45-day period allows adequate processing time and ensures payroll interface.  Coordination efforts should also include the process, status of job description preparation and extent of rewrites expected; clarification of changes to occur in the organization; the use of existing POAs and the incorporation of new POAs with current ones to ensure organizations remain hierarchical; clarification of possible change to competitive areas; and clarification of possible change to AMS and/or APC codes.

c. The servicing classifier will build the POA based on information gleaned during the coordination process.  POAs update in MDCPDS immediately.  Therefore, if there are changes to existing POAs, DCPS tables should already be changed.  Once the POAs are built or changed, the classifier will notify the CPAC to follow local instructions to prepare RPAs. 

d. The CPAC notifies management to prepare realignment and/or related RPAs.  RPAs are completed for all positions affected by the action.  Managers or administrative POCs will annotate in the RPA Notepad, the document that authorizes the change, the effective date, From and To Organizations, the POA Information, employee SSAN, title, series and grade, UIC, Pay Accounting System (PAS) code, Office Symbol, Appropriation/AMS Code, TDA paragraph and line number, and Organization Code.  The POA naming convention will include CPO ID and will follow the RPA naming convention as determined locally. The CPAC forwards completed RPAs, or the memo and authorizing document, if it has not already been provided to the CPOC.

e. The classifier processes realignment RPAs, which may require building new positions into the database.  The classifier will authenticate NPA not later than 4 days after the effective date for small realignments (less than 100 actions).  Larger realignments will be authenticated by the end of the pay period in which they are effective.  Actions for which positions are built prior to effective dates are placed in the suspense box.  When the effective date is on a weekend, the actions will be returned to the classification in-box for further processing the first work day.  When the effective date is on a work day, the actions will be moved out of the suspense box on the effective date for further processing.  

f. The CFB PTL in conjunction with the WCPOC Functional Automation Branch Personnel Systems manager, will clear employee records rejected during realignment processing.  These rejects, which the system reflects as system-generated RPAs in the Check Action In-box, are usually due to aspects in the employee record unrelated to the realignment itself, e.g., the education record or acquisition record.  The PTL will notify the classifier of the rejects so the classifier may apprise the CPAC that some employee records were not properly realigned.  The PTL will notify the classifier or staffer as appropriate where the system places pending actions in the Check Action In-box due to realignment processing.  The CPAC may notify management that those employee’s NPAs will be forthcoming once the records are corrected.  

g. Classifiers will processes individual actions that involve more than simply realigning position existing positions within Business Process Map (BPM) timeframes for routine and non-routine classification actions as necessary.  Once classification processing is complete, the action is flowed to the staffing team.  

h. CFB staffing specialist will process the actions discussed in 6g above within BPM timeframes.  Upon completion the specialist will flow the action to the processing team and places them in suspense box for transmission to MDCPDS prior to effective date.  

i. The staffing specialist will be sure to refresh actions in progress, but not in suspense, such as recruit actions in the Hold Boxes.  The refresh should populate the new POA.  Should the refresh not successfully populate the new information, the staffer should return the action(s) to the classifiers to update the RPA and position build for the new POA and other organization information to ensure alignment with the new organization.

j. The classifier authenticates and prints the OPF copy of realignment NPAs.  PTLs will decide what NPAs to print as the result of Check Action In-box rejects or individual RPA processing.  Depending upon local policies, the CPAC, manager or admin POC will print the Employee Copy of the NPA.

7.  ORGANIZATION NAME CHANGE PROCEDURES.  Organization name changes are much simpler than realignments and reorganizations.  The CPAC merely contacts the classifier with the 

new organization name.  The classifier changes the POA.  In accordance with local procedures, either the CPAC or management notifies affected employees of the organization name change and the fact that the new organization will be reflected on the next NPA received by the employee.

8.  The proponent for this ESOP is Michelle Mitchell, the WCPOC Classification Proponent.  Please contact her at commercial (520) 538-0444 or DSN:  879-0444 with any questions or concerns.







MARY M. RODRIGUEZ

Director, West Civilian Personnel

   Operations Center
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