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CIVILIAN PERSONNEL POLICY

TRANSFER OF FUNCTION
1
PURPOSE:  Proscribes procedures for processing transfer of function actions.

2.
APPLICABILITY:  This SOP applies to all activities serviced by a CPAC and a CPOC.  

3.
PROCESSES AND RESPONSIBILITIES:

a.  The losing manager will identify those functions and mission to be transferred and inform the losing CPAC.  [Block 1]

b.  The losing CPAC identifies the positions associated with the affected mission, makes a preliminary TOF determination, and informs the losing CPOC.  The losing CPAC and losing CPOC develop TOF milestones.  The losing CPAC provides information to the losing MACOM to develop a TOF Contingency Plan for HQDA.  The losing CPAC coordinates and negotiates with the union as necessary.  [Block 2] 

c.  The losing MACOM prepares the TOF Contingency Plan and provides it to HQDA.  When necessary, the losing MACOM, in cooperation with the gaining MACOM, determines which mission change actions are TOFs.  [Blocks 3 and 4]

d.  The losing CPOC identifies those employees who are affected by the TOF and informs the losing CPAC and the gaining CPOC.  [Block 5]

e.  The losing CPAC provides feedback on affected employees to the losing manager.  The losing CPAC prepares a TOF Notification or Clearance package and sends to the losing MACOM.  [Block 6]

f.  The losing MACOM coordinates the TOF Notification or Clearance package with the gaining MACOM, and sends the package to HQDA.  MACOM sends a Clearance package if 50 or more employees will be transferred outside the commuting area.  HQDA obtains a clearance and informs the losing MACOM.  [Blocks 7, 8, and 9]

g.  The gaining CPAC briefs and counsels the affected employees on the new job and location.  The gaining CPOC prepares the canvass letters, and the gaining managers deliver the letters to the employees.  [Block10 - 13]

h.  The employee accepts or declines the offer by sending responses to the gaining manager or gaining CPAC.  [Block 14]

i.  The gaining manager sends the letter to the gaining CPOC.  The gaining CPAC informs the losing CPAC of acceptances and declinations.  [Blocks 15 & 16]

j.  The gaining CPOC determines TOF offers, conducts a RIF from the consolidated retention register if necessary, prepares TOF offer letters, and transmits them to the gaining CPAC.  [Block 17]

k.  The gaining CPAC will plan and conduct relocation assistance for the employees.  The gaining CPAC or the gaining manager will deliver the TOF letters to the employees.  [Blocks 18 and 19]

l.  The employees will accept or decline the TOF offer and provides his/her response to the gaining manager.  [Block 20 & 21]

m.  The gaining CPAC or manager will receive receipted copies of the employee TOF decision letters and forward to the gaining CPOC to process actions.  The gaining CPAC informs the losing CPAC of those employees who declined job offers.  The losing CPAC will initiate and the losing CPOC will process adverse action, Failure To Accompany, letters to those who decline TOF.  The losing CPAC and CPOC register appropriate employees in PPP.  [Block 22]

n.  The gaining CPOC processes the TOF actions.  [Block 23]
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