DEPARTMENT OF THE ARWY
Headquarters, Joint Readiness Training Center and Fort Pol k
Fort Pol k, Louisiana 71459- 6650

Cl VI LI AN PERSONNEL 20 May 2002
BULLETI N NO. 12-02

Reduction In Force Informational Notice
For
Garri son Appropriated Fund Enpl oyees

1. The purpose of this bulletinis to notify Garrison enpl oyees
of new procedures for the review of Oficial Personnel Folders
(OPFs), subm ssion of updates for OPFs, and a change in the
cutoff date for perfornmance appraisals for reduction in force
(RI'F) purposes.

2. REVIEW OF OFFI Cl AL PERSONNEL FOLDER (OPF). In the past, the
procedure was sinple; you called the personnel office and nade
an appointnent to review your OPF. However, with

regi onalization and automation, we find it necessary to create a
nore efficient and tinely nmethod to revi ew docunents contai ned
in your Oficial Personnel Folder (OPF). Since the OPF is now
mai ntai ned at the Cvilian Personnel Operations Center (CPOC)
Redst one Arsenal, Al abama, and Notifications of Personnel Action
(SF-50s) are located in the Departnent of the Arnmy’s SF-50

Dat abase, the followi ng procedures will apply for review of your
official record:

a. If you were hired in the Departnent of Arny after March
29, 1998, you will review copies of SF-50s provided to you by
your supervisor. Your supervisor can assist you in obtaining
copies fromthe SF-50 History Database, if necessary.

b. If you were hired in the Departnent of Army prior to
March 29, 1998, you nust review your SF-50s fromthe copy o
your OPF turnished to you prior to regionalization. Your
supervi sor can assist you in obtaining copies fromthe SF-50
Hi story Dat abase of actions effective on or after March 29,
1998, if necessary.

c. Requests to the CPOC for an enployee's OPF will occur
only in extenuating circunstances.

3. EMPLOYEE UPDATE (S) TO OPF. Resunes will be submtted as
updates and w Il be accepted in the CPAC for 10 workdays
followng the date of a Gvilian Personnel Bulletin, which
announces an official reduction in force. As a rem nder, if you
are updating your current position, your supervisor must review,
sign and date the update prior to forwarding it to the CPAC
These updates will not becone an official part of your OPF, but




wi |l be placed anong the tenporary docunents on the |left side of
your folder, or maintained in the reduction in force files.

4. PERFORMANCE APPRAI SAL CUTOFF DATE FOR RIF. Previously, the
cutoff date for recelpt of pertornmance appraisals used in RF
was 10 days prior to the issuance of RIF notices. However,
because RI F processes are no | onger performed nmanual |y, but
processed through AUTORIF, the cutoff date is changed to 90 days
prior to issuance of R F notices.

5. ACGvilian Personnel Bulletin providing conprehensive
information regardi ng reduction in force procedures and

pl acenent and transition assistance will be published at the
time of an official announcenent of a reduction in force. You
may al so obtain additional reduction in force information by
visiting the CPAC web site at

. | rtc-pol k. arnmy. ml/cpac/workforce_transition. htmn

/1 ORI G NAL SI GNEDY /

DONALD R. MALLET

Director, Cvilian Personnel
Advi sory Center

DI STRI BUTI ON:
One each Garrison Enpl oyee
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