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FOREWORD

As the Army and USAREUR undergo their global rebasing initiatives, units
5 in USAREUR will inactivate, redeploy to CONUS, or relocate within '
~  USAREUR. ‘

Moving, whether by yourself or with a family, can be a hectic and very
stressful situation. Often, we as Soldiers, civilians, and family members are
so focused on mission requirements that we forget some of the “other”
activities that must be accomplished before our departure. Thorough

planning and preparation are key elements to a smooth and successful
move.

'-.i i

g

This guide is intended to assist these efforts by providing information for
Soldiers, civilian employees, and family members to help guide them
through this time of transition. It is a tool to assist individuals and their
leaders in identifying the actions required, and supporting agencies
necessary, for a smooth transition. A multitude of lists and other resources
are available through numerous channels and many of them have been
assembled in this pamphlet for your use.

This guide contains much of this information arranged chronologically by
priority. The first activity on the checklist is the highest priority due to the
time required for completion and should be the activity initiated soonest
upon official notification of your movement; conversely, the last activity
would be your final one before movement. Each activity on the list has a
corresponding page with detailed information for your use. This guide may
not address unique situations, but it provides insight into thorough planning
and preparation regardiess of whether you are part of a unit that is
inactivating, redeploying to CONUS, or relocating within USAREUR.
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HOW TO USE THIS GUIDE

This guide is designed to assist Commanders, Soldiers, civilians, and family members
as they and their units redeploy, inactivate, or relocate. It is divided into a few
prominent sections: Transformation; Soldiers, civilians, and family members relocation;
Civilian restructuring; and helpful checklists.

The relocation section is designed to serve as an aid to Soldiers, civilians, and family
members who will be relocating due to the Army transformation in Europe. Some will be
returning to the United States and others will be moving within USAREUR. The checklist
format is designed for easy use where the appropriate section can be accessed using a
colored tab for the appropriate personnel category i.e. Soldier, civilian employee or
family member.

The first pages of this section contain matrices that list all tasks in chronological order
from earfiest to latest start. The "E” date is the effective date when the unit either
deactivates, redeploys to CONUS or repositions within Europe. (Example E-365 is 365
days prior to unit move) The next two columns are for you to enter the date you began
tha activity and the date you completed it to keep track of how far you are through the
process. The "Task" column identifies the activity. The last column gives you the page
of the guide where you will find more detailed information regarding that task, if
applicable.

For civilians, the restructuring section provides information about the RIF process, but
more importantly, provides guidance on RIF avoidance methods that managers should
begin to consider once deliberate planning for restructuring begins. Additionally, this
section is translated in German.

This guide includes checklists for Commanders, Soldiers, civilians, and family members,
The checklists were designed to be removed from the pamphlet for easy carrying within
a pocket,

There are three Commander's checklists: Redeployment, inactivation, and Relocation;
choose the one which fits your situation for the greatest benefit. These were developed
to assist Commanders as their units redeploy to CONUS, inactivate, or relocate within
USAREUR. Thorough planning and preparation are key elements to a smooth and
successful inactivation or movement. These checklists are intended to assist you by
providing general information, milestones, and timelines. Written operations orders and
other related documents will provide specific instructions or required actions. The
checklist is simply a tool to assist you in identifying the myriad of actions required. Itis
not ailinclusive, but does provide a baseline of actions to be accomplished,

The ralocation checklist refers back to the relocation section of this guide. ltems on the
checklist should be cross-checked with the section for sub-tasks and additional, specific
infarmation which will make executing the activity easier.



The civilian checklists are des

igned to assist civilian managers and employees during
the restructuring process. Th

&re are numerous civilian checklists. Checklists for
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All the changes and adjustments we're making will
make our Army more Relevant and Ready by giving us:

* More cohesive and combat ready formations
* More stable and predictable lifestyle for oyr

Soldiers and their families
* More agile and tailorable units

* More high demand units and skills

* Commonality across the entire Army )’
(Active and Reserve Components) M
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These strategies working together will provide the Nation with
2 more capable Army and additional stability and predictahility
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Stabilization:
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= Extended initial tours

* Enables higher lavels of cohesion
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Stabilization Unit Focused Stability
* More stabiity and . &w\dm-l;agnﬂhmitﬂmumdﬂam
* Longer assignments for CONUS-based

Soldiers and families

Managemen

Individual Replacement System (IRS)
* Cument system doesn't go away complstely
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* Pmﬂdmmnhamwy.nglu, cohasive
units

- Families become more connscted to their community; continuity in schools,
medical care, spouse aducation/career, and home equity

* Further stabllity and pndlﬂﬂq“wppmwh:ﬂ
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mmunmﬂmumm
3 with bread spectrum capability
* Create a larger pool of units to fulfill strategic commitments
» Standardize combat unit designs

= + Make units more adaptable to the range of missions — from
; peacekeeping to war
* + Move from Division (larger) to Brigade (smaller) level stand-alone units

+ Make units capable of deploying more rapidly

+ Improve our ability to tailor units and integrate among components, and |
with other Services and Nations
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We have a plan to build a mere medutar, standardized !
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self-contained organizations
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+ Don't have to deploy @ whole division 1o get certain capabiities

* Creates a larger pool of umits to rotate into operations
Active and Reserve Unils with the Same Structure
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* A more Joint, CONUS-based
expeditionary Army

* Changing to a more Joint and
Expeﬁiﬂcnaw Mindset

* Remain focused on our Core
Competencies

* More agile and responsive in all
missions and processes
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As you have probab]
Process. This includes the movin

turbulence in the near-ter
greater stabilization for S

transformation plan

y noticed, there will be many
moving pieces during our Army’s transform

g of our most valuable =
asset, people. Although this might cause some =

m, the long-term result will be -
oldiers and their families; this is -

Balancing mission responsibilities and family s
obligations is difficult, but possible; stability is the
Lynch-pin and one of the end results of our Army's
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SOLDIERS, CIVILIANS, AND FAMILY MEMBERS
RELOCATION GUIDE

This section Includes specific information on relocation topics including the
ones listed below.

= Visas
= Passports and birth registrations
- EFMP screening

= Foreign Service Tour Extensions
= Provost marshal

= Houssheld Goods and POVs

- Lease termination

= Utilities

= - Clearance Inspection

- Transient lodging
- Pets

- Finance
= Loaner furnishings
= Moving guide
; = Personal affairs
’ - Government quarters
- Medical/Dantal
] = Legal
- Force Protection
- Dut-processing
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REQUEST A VISA (CONUS)
Point of Contact: Local Personnel Services Battalion

Unit, ICW Saldiers and Family members, ensures that Visa requests are processed for
reassignment to CONUS. :

REFERENCE: US, Citizenship and Immigration Services (USCIS) at
hupﬂusds.gwfgmphmmmd#ﬁmmmmwwmeawmmsfmdiwwmnmmabnut
.h .

e

PROCEDURES:

1. Soldiers PCSing to CONUS, with family members that are not US citizens, must
submit an Immediate Relative Immigrant Petition (Form 1-130, Petition for Alien
Relative) to the U.S, Citizenship and Immigration Service at the Frankfurt Consulate in )
wdarfnrlhefamﬂyiu move to the US with the Soldier.

2. Application is made via Form 1-130 for each eligible relative.

3. The USCIS office is open to the public Monday through Friday 8:00 AM to 11:00 AM. ©
Itis closed on German and American holidays.

4. For general inquiries in German or English, please call 49-69-7535-0 and ask for
immigration or DHS. The fax number is 49-69-7410971,

5. Information conceming fees and methods of payment for applications and petitions
are located at the USCIS web site at

hnp:!fuscls,gwfgraphiw?mnsfaaﬁmmanndmmm and scrolling down to form |-
130.
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REQUEST A VISA (ITALY)
3 Point of Contact: Local Personnel Services Battalion

REFERENCE: Halian Consulate General, Frankfurt at hitp://www.consolati-
italiani.defrancoforte/visa htm

L7

PROCEDURES:

1. US Army Soldiers who are transferred to ltaly do not need a visa.
2. Dependents need a visa before ariving in ltaly.

9 3. Family members accompanying Soldiers on PCS to Italy require an entry visa for the
_ purpose of obtaining a residence permit in ltaly. The residence permit must be
A requested at the local police station within 8 days of arrival.

» 4. For the issue of the above-stated eniry visa the following documents are needed:

. a. Passport which must be valid at least 3 months beyond the duration of the
5 requested visa;

" b. A valid "Status of Forces Agreement (SOFA) Identification” or German resident

. c. Copy of PCS order reflecting the Italian destination;
' d. A passport photograph;
&. 50.00 Euro per visa.

The visa department of Halian Consulate General, Frankfurt, is solely responsible for
4  Persons who are residing in the Federal Republic of Germany with a valid resident

~ permit (or SOFA). The visa must be requested in person. Office hours are from Monday
_ through Friday from 8.30 to 12.00 hours. APPLICATION forms are available at the

Consulate General of aly, Frankfurt or at the web-site http:/fwww.consalati-
italiani.de/francoforte/richvisa.html.

Mote: Be prepared to leave your passport at the Consulate and return to pick itup a
later date. Be sure to ask for a receipt when you pay.

1]
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SUBMIT PASSPORT AND BIRTH REGISTRATION REQUESTS /
NOTIFY U.S. CITIZENSHIP AND IMMIGRATION SERVICES

Point of Contact: Local Personnel Services Battalion

Submit passport and birth registration requests: Unit, ICW Soldiers and Family
members, assess need and submit requests for Passports and Birth Registrations.
Local Personnel Detachment provides application guidance to affected units and
processes requasts to U.S. Consulate.

REFERENCE: 1st PERSCOM GUIDE TO BIRTH REGISTRATION AND
PASSPORT APPLICATIONS

3. If the child was born in & German hospital, then the German cerlificate of descent called
ABSTAMMUNGS URKUNDE (E-2 Form) is required,

4. Pwmtspmomfdﬁmrrsﬂpmmtbanmdmefnﬂmﬁng:

a. Original U.S. Birth Certificate --.must have raised seal or multi-colored seal from state
vital statistics office, a filing date that is within one year of the parent's birth, and signed by a
local county, state or bureay registrar,

b. Valid U.S. Passport.
¢. Original Naturalization Certificate or Certificate of Citizenship.
d. Original U.S. Consular Report of Birth Abroad.
- Parents original marriage certificate.
- If either parent has been

annulment decree(s) to show
German, French, Italian or §




1. memhmhwmwapmsmﬂwuﬂwm documents for the child
should be submitted within 30 days of birth, U.S. and foreign consular officials can issue a
child's passport only after the birth registration is completed.

2 ?uushouldapptymhmﬁ-amhbefwudmamquhﬁu replace an expiring no-fee
passport.

a Ymdmﬂmﬁyhnﬂiaﬁbhh%tdahﬁ.aﬂanwmmdpmm

4, Pmmsggtanﬁhdhmhepasaponmmapmmmnoumn passport at least 6-8
weeks before date required.

Application '1_.‘_!|.___|_L-___|_L.J| | - .
1. Mmmmhmmmamm#mﬂ
2. mpmmmmuﬂbapmmtusfgnhmldmmdmﬂm age of 14 unless:

b. Ammmmmmmmb{mmmmm
dimmdau‘easlaﬁrngmumw.adapﬂmpapmﬂuwhgm parent, or death
certificate if one parent is deceased,

4. Birth Gamﬂmmmlﬁmdmlwmﬁ-mhmdmmwmﬂsumma
from county, state or bureau registrar. If bomn overseas, show either FS-240 or FS-545
{Consular Report of Birth mmda%mmamsmcm;

5. Original legal documents (marriage certificats, divorce decree) showing name change is
different from that on applicant's birth certificate.

8. Two (2) identical photos 2inX2in (ScmXScm). (color or black and whita)

b. Gumafmﬂmmathmughtspnmorandfamiymmberheamnyﬁwfmmnf
no-fee passport,

c. MP report for lost/stolen passports.
Combined Fees for Birth Registration and Passport

- Birth Registration and no-fee passpart is $65.00.
- Birth Registration and fee (tourist) passport is $147,00,

16



Eges for Passports Only:

1. mhmmmmmmmmwmammefm
and submit with passport application.

2. The fee for (tourist) passports is:
a. Children under 16 first-time or renewal: $82.00.
b. Adults (16 and over): $87.00 for first —time issue, lost or mutilated passport; $57.00
for renewal,

NOTES:

= Payment is only by Money Order.
- Birth Registration and Passport applications are done by appointments.
- Call your local passport section to make Your appointment.

Notify U.S. Citizenship and Immigration Services: Unit, ICW Soldier, should ensure
that Soldiers pending naturalization procassing have notified the U.S. Citizenship and
Immigration Services of the Soldier's new mailing and email address or provide other
contact information as appropriate.

NOTES:
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EXCEPTIONAL FAMILY MEMBER PROGRAM (EFMP)

Pu!ntnfnanuct:ana!PmnuISawimsBattaim

EFMP: Submission of EFMP Screening documents for meoves within European theater
and other OCONUS Locations

1. The installation Management Agency- Europe s the USAREUR proponent for the
EFMP. The Personnel Movements Branch (PMB), 1st Personnel Command,
implements the program as it pertains to family travel and assignment processing. PMB
is assisted in program implementation by special medical and educational consultants
from Health Services Support Command and Department of Defense Dependent
School (DoDDS).

2. Public Law (PL) 94-142, Education of Handicapped Children Act of 1978, requires
free education for all children with educational and health related problems. These
children and adults with medical problems are referred to as Exceptional Family
Members (EFM).

3. Mandatory medical screening for all family members is required as part of
reassignment processing. The Army Medical Department has the responsibility for
identifying and coding the special education and health related neads of the EFM.

4. Commanders should mmmiﬁummmmmmmmm
Scidiers whao inquire about the program to the local medical treatment facility for
information and assistance on enroliment. The 1st Personnel Command screens sl
family travel requests to ensure that Soldiers who have identified EFM are considered
for assignment to communities where special care is available.

NOTES:




FOREIGN SERVICE TOUR EXTENSIONS
Point of Contact: Local Personnel Services Battalion

REFERENCES: AR 614-30, AR 614-200

Soldiers initiate FSTE and submit to 1st PERSCOM for processing.
1. Voluntary FSTE:

a. Voluntary FSTE's greatly enhance readiness, reduce personnel turbulence, save
Permanent Change of Station (PCS) dollars, and allow USAREUR to retain guality
Soldiers. Commanders at all levels should pursue an aggressive FSTE program.
Routine FSTEs may be submitted 6 — 12 manths prior to DEROS,

b. FSTE requests should be initiated immediately upon receiving assignment
instructions; it must be submitted as an exceplion to policy. FSTE requests are initiated
on DA Form 4187 and forwarded from the PACIseparate Company through command
channels to the USAREUR Major Command (UMC)/Separate Major Command (SMC).
Upon verification UMC/SMC will enter the request into the USAREUR Personnel Data
Base (UPDB).

c. Requests for cancellation of FSTE are initiated on DA Form 4187 and will be
routed from PAC/separate Company to UMC/SMC. An approved FSTE is considered
an individually elected commitment which constitutes a Service Remaining Requirement
(SRR). Cancellation will be considered when sufficient justification is submitted to
support an exception to policy. Once a FSTE has started it may not ba cancelled, and
any request to depart USAREUR prior to completion of the FSTE period must be
processed as a curtailment.

d. An approved FSTE which changes a Soldier's DEROS past ETS constitutes a
SRR. Soldiers must reenlist or extend to meet tha SRR within 80 days of FSTE
approval date. Soldiers who fail to extend or reenlist to meat SRR within the required

time frame will have their FSTE cancelled by UPDB System. The DEROS will be
adjusted to the original DEROS.

2. Involuntary FSTE.

a. Requests for involuntary FSTE of any length and for any valid reason will be
forwarded through command channels, in writing, to 1st PERSCOM. Thess requests
must be submitted with sufficient lead time to allow for coordination with HRC,
Guidance from DA G1 requires that requests are received at HRC at least 60 days prior
to the Soldier's DEROS. Involuntary FSTE are nermally limited to 60 day increments
and require HRC approval.

b. Commanders, at any level, may disapprove requests for FSTE and requests for
cancellation of FSTE without referral to higher echelons,
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(OTEIP), the Scidier's OTEIP election will be annotated on the Foreign Service Tour

Extension / In-Place Consecutive Overssas Tour (IPCOT) request, and the UMC will
record the OTEIP election in the remarks section in UPDE.

2 d. Thapmoed:mwﬂhadﬂom&pphrmalladiﬁedmnksﬁnm%tnmsa
- Officers should consult unit S-1 and 1st PERSCOM assignment officer for FSTE
reguest.
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NOTES:
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PROVOST MARSHAL

PnlmdcnnhtthaHmtallaﬁunAcmssCommfﬁoeftmpmvamshm
*  Office / Military Customs Office

= Conduct IACS registration: Soldiers and their family members coordinate with their
local Installation Aceess Control Office and update their unit/address information or
. deregister as applicable. :

w  Proper disposition of all POVs and weapons: Soldiers must be able to prove proper
disposition of all POVs and weapons in order to clearlout-process from their community.

REFERENCES: USAREUR Reg 612-1, HTTP://RMV.HQUSAREUR.ARMY.MIL,
USAREUR Reg 600-1

POVs

1. Soldiers are responsible to ship, sell or dispose of all POV's before departing their
community. The Vehicle Registration Office will not clear Soldiers who do not have the

g

e

@ proper documents for de-registration of POV's. Soldiers are reminded when selling a
POV, both the buyer and saller must report to Vehicle Registration Office to finalize the

» (ransaction. This may be accomplished in the following ways:

= a. Ship it at Government or personal expanse,

]

b. Transfer it to a person with logistic-support privileges.

¢. Transfer it to & parson without logistic-support privileges in compliance with
German tax or customs requirements.

LR
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paragraph 3-13h. The MWR-approving official accapts donations on an individual basis,

The registrant is responsible for delivering the POV to the appropriate person or facility
when donating a POV,

e. Appoint an agent (AE Form 180-1AD) to exsrcise any of the options in a
THROUGH d above before the owner departs,

2. The POV must be operational (not registerad non-operational) to be eligible for 1b
ABOVE,

-
i

&

3. Owners will not abandon POVs. Abandoning a POV violates German law, this
publication, and USAREUR REGULATION 800-1. Additionally, it is punishable under
the UCMJ and may serve as the _bpais for adverse administrative action. Owners will
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4. Army in Europe commanders will process abandoned POVs according to
APPENDIX E, PARAGRAPH E-5.

DISPOSING OF YOUR POV THROUGH MWR
The following documents are required:

1. Plates, unless non-operational.
2. LIEN RELEASE when applicable; MWR cannot accept a POV with a fien on it.
3. First copy of registration.

4. Certification of Release/Donation of POV (AE FORM 190-1Z-R) issued and signed
by MWR with make, modsl, year & chassis number,

5. You MUST provide proof of this donation to your local FRS, as the MWR Facility
DOES NOT inform us of this transaction.

WEAPONS

Importing firearms is probably the most complicated part of moving to the United States.
Peaple moving stateside on PCS orders are good to go if they can prove they actually
owned and possessed the firearms in the United States. Bilis of sale, household goods
inventories listing the firearms by serial number and state, municipal or U.S. Customs

registrations of the firearms are good forms of proof. Customs will, however, only accept
original documents,
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Show your proof of prior ownership to customs when you land in the States or to the
military customs inspector checking your household goods. You may also put the
documents inside the package when mailing rifles and shotguns. Itis illegal to mail
handguns.

If you acquire a firearm that someonea else brought from the USA or if you buy one
abroad, you will have to obtain an import permit from the Bureau of Alcohol, Tobacco
and Firearms (ATF).

Military customs offices have the application forms for ATF import permits. ATF's
Washington office only accepts application forms with original signatures, no faxes or

copies, Once approved, an ATF permit is valid for one year and the original import
permit must be with the firearm when it arrives in the States.

Service members intending to leave firearms in the USA that were acquired overseas
but not specially ordered from the USA need a federal import permit. Personnel taking
firearms back to their overseas station must have a valid U.S. forces firearm registration
with them and meet the laws of the host nation.

Momal import duty rules apply to firearms too. U.S. military parsonne! will pay duty on
any foreign-made firearms acquired overseas if they import them for the first time and
do not have official orders authorizing movement back to the USA. Your movement
orders allow you to take back any personal property to the States duty-free.

Firearms rules are complicated. Call a military customs office for more information.

NOTES:

COORDINATE HHG AND POV SHIPMENT
Point of Contact: Local transportation office
Coordinate with local transportation office to receive a shipment counseling session.
NOTES:
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NOTIFY LANDLORD OF RENTAL TERMIHATIOH
Point of Contact: Local housing office

Soldiers living in private rental housing report 1o CHRRs for assistance in Providing
termination natice to landlorg,

NOTEs:

CONTACT UTILITIES
Point of Contact: Local housing office
Soldiers living in Quartarsflegsed housing, EDWSEEQFGRHR F private
rental housing wilj Provids termination notica to the utility companies. °
|' NOTES:

" . - - N A
B r— - —

SCHEDULE CLE&RAHCE IHSPECTIONS
Point of Contact: Local housing office -
Soldiers living in governm

ent quartersfleaseq housing; BOQ/SEBQ/GRLP must B
schedule preffing| Clearance inspections,
NOTES:




SCHEDULE TRANSIENT LODGING
5 Point of Contact: Local housing office

., Soldiers must coordinate with guesthouse or other appropriate agency for transient
©  lodging after clearance of current housing.

* NOTES:

SHIPMENT OF PETS

Point of Contact: Local Veterinary Clinic

 REFERENCE: AR 40-905, AR 40-657, AR 40-905,
HTTP//WWW._HEALTHCARE. HQUSAREUR ARMY.MIL100- — |/ »
*  VETERINARYSERVICES/DEFAULT.HTM

1. Veterinary treatment facilities will provide animal health care services for pets and
issue health certificate within 10 days of travel.

2. Owners of pets not being returned to CONUS will report to the Vel clinie for local
adoption information.

i

3. Owners of animals other than dogs and cats 1o be returned fo CONUS, contact

veterinary treatment facility ninety (90) days pricr to travel for customs and importation
information.

e

4. Dogs and cats do not require a health certificate to enter CONUS. However, the

airline you are using may require a health certificate to accept your pet. Check with the
girline.

Ili

5. Dogs require a current rabies vaccination given at least 30 days before entry. A valid

rabies certificate with the vaccination expiration date is acceptable proof of vaccination.
Thera is no vaccination requirement for cats,

l“ll

NOTE: Many airlines have a summer embargo: from 15 May to 15 September they will
not ship pets as excess baggage due to the heat. Some airlines will make an exception
for military members on orders. The alternative is to use a commercial pet shipping
service. Military charter flights accept pets and will accept pets during the summer

manths. The cost for pets on a military flight may be less than on commercial aifines.
Check with both.

P @

NOTES:



FINANCE
Out-processing requirements:

1. Seldiers who have a Government Travel Credit Card (GTCC) must clear through i
their unit's travel card administrator to ensure proper transfer of the GTCC account to

2. Copy of your DA Form 31, Request and Authority for Leave. You will need this form :
even if you are not taking leave before you report to your new duty station. X

3. If you lived in family housing, you will need two copies of your quarter's termination 5
letter. g

| &
4. A copy of your letter from Transportation, Subject: Port Call Instructions (see the
next page for mora information)

5. If your family returned to the United

States early and you were reimbursed, you will
need the settlement voucher,

6. ﬁmmmqmﬁnganadvammyuurpaytnmmgvhgwnvalm.phm -
contact finance 10 days in advance. The 208th can give you the required information.

7. Temporary Lodging Allowance (TLA): No cash changes hands with TLA and you will
not need an appointment to settle your TLA claim. You will see two transactions on =
your Leave and Earnings Statament concemning TLA. The first will show your r
entitiement for meals and lodging. The second will reflect a collection for lodging costs.

When you check out of the guesthouse, the paperwork will be processed between the
guesthouse and Finance.

NOTES:

. 1 i
4 " i

SCHEDULE LOANER FURNISHINGS
Point of Contact: Local housing office

-
N N S — ] — i e o L

-

Soldiers must report to CFMO to request interim furniture for use after shipment of
personal belongings.

NOTES:

-
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ACCESS MOVING GUIDE

Point of Contact: Local Personnel Services Battalion

REFERENCE: HTTPS://IMOVERSGUIDE.USPS.COM/MGSERVICE/HELP
NOTES:

ACCESS 1st PERSCOM HELPFUL HINTS POSTAL
HANDBOOK

Point of Contact: Local Personnel Services Battalion
REFEREMNCE: I

HTTPS//HOME.1PERSCOM.ARMY MIL/POD/DOCS/HELPFUL_HINTS_FOR_
MAILING.DOC

NOTES:

SUBMIT CHANGE OF ADDRESS
Point of Contact: Local Personnel Support Battalion

REFERENCE: 1st PERSCOM Postal Operations Directory and Mail Forwarding
Guidance

Soldier's responsibilities prior to PCS:

1. Complete two DA Form 3955 cards. Ensure the cards are provided to the servicing
APO and the servicing CMR/UMR. These cards ensure mail received after the Soldier
departs is forwarded to the correct address.

2. Complete one DA Form 3955 for each correspondent to notify them of the Soldier's
new mailing address. Cards may be obtained free of charge from the servicing CMR or
UMR. Completed cards may be mailed at the Soldier's expenss at any post office, or

- may be mailed free or charge by taking the completed cards to the servicing Official

Mail Control office with a copy of the Soldier's PCS orders.




jia

3. Notify Periodical, Standard and Package Service mailers (newspaper, magazine,
catalog, and advertisers) to stop mailing to the current address NLT 45 days prior to the
Soldier's PCS date and start mailing to the new address.

4. Notify Preferential mailers (stateside family, friends, financial institutions, and other
correspondents) to stop mailing to the current address NLT 15 days prior to the
Soldier's PCS date and start mailing to the new address.

NOTES:

TRANSPORTATION
Point of Contaet: Local Transportation office

Ship Household Goods (HHG) and unaccompanied baggage (UB): Soldier should
be present on the day of HHG/UB pickup; if Soldier cannot be available, arrange to
have someone with a power of attornay present to act in their stead,

1. Household goods: Household goods (HHG) include items associsted with the
home and all personal effects belonging to a member and dependents on the effective
date of the member's PCS or TDY may be

by an authorized commercial transporte

vulnerability to pilferage or damage (e.g.. seats,
auxiliary gasoline can(s), and miscellaneous
POVs (such as gof carts,

85 than 254 pounds
: elrspeed NTE 55

HHG do not include: Personal baggage when carried free on an airplane, bus or train;
» vans and similar motor vehicles; airplanes; mobile homes: camper

g vehicles; live animals including birds, fish and reptiles;
and building materials; items for resale, disposal or commercial use rather
by the member and dependents: privately owned live ammunition; articlas
otherwise would Qualify as HHG but are acquired after the effective date of PCS orders
except: bona fide replacements for articles that have bacome inadequate, worn out,
broken, or unserviceable on/after the effective date of orders.




Ship POVs: Soldier will deliver POV to the Vehicle Processing Center (VPC) for
shipment.

o o

One POV by you or your family member may be shipped at government expense
overseas. It must, however, be for you or your family member's personal use only. If
you desire to make your own arrangements and ship an additional POV, consult your
Transportation Office for any restrictions which may apply. You may be required to pay
an import duty on a second POV. At the option of the member shipping a vehicle

g Ll

- The POV should be delivered to the port prior to the departure of the personnel on

#  whose orders the shipment is to be made. This includes dependent travel

authorizations when no POV has been previously shipped on the spansor's

2 orders. Member must have a minimum 12 months remaining on overseas tour at the
time the vehicle is delivered to loading port. If a military spouse delivers the vehicle to

e m;mmm;mmaMMdeuy.

»  Arrange individual passenger travel: Soldiers will go to the commercial travel office
(CTO) to arrange individual flights.

NOTES:
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PERSONAL AFFAIRS

1. Make sure that you and your family members have current 1D cards
2. Check DEERS enroliment
Get information for new station
4. Make sure that you and you family (i applicable) have a valid driver license
5. Get children school records

6. Check bank procedures for transferring funds or closing accounts
KNOW THE LOCATION OF THE FOLLOWING DOCUMENTS:

1. Copies of full power of attorney (if applicable)
2. Soldier and family members' birth certificates
3. Marriage or divorce papers
4. Adoption papers
S. Social Security Cards
€. State and federal tax records
7. Allinsurance policies
8. Financial and investment records
9. Deeds and mortgages
10. Wills
11. Serial numbers (of valuable electronic equipment)
12. Charge and credit carg account infarmation
13. Car registration and titles
14. Citizenship papers
15. Household goods shipping documents
16. POV shipping documents
17. Passports

NOTES:




SCHEDULE LOANER FURNISHINGS PICKUP /
CLEARING GOVERNMENT QUARTERS

Point of Contact: Lacal housing office

Schedule loaner fumnishings pickup: Personnel in private rental schedule govemment
furniturefappliances turn-in,

Clearing Government Quarters:

W

w

1. ConiactﬂmhnushgnfﬁmasmasynugatynurFESard&m.

2. Schedule a pre-termination inspection 30-40 days prior to your departurs date. The
inspector will brief you on minimum standards of cleanliness to pass inspaction at this |
tﬁ-naandw'ﬂlidanﬁfydamngesthatymwﬂlnmdhmpalrwpayfor. _

3. Ask the housing cﬁmﬁmaymaminaliﬁmmhnﬂdmmmwmlm
- available to you. If you wish, yaumayhkemanﬂhmdaunarsmdnﬂmdaanlnguf

¢ W W




MEDICAL/DENTAL
Point of Contact: Local medical treatment facility

1. Soldiers and family members are not allowed to hand carry medical or dental
records. They will be shipped by the health/dental facilities.

2. Fill prescriptions.

3. Immunizations for Soldiers and family members should be documented on shot records, ®

4. TRICARE: During Your PCS Move If you are enrolled in TRICARE Europe Prime
and are scheduled for a Permanent Change of Station (PCS) move in the near future,

you will remain enrolled for a maximum of 60 days from the date you fly out of the
TRICARE Europe region.

5. How to transfer your TRICARE Prime benefit:

a. Let your current TRICARE Service Center (TSC) know that you are moving
before you move. This protects you and your family from incurring unnecessary charges
for unexpected emergency health eare needs while you fravel back to the states or to
another overseas location. You can also receive the location and phone number of the
TSC at your next location here,

b. Ensure you also camy your TRICARE Europe Passport with you when you travel.

c. When you arrive at your next assignment, stop by your new TSC as soon as
possible. Here you will be provided information about locally available TRICARE
programs 5o you can make an informed choice sbout your family's health care. While
Active Duty members must remain enrolled in Prime, family members may have several
choices. If you decide to kesp your family members enrolled in Prime at YOur new
location, all you need to do is complete a form to transfer enroliment and obtain anew
Primary Care Manager (PCM). Your new TSC will help you accomplish this. If vou do
not transfer enrollment of your family members, they will automatically revert to
TRICARE Standard at the end of their TRICARE Europe Prime enroliment period. This
period ends B0 days from the date you fiy out of the TRICARE Europe region,

d. If you need emergency health care while you are in transit to your next
assignment, go to the nearest military or civilian emergency room. If the care you need
is not an emergency, wait until you enroll in your gaining TRICARE ragion to schedule
an appointment. If you cannot walt, contact TRICARE Europe for assistance at your
earliest conveniencs. This step will help ensure that yeur claim is properly processed,
Contacting TRICARE Europe:

i
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+ Dial 1-888-777-8343 if you are in the continental U.S.
+ Dial 06302-87-8374 if you are in Germany.
« Dial 1-866-TEUROPE if you are in any other country in Europe.

This is an AT&T toll-free number. You will need the access code from the country in
which you are dialing.

. If you receive care from a civilian provider during your PCS, you may be expected
to pay first and then file the claim yourself. However, the claim will normally be filed for
you if your civilian provider is part of the TRICARE network. You can get advice on
where to find TRICARE providers by calling the nearest TSC. Contact numbers for
T5Cs worldwide are listed in your TRICARE Europe Passport. In any event, you nead
to ensure that all claims acquired during your PCS are mailed to: Family Members
TRICARE Europe WPS — Foreign Claims P.C. Box B976 Madison W1 53708-8976
Active Duty members TRICARE Europe WPS - Active Duty Claims Processing P.O.
Box 7968 Madison, W1 53707-7968. As a TRICARE Europe Prime enrollee, you should
use these addresses to mail claims received from care delivered anywhere in the U.S.
or abroad. Remember to add your local TRICARE Service Center to your out-
processing checklist. Your TSC should be one of your first and last stops every time you
PCS.

NOTES:




CLEAR PRIVATE RENTAL HOUSING
Point of Contact: Local housing office

Personnel living in private rental housing must clear the rental and move into transiant
accommodations. Ensure that you refer fo your move-in inspection checklist when you

mnduntmdaaﬂnghspenﬁmmyauammtnhmgedfmﬁammmﬁmm
existing,

NOTES:

LEGAL

Point of Contact: Local Judge Advocate office
POWER OF ATTORNEY (POA)

Every act performed by your agent within the authority of the POA is legally binding
upon you. Sinca a POA is such a powerful document, give it only to a trustworthy
persan and only when absolutely necessary. You may hear that you need a “general
power of attomey” so that someone else can take care of all your affairs if you are
absenl. This is probably not true, In fact, it is highly unlikely that you will ever need g

general power of attorney. The legal assistance office can advise you and prepare the
appropriate type of POA you need.

NOTES:
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FORCE PROTECTION

REFERENCE: USAREUR MESSAGE #0206099

1. If you are traveling to or through countries with a Department of State (DOS) travel
waming in effect; you must receive General Officer Senior Tactical Commander
approval to do so.

2. If you are traveling to countries with a high or significant threat, ensure that you
moaiva_ma required country specific threat briefing prior to travel.

3. Ensure your AT/FP level 1 training is current and that an AT/FP training verification
statement is attached to your leave form.

Soldiers and their adult family members will:

a. Review the information available from the U.S. Department of State and Center |
for Disease Control prior to travel,

b. Comply with all state department and additional prohibitions on travel.
USAREUR Couniry clearance web page located at:

HTTPS//WWW.ODCSOPS. HQUSAREUR.ARMY .MIL/DIVISIONS/OPS/COUNTRYCLE
ARANCE

NOTES:
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SOLDIER/FAMILY MEMBER OUT-PROCESSING

Point of Contact: Local Personnel Services Battalion

REFERENCES: AR 600-8-101, Personnal Processing
PROCEDURES:

F o

1. DA Form 137-2-R (Installation Clearance record) is mandatory and will be issued to
each Soldier NLT 10 working days prior to departure date.

2. The Installation Transition Center normally issues orders at least 90 days prior to o
their departure date for Soidiers in an ETS status.

n
3. The Installation Transition Center will issue separation orders in a timely manner for }
Soldiers in a chapter or misconduct status.

4. The Personnel Services Detachment is responsible for issuing reassignment orders 2
at least 90 days prior to DEROS for Soldiers in a PCS status. =

3. Out-Processing Sections and Installation agencies will utilize the USAREUR

Community Automation System (UCAS) database to simplify out-processing procedures
for Soldiers and unit personnal.

6. CPF will schedule an Out-Processing appointment for each Soldier MLT 10 working £
days prior to departure.

7. Immediately upon receipt of orders Soidiers are authorized to schedule clearing =
appointments with individual Installation agencles, (housing, transportation, HHG, etc...)

8. The Soldier is required to physically clear each station listed on the Installation
Clearing Record receiving each stations mark of approval. Unit clearing is the |ast step

and must be signed by the unit commander verifying that the Soldier has completely
cleared post.

9. Upon receiving unit commander signature the Soldier s required to return to the CPF

facility to obtain the final stamp from the CPF Section and turn in completed clearing
record.

10. Soldier is now free to proceed on departure travel,
NOTES:



CIVILIAN RESTRUCTURING GUIDE
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INFORMATION/GUIDANCE (US APPROPRIATED FUND PERSONNEL)
GENERAL INFORMATION:

As the US Army in Europe prepares for the future, rebases and restruciures, reductions-

in-force (RIF) can be expected in many geographic locations. This document provides
information about the RIF process, but more importantly, provides guidance on RIF
avoidance methods that managers should begin to consider once deliberate planning
for restructuring begins. '

REDUCTION IN FORCE:

An activity is required to use RIF procedures when its employees are released from
their positions due to lack of work: shortage of funds; insufficient personnel allocations;
reorganization; exercise of reemployment or restoration, or return rights; or
reclassification of positions due to erosion of duties under certain circumstances. if an
activity is going to initiate a RIF, it must follow specific procedures based upon the
employees’ types of appointments, veterans' preference, total length of civilian and
creditable military service, and performance ratings.

A RIF situation exists when the agency releases a competitive employee from his/her
mmpnﬂﬁwhvﬂ(deﬂnadb&luw}by:

1. Furlough for more than 30 days

- A non-disciplinary action placing an employee in a temporary non-duty and
non-pay status because of lack or work or funds, or for other non-disciplinary
reasons.

2. Separation, or

3. Change to Lower Grade
- Based on a reorganization, or
- Based on reclassification due to erosion of duties:
= When the reclassification will take effect after an agency has
formaily announced a reduction in force in the competitive area,
and
* _When the reduction in force will take effect within 180 days,
- But NOT for changes to lower grade based on the reclassification of the job
due to application of new classification standards or the comrection of
classification error.

Competitive Level. A compatitive level (CL) is a group of positions, NOT PEOPLE, in
a competitive area: In the same grade and classffication series; similar enough in
duties, qualification requirements, pay schedules, and working conditions, so that the
incumbent of one position can successfully perform the duties of any other position in
the level without any loss of productivity beyond that normally expected in the

a7
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orientation of any new but fully qualified employee. Generally, this means that the
employee would need less than 90 days to perform the key tasks of the other position.
Competitive level determinations are based on positions, not the personal qualifications
of the incumbents of the positions. The competitive level is determined at the time the
position is established and reviewed periodically to ensure it is consistent and correct.

After applying the four RIF retention factors (tenure, veterans' preference, length of
service, and performance ratings), the compstitive level forms a retention register that
lists employees in order of their relative retention standing. Retention factors are
dascribed below:

Tenure. Employees are ranked on a retention register in three groups according to
their type of appointment:

- Group | - Camarampiuymmmnntsmﬁng 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 he or she
previously completed a probationary period.)

- Group Il - Career employess who are serving a probationary period, and career-
conditional employees,

- Group lll - Employees serving under term and similar non-status appointments
(temporary).

Veterans' Preference. Each tenure group is divided into three subgroups based each
on employee’s entitlements to veterans' preference:

- Subgroup AD - Veterans with a compensable service-connected disability of 30%
or more,

- Subgroup A - Veterans not included in subgroup AD.

- Subgroup B — Non-vetarans.
Having a background that includes military service does not guarantee that an
employee will be entitled to veterans' preference for RIF purposes. Veterans'
preference is awarded to those individuals who served:
1. During the period December 7, 1941, to July 1, 1955, or
2. For more than 180 consecutive days, any part of which cccurred after January 31,
1955, and before October 15, 1976, or
3. During the period beginning August 2, 1980 and ending January 2, 1992, or
4. Ina campaign or expedition for which a campaign medal has been authorized,
Veterans' preference may also be awarded to:
1. An unmarried spouse of certain deceased veterans,
2. A spouse of a veteran unable to work because of a service-connscted disability, or
3. A mother of a veteran who died in service or who is permanently and totally disabled.

In order to receive veterans' preference, an honorable or general discharge is
necessary. Military retirees at the rank of major, lieutenant commander, or higher are
NOT eligible for veterans' preference unless they are disabled veterans, Guard or
Reserve active duty for training purposes does NOT qualify for veterans’ preference.




Any questions concerning veterans' preference eligibility should be addressed o the
employee's servicing Civilian Personnel Advisory Center {CPAC),

the rank of major or higher {or equivalent), he or she must also meet the general

definition of disabled veteran in Section 2108(2) of Title 3, United States Code, in order
to be a veteran for RIF purposes.)

* 20 years for a Level 1 rating;

" 16 years for a Level 2 rating;

* 12 years for a Level 3 rating.
If an employee received more than three annual ratings during the 4-yaar period, the
three most recent annual ratings are used. If an employee received fewer than three
annual ratings during the 4-year period, the values of the ratings are added tegether
and averaged (i.e., if two ratings were given, their values are added together and
divided by two; if only one rating was received, s value is divided by ona).

Rounds of Competition. The first round of competition under RIF is the competition
that occurs between employees assigned to the same competitive level io determine
who will be released from the competitive level and thus, impacted by RIF. Thisg
competition is driven by the retention standing of each of the "players.” Additional
rounds of competition continue until the effective date of RIF in attempts to improve the
job offers for employees impacted by RIF.

REEMPLOYMENT RIGHTS: Many employees have reemployment rights, often called
“retumn rights,” to the jobs they held prior to their overseas ignment and they may
exercise their rights to return to those positions when restructuring affects their
continued OCONUS service. The Department of the Army's rotation program provides
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hired from DA CONUS activities are granted statutory reemployment rights if they are:
1. DA career or caresr-conditional employees in tha competitive service in the
United States or a non-foreign overseas area; and
2. Offered assignment in a competitive or excepted service position outside the
United States or its territories or possessions by a DOD activity.

Employees with statutory reemployment rights to a lower grade than the current position
can register in the Priority Placement Program {PPP) at the higher grade for 6 months
prior to the return date, or until a job offer is made, whichever comes first.

DOD provides for administrative reemployment rights for a Depariment of Defense
employee who leaves a permanent CONUS DOD position to accept employment with
another DOD agency in the overseas area, Additicnally, DA employees in OCONUS,
serving on Excepted Service appointments discussed below, who accept overseas
assignments, will be granted administrative reemployment rights under certain
conditions

Employees with an initial grant of statutory reemployment rights forfeit these rights when
their tours are extended beyond five years and they do not obtain an extension of
reemployment rights from their former U.S. employers, or when they do not apply to
exercise reemployment rights within the time limits. Return will be through the DOD
PPP, appropriate career program, or through the employee's own efforts.

Administrative reemployment rights expire at the end of five years OCONUS,

DOD PRIORITY PLACEMENT PROGRAM (PPP): The Department of Defense Priority
Flacement Program (PPP) is an automated, worldwide referral and placement
assistance program for eligible DOD employees. The program provides placemeant
opportunities for eligible non-displaced overseas employees in vacancies at DOD
activities in the United States and also provides placement opportunities for employees
adversely affected by base closure, transfer of function (TOF), and RIF worldwide. PPP
is the most effective outplacement program in the federal government. PPP can be
used to place an employee, generally in CONUS, at the end of his/her tour, or can also
be used to place an employee that is being displaced because of RIF.

Registration in the DOD PPP. As noted above, employees with retum rights to a job
at the same grade or a higher grade than their current position will be required to
exercise return rights at the end of the overseas tour unless they obtain another job on
their own. If the retum rights are to a grade lower than the current position, the
emplayee may choose to register in the PPP rather than exercise retumn rights.

may also apply for positions listed through open vacancy announcements
with any agency.




Requirements for Displaced Employees Who Become Eligible for Registration in
the DOD PPP. Displaced overseas employees — Overseas employess who are
scheduled for involuntary separation or demation by base closure, TOF or RIF, may

Their initial area of referral is similar to non-displaced employees, but a distinct
difference is that non-displaced ovarseas employses’ PPP registration is automatically
expanded under component policy, whareas a displaced overseas employee has the
option of maintaining hisfher referral to a specific area, without being subject to
automatic expansion, for the duration of their PPP eligibility period. Generally,
employees remain registered in PPP for the duration of the specific notice period and
for up to 12 months after separation. During this period, placement in an appropriate
position, declination of a valid offer, optional retirement, or employee's personal request

will terminate his/her PPP registration, Employees are only eligible for one valid offer
through the PPP.

Displaced employees who are subject to the overseas rotstion policy, who have not
been extended, and do not have return rights must register in PPP for jobs in CONUS,
These employees may also register for overseas jobs within the current theater if they
can complete a renewal tour within the S-year limitation,

Displaced employses who have retum rights to & job at their current or a higher grade
may not register for jobs in CONUS. They may register for overseas jobs within the
current theater if they can complete a renewal tour within the 5-year limitation, or they
may exercise return rights to CONUS,

Early PPP Registration

If a command-wide decision is made to allow early PPP registration, local Commanders
and heads of activities may approve early registration up to one year prior to the
effective date of RIF, base closure, TOF, or realignment when the effective daie of the
RIF, TOF or base closure has been determined; timing is not in conflict with the ission;
and the priority of the affected employees can be established.




employee has return rights but does not register within the 7 workdays, administrative
action to affect the return rights will commence and registration eligibility will be
forfeited, If the decision net to extend is made before the last 6 months of the
employee’s tour, he/she must register at least 7 workdays before the last & months of
the tour.

The initial registration should be for referral to the minimum number of activities likely to
provide a job opportunity within the zone from which the employee was recruited or last
resided, or within a zone closer to the overseas area but no further than the stateside
location from which recruited. After 90 days without an offer, the registration area must
be expanded to the closest adjacent zone, up to two full zones. After an additional 90
days without an offer, the registration area is expanded to include all of CONUS.
Employees remain registered in the PPP until they are placed, decline a valid offer,
renew their overseas tour, exercise reemployment rights, are directed to return, or
become otherwise ineligible. Employees are only eligible for one valid offer through the
PPP.

Overseas employees who are not affected by base closure, TOF or RIF, are restricted
from PPP registration for 6 months following a permanent promotion unless the
promation resulted from & classification action. The 6-month restriction also applies
when an employee has bean permanently placed into a position with known promotion
potential.

Requirements for Displaced and Non-displaced Employees who become eligible
for registration in the DOD PPP.

Displaced employees who are subject to the 5-year rotation policy and do not have
return rights must register in PPP for jobs in CONUS. These employees may also
register for overseas jobs within the current theater if they can complete a renewal tour
within the 5-year limitation.

Displaced employees who have return rights to a job at their current or a higher grade
may not register in PPP for jobs in CONUS. They may register for overseas jobs within
the current theater if they can complete a renewal tour within the 5-year limitation, or
they may exercise retum rights to CONUS.

Mote: Overseas employees who are not affected by base closure, TOF or RIF, are
restricted from PPP registration for six months following a permanent promotion unless
the promotion resulted from a classification action. The six-month restriction also
applies when an employee has been permanently placed into a position with know
promotion potential.

Early PPP Registration — RIF, Base Closure, TOF or Realignment

Referral Priorities. Registered employees are referred according to a numeric priority
(1 through 3). The priority assigned is based on the severity of the employee's
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proposed personnel action, Pricrity 1 employees must be considered for placement
before priority 2 and 3 registrants:

-!.-i

= Priority 1: RIF separations with no permanent job offer,

= Priority 2: RIF demotion of two or more GS grades or declination of a TOF offer d

i fea or non-displaced overseas returnes within same En
compaonent.

= Priority 3: Non-displaced overseas returnee (refemed to differant

component) or ’e
non-displaced overseas family members or military spouses or employees
demeted through RIF lass than 2 grades.

e

The assigned priarity determines which recruitment actions are “stopped” when a PPP -
match occurs. A Priority 1 registrant stops all actions, L.e., promotions, reassignments,
appointments and transfers, at the location where the match occurs, Priority 1 and 2 .
registrants stop promotions, demotions, reassignments, appointments and transfers, =
Friority 3 registrants stop appointments and transfers by

t do not stop selactions within
the component. 1
Qualifications. Employees may be registered only for positions for which they are well
qualified so that no undue interruption will occur at th

& work site where they are placed.
PPP qualification requirements are more stringent 1han the OPM qualification

standards. As a rule, recency of ax

PPP Offer. Employees will receive only one valid PPP offer. The offer of a continuing
position that equals or exceeds the

working hours of the employse’s curment permanent 5
position is considered valid. It must be at the grade and in the area for which the
employee was registered. The offer must be from a DOD activity. An offer for a F
position that requires “random drug testing” is a valid offer even if the employee's :
current pesition has no such requirement. Overseas employees are allowed 3 calandar
days to acespt or decline an offer; the normal reporting time from overseas to CONUS
is 45 days,

are obligated to other employees with retum rights. Declination of an invalid offer
will not require autoratic remaval from the program.

* Employees must bs willing to accept any one of the grade levels, skills, and
locations for which they are registered.

i
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* Registered employees must keep the CPAC informed of their current address
and telephone number so that they can be contacted conceming job offers.
Employees who fail to do so will be removed from the program.

ineligibility for Registration. Some employees are not eligible to register in the PPP.,
An employee cannot be registered in the PPP if there is knowladge of a conduct or
performance problem, even if there was no formal action taken and the performance
appraisal of record s fully successful or better. When there is knowledge that an
employee has a conduct or performance problem or the performance appraisal of
record is not fully successful, PPP registration must be withheld until performance is
certified as fully successful.

Other employees who may not register in the PPP include those who have applied for
optional retirement at any time, Discontinued Service Retirement prior to receipt of a
specific RIF separation notice, Disability Retirement unless the retirement is
disapproved, re-employed annuitants, Non-Appropriated Fund employees, and
employees on time-limited or overseas limited appointments.

Impact of Physical Incapacitation. Employees ready to register who bacome
temporarily physically incapacitated must inform the CPAC. Their registration will be
deferred until they are able to fully perform the duties of the position for which
registered. If employees already registered in the PPP become temporarily physically
incapacitated, their registration will be deleted until they are able to fully perform the
duties of the position for which they are registered, provided their period of eligibility has
not expired. (Note: an offer received while the employee is physically incapacitated and
prior to the temporary deletion from the program is not considered a valid offer).

Security Clearance Requirements. If the PPP registrant has no security clearance
and the position offered requires a clearance, the registrant has a few options. The
registrant may decide to: 1) decline the position if the security clearance process will
result in an unreasonable delay, or 2) be interviewed by the security staff of the gaining
activity for a preliminary decision on security clearance sligibility. Once a preliminary
decision is made, the registrant may remain registered in the PPP or accept the offer,
regardless of the outcome of the investigation, and be removed from the PPP. If the
registrant elscts to accept the offer and the gaining activity cannot place the employee
within the aclivity pending the clearance process, the employee will remain at his/her
current organization, until a security decision has been made. If 9 months pass without
a final determination on the security clearance, the registrant can re-register in the PPP.

Tour Extensions While Registered in PPP. Army Regulation (AR) 690-300.301,
Chapter 5-3b states that no type of tour extension will be granted after a PPP offer is
accepted. The intent of the regulation is to prevent the employee’s current organization
from extending the employee after he or she has accepted a PPP offer. Accordingly, an
employee's current organization that has previously denied an extension is not
permitted to extend an employee's overseas tour after he or she accepts a job offer
through the PPP. However, the regulation does not prohibit an employee from seeking




other employment with another organization, If an employee is selected by another
organization and if the approving official at the new activity is willing to extend the
overseas tour, the extension can be pracessed.

Severance Pay. Severance Pay is the payment received by an employse for a
specified period of time after being involuntarily separated from a job. Full-time or part-
time employees who are serving on qualifying appointments and are involuntarily
separated from Federal service are entitled to receive severance pay if they meet other
conditions of eligibility. The amount of severance pay an employee receives is
computed on the basis of the employee’s basic pay at the time of separation, the
number of years of creditable Federal service, and the age of the employee if over 40,
To be eligible for severance pay, an employee must be full-or part-time, have a regularly
scheduled tour of duty, be serving under a qualifying appointment, have completed at
least 12 months of continuous service, and be involuntarily separated from the Federal

service. An employee who is eligible for an immediate annuity may not receive
severance pay.

A "qualifying appointment" means a career or career-conditional appointment, a career
SES appointment, an excepted appointment without time limitation {except under
Schedule C or an equivalent appointment for similar purposes). Time limited
appointments, unless they follow qualifying appointments within three ealendar days,
are not "qualifying” for purposes of this definition.

The formula works like this: First, the basic allowanca is computed on the basis of one
week’s basic salary for each full year of creditable service through 10 years plus two
week's basic pay for each full year of creditable service beyond 10 years. No credit is
given for service in the Armed Forces unless it interrupts otherwise creditable civilian
service. If the employee Is over 40 years of age, an age adjustment allowancs is added,
consisting of 2.5% of the basic severance pay allowance for each three full manths s/he
is over 40, or 10% of the basic severance pay allowance for each full year.

Normally, severance pay is paid through a series of payments aligned with the
employee's biweekly pay periods prior to separation. The Department of Defense also
has the authority to grant, upon the employee's request, payment of severance pay in
one lump sum. When an employee takes the lump sum and then returns to work before
the time s/he would have stopped receiving biweekly payments If severance pay had
been paid normally, s/he must repay a portion of the lump sum. The amount to be
repaid equals the amount of severance pay applicable to the period from the start of re-
employment to the end of the severance pay calculation period,

The total amount of severance pay is limited to one year's salary. If an employee
receives severance pay for a time, then returns to Federal employment and is
separated again, the employee is entitled to further severancs pay but not to exceed &
combined period of one year. This is a lifetime limitation.

Entitlement to severance pay ends when the Individual is appointed to the Federal
Government under a qualifying appointment, or the severance pay fund is exhausted, or
the employee has recsived one year of severance pay.
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RIF AVOIDANCE: There are a number of tools available to managers that can be used
in the years and months leading up to a reduction in force, These tools should be used
to their maximum extent in Europe in the curmrent environment; management should
consult with the servicing CPAC for guidance regarding these tools. For instance,
management may decide to freeze hiring and terminate temporary employees. Other
tools are described below.

Overseas Rotation Program

Generally, the DOD policy on overseas employment of civilian employees provides for
an initial 3 year tour in Europe. These tours can be extended for an additional 2 years,
but the total is usually limited to a period of 5 years. To preclude RIF and to ensure
adequate coverage of criical activities during base closure or unit inactivation,
managers and leaders must use the rotation program to its maximum extent in planning
for restructuring actions.

Before making tour extension decisions, management should consult the Army in

Europe Restructuring Regulation, which establishes the policy that extensions will not

be viewed as automatic during restructuring and provides guidance regarding making

sound tour extension decisions during this period of time. Special consideration must
bemantonntunhrwhamartnuraxtensiumaramar:ghtthingtndu |
but also whether they are the wrong thing to do, both for the command and the

employee. Wise extension decisions can prevent the need for RIF. Tours will be
managed so that employees retumn to CONUS through the Priority Placement Program
or to positions to which they possess return rights at the end of the overseas tour
instead of being extended in theater and then subject to RIF.

An additional tool that is available and may be useful during restructuring is tour
curtailment. Tours may be shortened and employees may return to a position in
CONUS to which they have return rights or be placed through the Priority Placement
Program, if circumstances in the organization preclude that employee from completing
the entire current tour. Leaders must be sure to obtain advice from the CPAC in making

these decisions to prevent unintended consequences for the employee with regard to
travel entitlements.

Remember that employees have no right to tour extensions, whether for the first tour
extension to 5 years or beyond. Extensions beyond 5 years are designed to provide
management flexibility to meet defined mission requirements that cannot othenwise be
met. Tour extensions beyond the 5-year limit may somatimes be necessary during
periods of drawdown and restructuring but these decisions must be carefully considered
and only made when it is clear that the services of the employee will be critical to
mission success and be consistent with restructuring goals, and when the position will
clearly be needed for the entire period of the extension.




Voluntary Separation Incentive Pay (VSIP):

VSIPs (also known as “buyouts”) are lump

encourage parmanent employees to

in specific grades, series, or locations to help avoid RIF or minim
separations due to RIF, base closure, transfer of function,

optional mﬂrammt. and resignation),

sum payments of up to $25,000 paid to
resign or retire. Buyouts are targeted at employees
ize involuntary

i.e., early retirement,

Unlike other workforce reduction techniques such
as attrition or RIF, which often result in skill

retraining, agencies can more precisely ta

Multiple windows may be used to better meet arganizatio
may choose to open a window or saveral win

within its overall requirements. When
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General announcement of a single opportunity period
opening and closing, the number of anticipated VISPs, and a
and objective factors being considered (e.g., using

Employees accepting a buyout may separate from se
(early or optional) or resignation. Generally in DOD,

their employees at least 30 days bef

position. The application and use of th
directly to workforce restructuring actio

imbalances and the need for extensive
rget and control separation incentive offers,

n/separation needs, Activities
dows to achieve the total retirements
multiple windows are used, the coverad

should indicate the dates for
Ny approved non-personal
SCD-LV as a tie-breaker, etc.).

e workforce restructuring buyouts must be tisd
ns, where management offers the buyout to

create vacancies that will reshape to mest mission objectives.

Workforee restructuring buyouts may be used o corract
the number of high grade, managerial or supervisory

Employees are eligible for VSIp

U.S.C. 9902(1); (2) eligible for voluntary early retirement. ;

resignation; (3) serving under an appointment without

continuously employed by the
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After accepting a buyout, the following restrictions on reemployment within the Federal
Govemnment apply: Under 5 U.5.C 8302(1)(6)(B), an employee raceiving a separation
incentive on or after March 30, 1894, who accepts employment with the govemment of
the United States (including employment in non-appropriated fund instrumentalities or
with an agency of the United States through a personal services contract) within five
years after the date of separation on which payment of the separation incentive is
based, is required to repay the entire amount of the separation incentive (gross, before
taxes and deductions) to the Department of Defense.

A DOD employee who receives separation pay may not be reempioyed by the
Department of Defense in any capacity for a 12-month period beginning on the sffective
date of the employee's separation. The Secretary of Defense may approve exceptions
on a case-by-case basis. (Waivers may also result from Presidential determination of
the existence of a national emergency). A DOD employee approved for payment of a
separation incentive is prohibited from registering in the PFF.

Voluntary Early Retirement Authority (VERA).

If an agency undergoes a major reorganization, reduction in force, or transfer of
function, and a significant percentage of the employees will be separated, or will be
reduced in pay, the use of Voluntary Early Retirement Authority can lessen the impact
of involuntary separations and demotions.

To be eligible for voluntary early retirement, an employee must have 20 years of service
at age 50 or 25 years of service at any age. For employees coverad by the Civil Service
Retirement Systemn (CSRS), there is a 2 percent reduction in their annuity for each year
they are under age 55 at the time of retirement. This annuity reduction is permanent and
will not increase when the CSRS annuitant reaches age 55. FERS employees are not
subject to this 2 percent reduction in annuity. NOTE: VERA must be specifically
authorized for use. Employees who meet the above criteria are not sligible to retire
under a VERA unless it has been authorized.

All VERA actions must adhere to the following guidance and procedures:

= Activities may choose to open a window or several windows to achieve the total
retirerments within its overall requirements. When multiple windows are used, the
covered employees must be informed by an announcemsant made prior to receipt
of applications, of any limitations (e.g., series, grade, organization, ete.) and the
separate opportunity windows (e.g.. beginning and ending dates of VERA,
windows). General announcement of a single opportunity period should indicate
the dates for opening and closing, the number of anticipated VERAs, and any
approved non-personal and objective factors being considered (e.g., using SCD-
LV or application date as a tie-breaker, slc.).

= The reasons for approving a VERA include substantial delayering, reorganization

RIF, transfer of function, or other workforce restructuring. |



» VERA may be used to reduce the number of personnel or to restructure the
workforce to meet mission objectives without reducing the overall number of
parsonnel.

* VERA may be used by occupational series or grade; skills, knowledge, or other
factors related to a position; as well as organizational, geographical and non-
personal and objective factors, or any combination of these factors. If non-
personal factors other than service computation date for leave (LV-SCD) will be
used to determine early retirement eligibility: these factors must be included in
the announcement to employees.

* Only employees continuously employed within DOD for more than 30 days
before the date on which the determination to conduct a workforce reduction or
restructuring action has been approved are eligible to receive a VERA.

= Employees serving under time-limited appointments, as wall as employees in
receipt of a decision of involuntary separation for misconduct or unsatisfactory
performance, will pot be offered VERA.

= Employees accepting early retirement must be off the rolls by the identifiad
VERA expiration date or the RIF effective date. VERA recipients may not be
retained in a duty status after the effective date of the respective RIF for any
reasan,

* Receipt of an early retirerment is not an employment entitiement regardless of the
availability of adequate authority allotments. To avoid any appearance of misuse

or misunderstanding of purpose, it is essential that instaliations anticipating RIF

action or closure offer buyout at least 30 days before RIF notices are issued.

MANAGEMENT TOOLS FOR WORKFORCE STABILITY:

During any type of restructuring, supervisors need to keep employees informed; ensure
position descriptions are accurate and annual performance ratings are accurate,
current, and submitted on time; and support all actions taken as a part of the reduction
in force, Employees need to inform their supervisors if position descriptions are not
accurate. They also need to provide up-to-date information on their veteran's
preference, experience, and education. |If the restructuring is going to result in
separations, employees must consider mobility for placement at other defense andfor
Federal activities. We also know that as announcerents are made regarding
restructuring, it may be more difficult to attract applicants to the overseas theater. Tools
below are designed to assist managers In attracting and retalning candidates for
enduring work or until closure or restructuring is completa.

Follow-on assignments as incentives to retain mission critical employees

In rare cases, mission critical employees may be needed to remain with the
organization fo ensure closure or unit inactivation is successful. Details in the Army in
Europe Restructuring Regulation provide guidance regarding the definition of mission
critical employees and the procedures to be followed to identify positions. Typically,
these employees are in senior leadership positions or in positions carrying out critical
closure tasks and functions, such as ensuring environmental evaluations are complete,
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ensuring final preparation of facilities for return to the host natien, maintaining good

relations with the surrounding community through the departure of the organization, and
the like.

All available incentives should be offered to mission critical employees to ensure their
retention until their services are no longer needad. Retention allowances (see
information above) may assist management in retaining these employees, In some
instances, however, an additional incentive may be needed or be more practical in the
retention of mission critical employees and, in these instances, management may offer
a guaranteed follow-on assignment in a position at the same grade in the theater and an
associated two year extension beyond the date when the services of the emplayee are
no longer required at the respective activity closing or the affected unit inactivating.
Again, details for arranging and documenting this follow on assignment are in the Army
in Europe Restructuring Regulation.

Competitive conversion of Overseas Limited (OSL) appointees

Many of our long term, loyal employees in Europe were hired on an OSL appointing
authority prior to 1992. These employees have no rights to placement during RIF,
reemployment rights to stateside positions, eligibility to apply fnrartr;ar positions, or

Use of TDY/TCS to Ensure Mission Accomplishment

Workloads may become imbalanced during a restructuring. Some employees may take
on new assignments. Others who may be employed on low priority requirements or not
fully utilized in their current assignments, may be assigned additional work through a
variety of methods. The methods include utilization of technology allowing an employee
to perform work from other locations, details, temporary duty (TDY), temporary change
of station (TCS), or even permanent change of station (PCS).

Managers may solicit volunteers to accomplish additional work assignments or, in
certain cases, the work may be assigned to a particular individual, if the assignment
does not provide an advantage unavailable to other employees in a similar situation.
Managers make assignments of duties to employees. Decisions on utilization of civilian
employees must be based on factors such as location, cost, skill requirements,
availability of skills, duration of assignment, and merit principles.

There are generally two courses of action available to facilitate the assignment of
additional duties. These are to seek volunteers or assign the duties to a specific
individual with the knowledge and skill to perform them. If the duties to be performed
are at a higher grade or provide additional qualifications that may increase promotion
potential, the assignment may require competition. If the requiremant is critical, then




the duties may be assigned to a particular qualified individual while other volunteers are
being identified, and then the responsibilities may be rotated amang the interested and
qualified volunteers,

If additional duties performed are in another organization or a different location at the
same or lower grade, then the employee may be detailed to the assignment. The
involved managers must decide on the amount of time the employee is required to
devote to each assignment, The manager with the preponderant work assignments
(51% or more) will be the supervisor and rater of record. For the secondary duties, the
responsible manager must describe the duties, prepare standards, and provide input to
the rating supervisor on performance. To make the work mare efficient, the employes
may be tasked utilizing available computer and telephone systems from the remote
location. If the position requires some face-to-face contact, the employee may
occasionally be sent TDY to the remote location for any direct interface requirements. If
the duties are higher graded and occupy more than 25% of the time, then an employee
may be temporarily promoted or detailed noncompetitively to the duties for up to 120
days. After 120 days, a competitive temporary promation may be initiated, and

periodically extended for up to five years. A competitive detail s also an option beyond
120 days.

If the additional duties require the employee to be present at another location but will
ultimately require the employes to retumn to the current position, then TDY or TCS may
be appropriate. If the requirement will last 6 months or less, then TDY is the
appropriate vehicle. TDY may be extended for up to 1 year, if the requirements changs.
If the requirement will last from & to 30 months, then TCS may be appropriate. If the

employae will not be required to return to the current position or location, PCS iz
appropriate.

Use of Recruitment and Retention Bonuses
Recruitment, Relocation, and Retention Incentives

The Department of Defense (DOD) and the Department of Army (DA} recently issued
implementing instructions that re-established the use of recruitment, relocation, and
retention incentives. While the Office of Personnel Management (OPM) created the

new interim rules for these incentives, DOD and DA restricted the ability of commands
to use the OPM expanded flexibilities =t this time.

Until further notice, the U.S. Army Europe (USAREUR) command will re-delegate the
limited provisions of the three incentives o the lowest practical supervisory levels.
Currently, authorizing officials can only approve recruitment, relocation, and retention
incentives up to 25 percent of an employee's basic pay. Thesa incentives must be
approved by an authorizing official who is at least one level higher than the employee’s

(or group of employees, if applicable) supervisor unless there is no official at a higher
level in the DOD component.
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memorandum delegating the authorization
of the recruitment, relocation, and retention incentives. It is posted to the G1 Civilian
Personnel Directorate web page HTFPEMWW.PER,HQUSAREUR.ARMY.MIUGFDI

The incentives ware re-issued on 30 October 2004 as a result of Section 101 of the
Federal Workforce Flexibility Act of 2004 {Public Law 108-411) amending sections 5753
and 5754 of title 5, United States Code (USC) to provide the new authorities for
recruitment, relocation, and retention incentives. On 13 May 2005, the Office of
Personnel Management (OPM) published interim guidance to implement 5 USC 5753




INFORMATION/GUIDANCE (U.S. NONAPPROPRIATED FUND PERSONNEL)

The process used in the U.S. Nonappropriated Fund (NAF) system to accompiish
workforce reduction and restructuring is referred to as Business Based Actions (BBA).
(Local national NAF emplayees fall under the local national system.) BBAs are non-
disciplinary, management-initiated actions taken to adjust personnel resources with
minimum disruption to Operations. BBAs include reduction in pay rates for NF pay band
employees, change in employment category and work hours, and furlough of regular

employees are affected by a BBA when not all employees in like jobs in the activity are
affected. The notice period for Regular employees is normally a minimum of 30
calendar days. With few axceptions, Flexible employees are not subject to the BBA
process and may be released on 7 days notice. However, whenever possible, Flexible
employees should be afforded the same notice period as Reguiar employees. Tools
that can be used prior to and during a restructuring are describad below,

PLACEMENT OPPORTUNITIES:

NAF does not have a formal out-placement system such as the DOD Priority Placement
Program for displaced employess. NAF employees who have been involuntarily
separated by BBA haye reemployment rights to positions in the commuting area which
are in the same line of work atﬂwsmurlmemphmntmtagmy and pay level,
In addition, they have priority consideration for any NAF position at level NF-3 and

Reguiar employees who are involuntarily separated are entitied to a severance pay if
they have completed at least 12 manths of continuous service and are not eligible for an
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VOLUNTARY SEPARATION INCENTIVE PAY (VSIP):
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ce pay formula, but may not exceed
$25,000. Employees who accept VSIP may not work for the Government in an APF or
3 :_JMFposrﬂnn.orfara contractor paid by Government APF or NAF funds, for a period of
years.
* RETIREMENT:

{HTFP#M.#RMVMWR.DRGMDMHSHUW_FILE.AEF‘?FILEIME}

Discontinued service retirement (OSR) or voluntary early retirement
as explained balow,

g

Cthers may not be vested in
the retirement system and will be given an uppurhnftgrtnuﬁmdmwﬂheirdapm&e or
leave them with the retirement Mndfftharphnturﬂhlmtuamphymm

s

Discontinued Service Retirement or Voluntary Early Retirement.

"

DSR may be approved for employees facing involuntary separation through a BBA.

VERA is intended to reduce involuntary separations by
are not facing involuntary separation to refire eg

early retirement,

To be eligible for VERA or DSR, employees must have participated in the retirement
< system for at least one year within the two year period |

COMMANDER



which would otherwise have been payable at age sixty-two or later,
Early Retirement. |

If VERA cannot be used, employeas who have participated in the retirement plan for 5
years and are age 52, or who have participated in the plan for 20 ¥ears and are age 50,
are eligible for a reduced retirement benafit payablas immadiatery. These employees

before age 62, Employees who are age 55 with 30 years of credited service, or age 60
with 20 years credited service, may retire at any time with an unreduced benefit,

Nermal Retirement.

Employees who have participated in the retirement plan for 5 years or mare and are ags
62 or older at the time of retirement will receive an unreduced benafit upon retirement.

Ineligible for retirement or not vested in the retirement program.

Employees are vested in the retirement plan on completion of 5 years of participation.
When separated before they are vasted or before eligible for retirament, they have three
options,

= Take a refund of contributions,
* Ifnot vested, leave their contributions on deposit for up to 5 years. If they do
not rejoin the retirement plan within 5 years, the deposits will be refundad,

s If vested, leave the funds on deposit and claim a retiremant benefit as early as
age 52,

OTHER TOOLS: Managers should consider other ways to maintain the workforce

during restructuring. For instance, full use of the Incentive Awards program will assist in
maintaining good moarale. Alternative Work Schedules may be used to provide flexibility
for employees during times of change. For additional information and guidance, see the
Army in Europe Health of the Civilian Workforce Handbook,
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INFORMATION/GUIDANCE (LOCAL NATIONAL PERSONNEL)
GENERAL INFORMATION

If it becomes known that a drawdown will affect local national (LN) employees, itis
imparative that the works councils at all levels are formally involved. Until works council
cealings are completed, information cannot be provided to the workforce by any means,
including informing them about an anticipated drawdown or the impact this may have on
their personal or professional situation andfor their status in the organization. The
Civilian Personne! Direclorate, at HQ USAREUR, is the speaking pariner with the Head
Works Council, and will ensure appropriate notification for any restructuring decisions
made at the DOD, DA, or highest levels within Europe. Prior to making any
restruciuring dacisions at lower levels, management should contact the servicing CPAC
for assistance and guidance on how to proceed.

The release of uncoordinated information concerning organizational changes affacting
the LN workforce to local host-nation officials, employee groups, and media created
negative press reports and grave concerns among host-nation officials and LN
empioyeas in the past. To avoid this, management officials of organizations serviced by
CHRA must abide by the policy guidance on releasing information concerning
organizational changes that adversely impact on the LN workforce published in
Appendix D, USAREUR Ragulation 550-140, Host Nation Matification Procedures.

REDUCTION IN FORCE:

After appropriste measures with the works councils have been completed regarding the
restructuring decision, all recruitment actions for LN positions will be reviewed by the
CHRA-E "REDUCTION IN FORCE Team (RIF Team)" to determine how a vacant
position may be filled. If a qualified surplus employee is available, the position must be
blocksd. If a surplus employee is not available, the position will be released for
competitiva fil. This review will be done for all organizations employing LNs in
Germany.

The RIF Team is located at the Civilian Personnel Operations Center (CPOC) in
Seckenhaim and is composed of specialists who are experts in RIF rules. They are fully
awars of the neads of an organization to fill vacancles guickly. However, if 2 surplus
smployes is available, the position must be blocked until the surplus employee can be
placed. Despits the existence of mandatory lzngthy advance notics periods, the RIF
team malkas efforts to expedite the process in order to place employeas within 6 weeks.

It iz important that managers, supervisors and employees work with the staff of the local
CPAC and the RIF Team during restructuring. They will lead managers and employees
through the process and will avoid issuance of improper personnel actions.

Social Selection. In a reduction in force, management must make an appropriate
“social selection” of the employess to be terminated. A termination of an affected




accordance with the provisions of a shop agreement concluded between HQ
USAREUR/TA and the USAREUR Head Works Council.

Placement of Surplus Employees. The RIF Team also makes the final determination
on gualifications, social retention standing, and suitability for existing vacancies of
employees who have become surplus due to RIF. For each vacancy, it determines the
availability of surplus employees who are qualified or could become qualified within a
reasonable period of time, conducts the required clearing processes, determines tha
surplus candidate to be placed, prepares the final written offer of continued

handicapped employees as well as employees with equivalent status, The explicit

approval of the German Integration Office fs required before a severely handicapped
employea can be terminated.

The works council may legitimately raise objections to the notice if, in the council's
opinion, (1) social aspects were not sufficiently taken inte account in the selection of the
employee subject to the notice of termination of employment; (2) the nofice of
termination of employment violates a directive regulating social selections in aRIF; (3)
the individual can be employed in another position within the same agency or in another
agency of the same Sending State within the same duty station, including its commuting
area; (4) the continued employment of the employee is possible after reasonable
actions of vocational retraining or further training; or (5) the continued employment of
the employee is possible under changed employment conditions and the employee has
agreed to this. Should the Warks Council present objections, thess must be resohved at

-
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2ach level of works council representation prior to issuing any RIF notices to affected
amployess,

if valid objections by the works council under (1) to (5), above are ignored, and the
employee challenges the termination, the labor court will declare terminations invalid
and reinstate the employee. The same Is true if management fails to involve the works
council or if errors are committed in connection with the involvement of the works
council. Errors In connection with the involvement of the SHE representative may delay
the effective date of all notices of termination resulting from an organizational change.
Notices issued to severely handicapped or equivalent employess without approval of
the Integration Office, if challenged, are legally invalid and must be rescinded.

As a matter of principle, extremely stringent German laws and prevailing case law on
employee protection from loss of employment do not permit a single management error
during any of the phases of a reduction in force due to compelling organizational
requirements. This is particularly true for the cooperation process and the invalvement
of the works council during all phases of the reduction in force. Accordingly,
management, the CPAC, and the CPOC RIF Team must ensure that all questions are
edequately answered and actions fully documented.

Priority Placement Program

The LN PPP functions similarly to its U.S. counterpart providing employees the
oppartunity to register for jobs in the commuting area and outside the commuting area,
When an organization is affected by RIF, LN employees who receive notices of
saparation are automatically registered in PPP. Throughout the notice period,
employees are offered “like” positions and positions the employee could qualify for
within six months of placement. Employees are also considered for lower graded
positions. When offerad or placed in a lower graded position, employees receive salary
ratantion benefits in accordance with the Tariff entitlements. Employees can also
indicate their availability for jobs outside the commuting area. The CPOC RIF team
recaives LN vacancies throughout Germany frem all U.S. Forces agencies, e.g., USAF
and AAFES, and based on the employee's availability, works equal job offers outside
ihe commuting area. Managers and employees should consult with their CPAC
advisors to answer spscific questions related to their actions.




RIF PREPARATION:
Mission Critical Employees

The current USAREUR policy provides senior managers, Calonels {O-6} and above, the
authority to exempt certain employees from a RIF. Ina downsizing or closure process,
the loss of employess with certain critical skills could negatively impact the ability of the
organization to accomplish its mission. For example, an employee's participation in a
long term project where the employee's termination would cause an unaccaptable delay
in the project's completion or create unacceptable cost overruns; or, a highly specialized
process that can enly be successfully concluded by the continued involvement of
employees possessing critical skills unigue to the process or project. Other similar
circumstances would also be appropriate to consider exempling employees from the
RIF process. Further, German law allows exemption of employees from the RIF
process to maintain demographic balance in the organization. Guidance for all types of
exemption of individual employees from RIF is contained in Army in Europe Regulation
690-84. Once closure or downsizing announcements are known, CPACs should wark
closely with management to determine if certain employees should be considered for
exemption under these criteria. Retention of employees with critical skills could also

Position Designation

Restructuring often results in "end-state” organizations which are smaller, either as a
result of a diminished mission requirement or the consalidation of organizations, Either
scenaric typically results in fewer resources and may require RIF processes to effect
necessary reductions. In the overseas theater, civilian resources are a mix of U.8, and
LN employses. Workforce management (or shaping) can be especially effective in
mitigating the adverse impact to the organization. Managers will be required to evaluate
the necessary skills requirements in the restructured organization, to designate
authorizations as "U.S. or LN®, and to detsrmine whether io fill positions once

authorized as "US or LN" using the guidance in the Army in Europe Restructuring
Regulation.

Temporary Employees
Temporary employment is the preferred method of hiring an LN prior to or during
restructuring, drawdown andlor total or partial closures. Tempaorary employment

contracts for LNs are permissible, if they can be based on so called *material" reasons
or within certain limitations without “material® reasons. For instance:
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A temporary employment confract without a material reason is only authorized for
a period of up to 2 years. Up to this total period, the contract may be extended
for & maximum period of three times.

A temporary employment contract without a material reason may not be
concluded with a person who previously had been employed on a temporary or
permanent basis with the US Forces, except as provided beiow.

No restrictions on time periods or number of extensions apply if a person has
completed the 52™ year of age at the time the temporary employment starts, The
age limit of 52 is increased to 58 effective 1 January 2007. However, if there s
a close material connection to the previous permanent employment with the
sama employer, it is not permissible to enter into a temporary employment
contract without material reasons. If the period between the two contracts is less
than & months, such a material connection exists.

For & temporary employment contract with a material reason there is nio
prescribed minimum or maximum period. Material reasons may be defined as the
completion of a special project or having to meet specific mission requirements,
such as installation closures. However, the end of such employment must be
specified by a date or the occurrence of an event. The required information must
be precisely stated. For example:

- “US troops will be withdrawn by 31 December 2006" (without the date,
the reason is invalid), or “restructuring of the agency will become effective 30
September 2006", or “from 15 July 2005 until the return of Mr. Luck from parental
leave”, or “from 1 August until the completion of the vehicle maintenance ]
overhaul profect XYZ",

't is imperative that material reasons are clearly and precisely entered on the

employment contract. An incomplete or vague reason such as “the organization
will undergo a reduction of personnel in the future” is not precise enough to be
accepted as a valid material reason for the purpose of concluding temporary
appointments. When an employment contract is concluded with incomplete
reasons, it can not be cancelled or corrected: rather the appointment will
automatically become permanent.

The termination date of a temporary employment contract is the agreed upon
sxpiration date, the occurrence of the specific event, or the specific achievement
of the purpose. A two week advance naotice must be given after the employee
has besn informed in writing about the occurrence of the event or the
achievement of the stated objective.




Productive Utilization of LN Employees to Meet Mission Requirements
Management Options

As transformation impacts our communities, LN employees warking in organizations
experiencing downsizing or closure may, in some cases, be best utilized at an alternate
location, either in or outside the commuting area. This may oceur before or during an
advance notice of termination, or change of employment condition. The information
below provides guidance on management aptions. When considering these options, ‘:
assignments away from the current duty location could involve additional costs B
associated with employee travel and, considering the distance, could also involve
lodging costs.

Management Options: (note: the term agency is used in the context of Works Council

representation. If the action involves an organization represented by a different Works
Councll, it's a different “agency”.)

1. Transfer (Versetzung). An indefinite assignment of an employee to another
erganization represented by a separate Warks Council, either at the same or different
duty location. The employee performs similar or like duties. Transfers require the
consent of the employee. Transfers also require co-determination with the works

council of the losing organization, and cooperation with the works couneil at the gaining
organization.

2. Reassignment (Umsetzung).

a. To new duty station 30 kilometers ar less from the municipality of the current
duty station: The indefinite assignment of an employee within the same agency. The
employes performs the same or similar duties. This action may be unilaterally directed
by management. It does not require the written consent of
not subject to works council coordination of any kind unless the employes is i
protected category e.g., works council member.

-] i =, ra -
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b. The new duty station is more than 30 kilometers from the current duty station:
The indefinite assignment of an employee within the same agency. The employes
performs the same or similar duties. This action requires the consent of the employee
and is subject to codetermination with the works council of the losing organization.

3. Temporary Details (Aberdnung). The temporary assignment of an

within the same or differant agency. The duty location can also be different. The
employes performs the same or similar duties.

a. Temporary details of less than 3 months duration may be unilaterally
directed by management. They do not require the written consent of the affected
employee, and are not subject to works council participation. The exception is a detail
of an employee who has special protection, e.g., works council member,
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b. Temporary details of more than 3 months duration are subject to
codstermination with the appropriate works council and require the written consent of
the affected employes.

Other Considerations: Temporary assignments should typically be to non-continuing
positions that will no longer be required once the reorganization process (or closure) is
completed. Temporary assignments to continuing positions can create employee
concems, especially if the employee has received a separation notice, i.e., questioning
why the continuing position was not offered in the RIF process vice the separation
notice.

Itis also important to ensure temporary assignments are o like or similar duties to avoid
employee dissatisfaction with compensation or claims to higher graded duties.

RIF AVOIDANCE:

Enhanced Annulment Contracts: Historically, USAREUR has provided an enhanced
annuiment contract program as part of a comprehensive package of downsizing tools.
As restructuring plans become clarified, USAREUR CPD will evaluate and davelop
enhanced annulment contract options to meet any downsizing initiatives. Periodically,
and as the requirements change, USAREUR CPD will establich special programs and
provide guidance to CHRA and serviced organizations as appropriate.

Annuiment contracts (ACs) and Liguidation contracts {LCs) concluded between an
employee and the commander/chief of the employing organization terminate the
employment by mutual consent under the conditions established in the contract. The
use of ACs and LCs is effective to accomplish a drawdown while avoiding potential
costs associaled with employses’ contesting their termination of employment in labor
courts. ACs and LCs may be requested by emplayees or offered to employees by
employing organizations.

Without exception all AC's and LCs require prior approval by HQ USAREUR/TA, ATTN:
AEAGA-CL, Unit 29351, APO AE 09014-9351. AC's may be concluded at any time |
while LCs are concluded within a period of 3 weeks (the period employees may contast

their termination of employment in labor court) after issuance of a termination notice.

ACs and LCs are negotiated on an individual basis between the employee and the ]
commander/chief of the employing organization. When an AC is requested, the CPAC




SUPPORT FOR AFFECTED EMPLOYEES:

Tariff Agreement on Social Security (TASS), The TASS of 31 August 1971 provides

for support payments to aligible employees. Costs of the support payments are bome

by the German Federal Ministry of Finance. TASS applies to employees who are

separated for “military reasons”. The associated organizational actions resuit in

personnel reductions related to reduction of troop strength or unit deactivation. :

At the time of separation, employees must:

1. Have been employed full time for at least one year. Employees with a reguiar work
schedule of at least 18 hours a week are considered to be full time

2. Have completed a minimum of 10 years of creditable service and are 40 years of
age

3. Have their parmanent residence within the geographical scope of the CTA Il for at
least 5 years

4. Not be eligible for retirement or early retirement pension and

5. Not have rejectad a reasonable job offer.,

The TASS provides support payments made by the Federal Ministry of Financa in
addition to earnings from other employment outside the Sending States Forces,
payments from the German labor administration, i.e., unemployment compensation,
unemployment compensation 11, or payments from statutory health insurance or
statutory accident insurance. Support payments cover the difference between the
former income and minmma{1ﬂﬂ%inhaﬁrs:yaaraﬂermpmaﬂm1mmma -
second year on). When support payments are made in addition to payments of the

German labor administration or statutory health or accident insurance, they will be i
increased by the amount needed to cover wage tax. Employees who on the day of ]
separation have complated 20 years of employment and are 55 vears of age or 25
years of employment and are 50 years of age will receive support paymeants without
time limit. The duration of support payments for other employees ranges between 2 and
5 years depending on length of service and aga. =

Enhanced Severance Payments. USAREUR provides severance entitlements ot
abowve the Tariff. Enhanced severance payments are computed as follows:

1. Non-TASS eligible employees:

a. One month's pay per creditable year of service for the first ten years, plus -
b. One half month's pay per creditable year of service starting with the eleventh year, .
up to @ maximum of 5 months' pay, plus =

¢. 30 percent of salary savings if individual notice period is waived, i.e., employee
voluntarily separates at beginning or prior to end of notice period
d. Maximum severance pay entitiement is 18 % months compensation
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2. TASS Eligible employees:

a. 2 months’ pay IAW the Protection Agreement, plus

b. An additional 8 months’ pay, plus

c. 50 percent of salary savings if individual notice period is waived

d. Maximum severance pay entitiement is 13 % months compensation

Testimonials

The legal obligation for the U.S. Forces to furnish a written testimonial is outlined in the
German Civil Code. A testimonial has to be issued upon a specific request from the
departing employee, The reason for the departure is immaterial (e.g., termination,
resignation, etc.). The testimonial should be in possession of the employee on the last
day of the employment. If the testimaonial is issued at a later time, it must be backdated
to the day of departure. The U.S. Forces are liable for any damage caused to the
employee's continued professional career by late, missing or false testimonials.
Employees may claim their entitlement to an appropriate testimonial at German labor
court.

Testimonials must be prepared in the German language and must be personally signed
by a management official who occupies a responsible position in the organization (e.g.,
staff office principal, agency chisf, director, etc.). Employees may ask for a plain, a
qualified, or an interim testimonial, The CPAC should be consulted for assistance in

Labor court jurisdiction extends to disputes arising from employment contracts, tariff
provisions, job classification, admonishments, termination actions, labor relations, or
other adverse personneal actions, Managers and supsrvisors must exercise care when
propesing or taking actions affecting LN employees in consideration of possible
implications in defending the action in labor court,

Germany has a three level labor court system. Local courts are established in most

. Cities and serve as the initial authority that decides on labar litigations. Their decisions

may be appealed to the Land (State) Labor Courts. One is established in each state in
Germany. The highest labor court authority is the Federal or Supreme Labor Court,
The decisions rendered at this level are final and binding for all parties.

including the supporting evidence to the representatives handling the court case. The
U.S. Army must produce sufficient evidence to show the validity of the action taken. If
deemed appropriate, assistance from the staff judge advocate office will be requested,




be a compromise settlement pro
the need for a court decision. In

indemnity payment.

If the labor court decision is not appealed,
court ruling becomes final and binding.

still discontinue the employee's work confract, H
employes's age and years of service, the sattla

There is no works council coordination in labor court
involved if they have initiated labor court proceeding

If warranted by the circumstances and, depending on the merits

posed in court between the op
a termination case, for examp

or the appeal is legally not permissible, the

of the case, there may

posing parties to obviate
le, the settlement would

owever, in consideration of the
ment provisions may include an

cases. Works councils are only
8 concerning a labor relations issue.
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GERMAN TRANSLATION RESTURCTURING GUIDE
Informationen/Leitfaden (Ortsanséssige Arbeitnehmer)
Allgemeine Informationen

Wenn bekannt wird, dass ortsansdssige Arbeitnehmer van ginem Truppe

betroffen sein werden, ist es zwingend erforderlich, dass dia Betrisbsvertretungen auf
allen Ebenen formell beteiligt werden. Solange die Bateiligungsverfahren mit den
Betriebsvertretungen nicht abgeschlossen sind, diirfen die Informationen auf keinen Fall
an die Belegschaft weitergegeben werden. Dies gilt auch fir informationen iiber einen
bavorstehenden Truppenabzug oder fir die Auswirkungen, die dies auf ihre persénliche
oder berufliche Situation und/oder ihra Stellung innerhalb der Organisation haben kann.
Das Civilian Personnel Directorate (Zivilpersonaldirektion) beim HQ USAREUR ist der

Benachrichtigung Gber alle Umstrukturierungsentscheidungen, die beim US-
Verteidigungsministerium, beim US-Heeresministerium oder auf den hichsten Ebenen

Die Veersffentlichung unkoordinierter Informationen tiber organisatorische Anderungen
mit Auswirkungen fir ortsansassige Arbeitnehmer an ériliche offizielle Vertreter des
Gastlandes, an Arbeitnehmergruppen und die Medien hat in der Vergangenheit
negative Presseartikel und emste Bedenken bei offiziellen Vertratern des Gastlandes
und ortsanséssigen Arbeitnehmem zur Folge gehabt. Um dies zu vermeiden, haben
Vertreter der Dienststellenleitung von Organisationen, die von CHRA betreut werden,
die Grundsétze Uber die Vertiffentlichung von Informationen tber organisatorische
Anderungen mit nachteiligen Auswirkungen auf die ortsansassige Belegschaft, die in
Anhang D, USAREUR-Vorschrift 550-140, Host Nation Notification Procedures,
verdffentlicht sind, einzuhalten.

Personalabbau:

Nachdem die entsprechenden Beteiligungsverfahren mit den EBefriebsvertretungen im
Zusammenhang mit der Umstrukturierungsentscheidung abgeschlossen worden sind,
werden alle Einstellungsmalnahmen fiir Stellen fir orisansassige Arbeitnehmer vom
RIF-Team von CHRA-E {iberpriift, um zu entscheiden, wie die Freistelle besetzt werden
kann. Wenn ein qualifizierter (iberzahliger Arbeitnehmer zur Verflgung steht, muss die
Stelle blockiert werden. Wenn kein Uberzahliger Arbeitnehmer zur Verfiigung steht, wird
die Stelle zur Ausschreibung freigegeben. Diese Uberpriifung wird fir alle
Organisationen, die in Deutschland ortsanséssige Arbeitnehmer beschiftigen,
durchgefilhrt.




Das RIF-Team gehért zum Civilian Personnel Operations Center (CPOC) in
Seckenheim und besteht aus Fachkréften, die Experten auf dem Gebiet Personalabbay
sind. Sie wissen, dass fiir die Organisationen eine schnelle Besetzung der Freistalien
wichtig ist. Wenn jedoch ein Uberzahliger Arbeitnehmer zur Verfligung steht, muss die
Stelle blockiert werden, bis der Uberz&hlige Arbeitnehmer untergebracht werden kann.
Trotz langer Kiindigungsfristen bemiiht sich das RIF-Team, den Vorgang zu
beschleunigen, um Arbeitnehmer innerhalb von 6 Wochen unterzubringen.

Es ist wichtig, dass Manager, Vorgesetzts und Arbeitnehmer mit den Mitarbeitern des

- Ortlichen CPAC und des RIF-Teams wahrend der Umstrukturierung zusammenarbeiten.
Sie werden Managem und Arbsitnehmem zur Seite stehen und verhindern, dass
unzulassige Personalmafinahmen ausgegeben werden,

Sozialauswahl. Bel einem Personalabbau hat die Dienststellenleitung eine
Sozialauswahl unter den Arbeitnehmern, die von einer Kiindigung betroffen sind,
durchzufiihren. Die Kiindigung eines betroffenen Arbeitnehmers ist nur dann
rechiswirksam, wenn das Beschéftigungsverhaltnis nicht auf einer anderen Position
derselben Organisation oder bei einer anderen Organisation am selben
Beschaftigungsort, sinschlielich des entsprechenden Einzugsbereichs, fortgesetzt
werden kann. Die Weiterbeschéftigung des Arbeitnehmers muss auerdem trotz
zumutbarer Umschulungs- oder WeiterbildungsmaRnahmen oder verdnderter
Beschaftigungsbedingungen unméglich sein. Die _Sozialauswahi® erfordert, dass neben
dem Alter und der Dauer der Betriebszugehdrigkeit .auch Faktoren wie
Unterhaltspflichten, Schwerbehinderung.., usw. bei Entscheidungen {ber dis Auswahl
der zu kindigenden Arbeitnehmer . berlicksichtigt werden. Dis Verantwortung fiir die
Anwendung und Durchfilhrung von PersonalabbaumaRnahmen fiir ortsanséssige
Arbeitnehmer liegt beim LN RIF-Team. Das LN RIF-Team gewshrieistet, dass die
einzelnen Klndigungsschutzfaktoren der Arbsitnehmer ordnungsgeman angegeben,
erfasst und beriicksichtigt werden, es legt ordnungsgemafie Ranglisten aller vom
Personalabbau betroffenen Arbeitnehmer fest und verwaltat das fiir orisanséssige
Arbeitnehmer geltende Programm zur vorrangigen Stellenzuweisung (LN Priarity
Placement Program). Die Ranglisten werden gemaf den Bestimmungen einer zwischen
HQ USAREUR/TA und der USAREUR-Hauptbetrisbsvertretung geschiossenen
Dienstvereinbarung aufgestelit,

Unterbringung (iberzihliger Arbeitnehmer. Das RIF-Team trifft auch die endgliltige
Entscheidung iiber Qualifikationen, Kiindigungsschutz und Eignung von Arbeitnehmern,
die im Zuge eines Personalabbaus tiberzahlig geworden sind, fir vorhandene
Freistellen. Das RIF-Team bestimmt filr jede Freistelle die verfugbaren Uberzéhligen
Arbeitnehmer, die dber die erforderlichen Qualifikationan verfliigen oder diese in einem
zumutbaren Zeitraum erlangen kénnten, trifft die erforderliche Vorauswahi, bestimmt
den Gberzéhligen Arbeitnehmer, der auf der Stelle untergebracht werden soll, verfasst
das endglitige schriftliche Angebot der Weiterbeschaftigung und Gibermittelt es an das
CPAC, das fir die Betreuung der Organisation mit der Freistelle zustandig ist. Das
CPAC berét den Kommandeur und/oder Dienststellenlgiter Uber dia Unterbringung und
stellt dem (berzéhligen Arbeitnehmer das Angebot der Weiterbeschéftigung zu. Da der
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vom RIF-Team fir eine bestimmte Freistelie ausgewshlte Oberz3hlige Arbeitnghmer
einen rechilichen Anspruch auf Weiterbeschiftigung auf dieser Stelle hat, diirfen
Kommandeure undfoder Dienststellenleiter die Beschéftigung des Oberzéhligen
Arbeitnehmers nicht ablehnen.

Beteiligung der Betriebsvertretung an einzelnen PersonalabbaumaBnahmen. Bei
Kindigungen aus dringenden betrieblichen Erfordernissen ist die Mitwirkung der
Betriebsvertretung erforderlich und bei beabsichtigten Kiindigungen von
schwerbehinderten oder gleichgestaliten Arbeitnehmern muss die Stellungnahme der
zustandigen Schwerbehindertenvertratung eingehoit . und beriicksichtigt werden. Vor
der Kindigung eines schwerbehinderten Arbeitnehmers muss die ausdriickliche
Zustimmung des Integrationsamtes vorliegen.

Die Betriebsvertretung kann berechtigterweise Einwénde gegen die Kiindigung
erheben, wenn nach Ansicht der Betriebsvertretung (1) soziale Faktoren bei der
Auswahl des zu kiindigenden Arbeitnehmers nicht ausreichend berlicksichtigt worden
sind, (2) die Kiindigung gegen eine Richtlinie {iber die Sozialauswahl bei sinem
Personalabbau verstiit, (3) die Person auf einer anderen Position in derselben
Dienststelle oder in einer anderen Dienststelle desselben Entsendestaates am selban
Beschaftigungsort, einschlieflich des Einzugsbereichs, beschéftigt werden kann, (4) die
Weiterbeschaftigung des Arbeitnehmers nach zumutbaren Aus- oder
WeiterbildungsmaRnahmen méglich ist, oder (5) die Woeiterbeschaftigung des
Arbeitnehmers unter geanderten Beschéftigungsbedingungen mit Zustimmung des
Arbeitnehmers mdglich ist. Sollte die Betriebsvertretung Einwénde vorbringen, sind
diese auf jeder Stufe der Betriebsvertretung zu ldsen, bevor den betroffenen
Arbeitnehmern eine Kindigung ausgesprochen wird. .

Wenn berechtigte Einwénde der Betriebsvertretung nach (1) bis (5) oben ignoriert
werden und der Arbeitnehmer die Kiindigung anficht, erklért das Arbeitsgericht die
Kiindigungen fir rechtsunwirksam und die Arbeitnehmer werden wisder eingeselzt.
Gleiches gilt, wenn die Dienststellenleitung verséumt, die Betriebsvertratung
einzubeziehen, oder wenn im Zusammenhang mit der Eetailigung der
Betriebsvertretung Fehler unteriaufen, Fehler bei der Betelligung der
Schwerbehindertenvertretung kénnen eine Verschiebung des Wirksamkeitsdatums aller
Kiindigungen im Zuge einer organisatorischen Anderung nach sich zishen,
Kiindigungen, die gegeniiber schwerbehinderten oder gleichgesteliten Arbeitnehmern
ohne Zustimmung des Integrationsamtes ausgesprochen werden, sind im Falie siner
Anfechtung nicht rechtswirksam und miissen zurlickgezogen werden,

Grundsétzlich lassen die Zuferst strengen Gesetze und die Rechtsprechung zum
Kindigungsschutz keinen einzigen Fehler seitens der Dienststellenleitung wahrend des
gesamten Personalabbaus aus dringenden betrisblichen Erfordernissen zu. Dies gilt
insbesondere filr das Mitwirkungsverfahren und die Bateiligung der Betrisbsvertretung
in allen Stadien des Personalabbaus. Entsprechend haben die Dienststellenleitung, das
CPAC und das CPOC RIF Team sicherzustsllen, dass alle Fragen angemessen
beantwortet und alle Manahmen vollstandig dokumentiert sind.
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Programm zur vorrangigen Stellenzuweisung (Priority Placement Program/PPP) . i
Das PPP fir ortsanséssige Arbeitnehmer funktioniert &hnlich wie das entsprechends o=
Programm fir US-Beschaftigte. Es gibt Arbeitnehmen dis Maglichkert, sich i Stalan . R
innerhalb und aulerhalb des Einzugsbereichs registrieren zu lassen, Wenn eine oy

Organisation von einem Personalabbay betroffen ist, werden ortsansassi
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Freistellen fiir ortsansdssige Arbeitnehmer
US-Streitkrafte, z.B. USAFE und AAFES, und anhand der Verfligbarkeit das
Arbeitnehmers bearbeitet es gleichwertige Stellenangebote aufierhalb des
Einzugsbereichs. Manager und Arbeitnehmer sollten sich von den Vertratern ihres

zusténdigen CPACS beraten lassen, um Antworten auf spezielle Fragen zu ihren
Malnahmen zu erhalten,
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Verbereltung des Personalabbaus
Unentbehrliche Arbeitnehmer
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Die derzeitigen USAREUR-Grundsatze geben leitenden Managem, Colonel (0-6) und
hiihere Dienstgrade, di
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beteiligt ist und die Kindigung

unzumutbar verzégern oder
unakzeptabie . Mehrkosten verursachen wiirde, oder wenn es sich um einen Prozess

handelt, der sehr spezislle Kenntnisse erfordert, und der nur durch die fortwahrends
Beteiligung von Arbeitnehmern, die tiber die unantbehrlichen Fahigkeiten verfiigen,
erfolgreich abgeschlossen werden kann. -Auberdem erméglicht .das deutsche
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2 Stellengenehmigungen als _US" oder LN" ausweisen und festiegen, ob sie Stellen, die
©  vormals als US oder LN® genehmigt waren, besetzen wollen,

L) Befristet eingestelite Arbeitnahmer

Ein befristetes Beschaftigungsverhaitnis ist die bevorzugte Methode, um vor oder
wéhrend einer Urnstrukturierung, eines Truppenabbaus und/oder siner kompletten oder
teilweisen Schiieflung ortsansassige Arbeitnehmer einzustelien. Befristete
Arbeitsverirége fir ortsanséssige Arbeitnehmer sind zuldssig, wenn sie auf einem

sachlichen Grund basieren. Innerhalb gewisser Grenzen Ist dies auch ohne Vorliegen
eines sachlichen Grundes méglich. Beispisle:

iy

-

-

s

= Ein befristeter Arbeitsvertrag ohne sachlichen Grund ist nur fiir elnen Zeitraum von

bis zu 2 Jahren zul3ssig. Bis diese Gesamtdauer ereicht ist, kann der Vertrag bis zu
drei Mal verlSngert werden,

t‘)

% o Der Abschluss eines befristeten Arbeitsvertrags ohne sachlichen Grund ist bei einer
Person, die bereits befristet oder unbefristet bei den US-Streitkraften beschaftigt
1 war, nur unter den unten aufgefihrten Umstanden mglich.

s ° Wenn eine Person bel Beginn des befristeten Beschaftigungsverhéitnisses das 52.
‘Lebensjahr vollendet hat, finden keine Beschrénkungen hinsichilich Daver oder
Anzahl der Verl3 dem 1. Januar 2007 wird die




eines befristeten Arbeitsvertrags ohne sachlichen Grund nicht zulassig. Wenn
Zwischen den baeiden Vertrégen weniger als 6 Monate lisgen, besteht solch ain
enger sachlicher Zusammenhang.

= Fir einen befristeten Arbeitsvertrag mit materiellem Grund gibt es kaine
vorgeschriebene Mindest- oder Hichstdauer. Materielle Grilnde kénnen die
Fertigsteliung sines speziellen Projekis oder die Erfillung spezieller
Auﬂmgsm‘fulﬂamissa. wie z.B.
Beschaftigungsverhéitnisses muss jedoch anhand eines Datums oder mit Eintreten

eines bestimmten Ereignisses angegeben werdan, Die erforderlichen Angaben sind
prézise darzulegen. Zum Beispiel:

«Die US-Truppen werden bis Zum 31. Dezember 2006 zurlickgezogen" (ohne das

Datum wére der Grund unzuléssig) oder die Umstrukturierung der Dienststelle tritt
am 30. September 2006 in Kraft* oder ,vom 15. Juli 2005 bis zur Riickkehr von
Herrn Luck aus dem Erziehungsuriaub” oder
des Projekts XYZ im Bereich Fahrzeugwartung"”,

* Von entscheidendar Bedeutung ist, dass die sachlichen Griinde kiar und deutlich
im Arbeitsvertrag festgehalten sind. Unvolistandige oder ungenaue Griinde, wia
«In der Organisation wird es in Zukunft zu einer

unklarem sachlichen Grund abgeschiossen wird, kann er nicht ten oder
iert werden, sondem das Beschéftigungsverhaltnis gilt damit automatisch
als unbefristet,

Produktive Verwendung von ortsansdssigen Arbeitnehmern, um die
Auftragsanforderungen zu erfiillen
Miglichkeiten fiir die Dienststellenleitung

Wenn die Transformation Auswirkungen auf militérische Standorte hat,
dass die ortsanséssigen Arbeitnehmer, die in Organisationen beschifti
einer Verringerung der Personalstarke oder sinar Schiieung betroffen sind, in
manchen Fillen am besten an anderen Dienstorten innerhalb oder aulerhalb des
bereichs eingesstzt werden kbnnen. Dies kann vor oder wiéhrend der
ngsfrist fir eine Beendigungs- oder Andamngakr:lndigung der Fall sein. Die
ufgefiihrten Informationen erldutern, welche Méglichkeiten die

kann es sein,
gt sind, dia van

Shndcrlmhiiaﬁungan, sein. Das Ende sines solchen
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Kosten fir die Anfahrt und, je nach Entfernung, auch fiir die Unterbringung des
Arbeitnehmers mit sich bringen kann,

Mbglichkeiten der Dienststellenleitung: (Anmerkung: der Begriff Dienststelle wird im
personalvertretungsrechtlichen Zusammenhang verwendet. Wenn die Malinahme eine
Organisation betrifft, die in den Zusténdigkeitsbereich einer anderen Betrisbsvertretung
falit, spricht man von einer anderen Dienststelle.)

1. Versetzung. Ein unbefristeter Einsatz sines Arbeitnehmers in einer anderen
Organisation, die von einer anderen Betriebsvertretung vertreten wird und entweder am
selben oder an einem anderen Dienstort liegt. Der Arbeitnehmer hat &hnliche oder
vergleichbare Aufgaben. Versetzungen erfordem die Zustimmung des Arbeitnehmers.
Versetzungen erfordemn auflerdem die Mitbestimmung der Betriebsvertretung der
abgebenden Organisation sowie die Mitwirkung der Betriebsvertretung der
aufnehmenden Organisation,

2. Umsetzung.

a. An einen neuen Beschéftigungsort, der 30 km oder weniger von der Gemeinde
des derzeitigen Beschiftigungsortes entfernt ist: der unbefristata Einsatz eines
Arbeitnehmers innerhalb derselben Dienststelle. Der Arbeitnehmer hat dieselben oder
dhnliche Aufgaben. Diese Malknahme kann von der Dienststellenleitung einseitig
angeordnet werden. Eine schriftiche Zustimmung des betroffenan Arbeitnehmers sowie
fegliche Art der Koordination mit der Betriebsvertretung ist nicht erforderiich, sofemn der
betroffene Arbeitnehmaer nicht ainen besonderen Schutz genielt, z.B. Mitglieder der
Betriebsvertretung.

b. Der neue Beschaftigungsort ist mehr als 30 km vom derzeitigen
Beschaftigungsort entfernt: der unbefristete Einsatz eines Arbeitnehmers innerhalb
derselben Dienststelle. Der Arbeitnehmer hat dieselben oder 8hnliche Aufgaben. Diese
Mafnahme erfordert die Zustimmung des Arbeitnehmers und unteriiegt der
Mitbestimmung der Betriebsveriretung der abgebenden Organisation.

3. Abordnung. Der befristete Einsatz eines Arbeitnehmers in derselben oder einer
anderen Dienststelle. Der Beschaftigungsort kann auch ein anderer sein. Der
Arbeitnehmer hat dieselben oder &hnliche Aufgaben,

a. Befristete Abordnungen von weniger als 3 Monaten kinnen von der
Dienststellenieitung einseltig angecrdnet werden. Sie arfordemn weder die schriftliche
Zustimmung des betroffenen Arbeitnehmers noch unterliegen sie der Beteiligung der
Betriebsvertretung. Eine Ausnahme bilden Abordnungen von Arbeitnehmemn mit
besonderen Schutzrechten, z.B. Mitglieder von Betriebsvertretungen.

b. Befristete Abordnungen von mehr als 3 Monaten untarliegen der
Mitbestimmung der zusténdigen Betriebsvertretung und erfordern die schriftliche
Zustimmung des betroffenen Arbeitnehmers.




Weiterhin ist sicherzustellen, dass im -
oder &hnliche Aufgaben ausgefihrt werden, um Unzufriedenheit bei den Arbeitnehmern
hinsichtlich der Bezahlung oder Anspriiche auf hsher eingruppierte Aufgaben zu

vermeiden,

Umgehung ven Personalabbay

UR hat schon frither
s Teil sines umfassenden
Personalstarke angeboten. Wenn die
Umsh'ukturiamnguplana Kontur annehme

n, wird USAREUR CPD Méglichketen fir =
erwelteria Auﬂﬁsungsvarh’ﬁga auswe

rten und entwickeln, um die Initiativen zur
Verringerung der Personalstirke zu erfiillen, In

regeimaRigen Abstanden und wenn sich - -
die Voraussetzungen andern, wird USAREUR CPD

Authebungs- und Ahwicklungwartrﬁga erfordern ohne Ausnahme die vorherige :
Genehmigung von HQ USAREUR/7TA, ATTN: AEAGA-CL, Unit 29351, APO AE 09014- £
9351, Auﬁ'labungsvertrﬁg& kénnen jederzait abgeschlossen werden, wihrend
Abwicklungsvertrage nur innerhalb von 3 Wochen (dem Zeitraum, in dem Arbeitnehmer —
ihre Kindigung vor dem Arbeitsgericht anfechten kdnnen) nach Ausspruch der

Kindigung abgeschlossen werden kénnen,

[

Authebungs- und Abwfddurvgsmrh‘ﬁga werden auf individuelier Basis zwischen dem
Arbsitnehmer und dem Kommandeur/Leiter der Beschéfligungsstelie verhandelt, Bej ]
Beantragung sines Aufhahungsveﬂ.-ags entscheidet das CPAC iiber die :
Rechtmaligkeit der MaBnahme sowie die Leistungen, auf dia der Arbeitnehmer [

. Anspruch haben wiirde. Das CPAC unterstiitzt daraufhin die Verhandlung zwischen
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Arbeitnehmer und Dienststellenleitung. Eine Mitwirkung der Betriebsvertretung ist nicht
erforderlich.

Unterstiitzung fiir betroffene Arbeftnehmer:

Tarifvertrag zur Sozialen Sicherung (TV Soz8ich). Der Tarifvertrag zur Sozialen
Sicherung (TV SozSich) vom 31. August 1871 sieht Uberbriickungsbeihilfen fiir
anspruchsberechtigte Arbeitnehmer vor, Die Kosten fir diese Uberbriickungsbeihilfe
trégt das Bundesfinanzministerium. Der TV SozSich gilt fir Arbeitnehmer, die aus
militarischen Griinden wegen Personaleinschrénkung infolge einer Verringerung der
Truppenstirke oder der Auflésung einer Einhsit oder elner anderan Malnahme, die von
der obersten Dienstbehdrde in Deutschland angeordnet worden Ist, entlassen werden,

Arbeitnehmer erflillen die Anspruchsvoraussetzungen, wenn sie im Zeitpunkt der
Entlassung

1. seit mindestens einem Jahr volibeschaftigt sind. Arbeitnehmer mit einer
wachentlichen regeiméBigen Arbeitszeit von mindestens 18 Stunden gelten alg
vollbeschéitigt.

2. mindestens 10 anrechenbare Beschftigungsjahre nachweisen kénnen und das 40.
Lebensjahr vollendet haben

3. ihren sténdigen Wohnsitz in den letzten finf Jahren im Geltungsbereich des TV AL Il
hatten

4. die Voraussetzungen zum Bezug des Altersruhegeldes oder des vorgezogenen
Altersruhegeides aus der gesetziichen Rentenversicherung nicht erfiillen

5. kein zumutbares Beschéftigungsangebot abgelehnt haben.

Der TV SozSich sieht zusétzlich zum Arbeitsentgelt aus anderweitiger Beschaftigung
auberhalb des Bereichs der Stationierungsstreitkréfte, zu den Leistungen der
Bundesagentur fiir Arbeit (Arbeitsiosengeld, Arbeitslosenhilfa, Unterhaltsgeld) oder zum
Kranken- oder Verletztengeld Uberbriickungsbeihilfen des Bundesfinanzministeriums
vor. Die Uberbriickungsbeihiffe deckt den Unterschiedsbetrag zwischen dem bisherigen
und dem neuen Einkommen ab (100% im ersten Jahr nach der Beendigung des
Arbeitsverhaltnisses, 90% vom zweiten Jahr an). Wird die Uberbriickungsbeihiife zu
den Leistungen der Bundesagentur fir Arbeit oder der gesetzlichen Kranken- oder
Unfaliversicherung gezahht, so ist sie um den zur Deckung der Lohnsteusr
erfordadichen Betrag aufzustocken.

Arbeitnehmer, die am Tag ihrer Entlassung 20 Beschiftigungsjahre und das 55.
Lebensjahr, oder 25 Beschiftigungsjahre und das 50. Lebensjahr vollendet haben,
arhalten die Uberbriickungsbeihilfe ohne zeitliche Begrenzung. Andere Arbsitnehmer
erhaiten dis Uberbriickungsbeihilfe je nach Beschéftigungsdauer und Lebensalter fiir
einen Zeitraum von 2 bis 5 Jahren.

Abfindungszshlungen. Der Tarifvertrag Gber Rationalisierungs-, Kindigungs- und
Einkommensschutz (SchutzTV) vom 2. Juli 1997 sieht fiir Arbeltnehmer folgende
Abfindungszahlungen vor:




1. 1/3 des monatlichen Arbaitsverdienstes fir jedes volle Jahr der anrechenbaren
Beschéftigungszeit, héchstens jedoch sisben Monatsbetrige

2. zwei Monatsbetréige fiir Arbeitnehmer, die das 40. Lebensjahr vollendet haben und
eine Beschaftigungszeit von mindestens 10 Jahren erreicht haben, und die ays
militdrischen Grilnden entlassen werden

3. wenn das Beschaftigungsvarhiitnis vor dem 31. Oktober endet, sinen Teil des
Weihnachtsgeldes in Hhe von 6 1/3 v.H, des in der Zeit zwischen dem 1.

November des Vorjahres und dem Zeitpunkt des Ausscheidens erziglten
Arbeitsverdienstes.

Hohere Abfindungszahlungen. Im Zusammenhang mit héheren Abfindungszahlungen
gilt Folgendes:

1. Fir Arbeitnehmer, die keinen Anspruch auf Leistungen nach dem TV SozSich haben
oder auf ihre Anspriiche verzichten:

2. einen Monatsbetrag fiir jedes anrechenbare Beschéftigungsjahr fiir die ersten zehn
Jahre plus

3. ¥ Monatsbetrag fir Jjedes anrechenbare Beschaftigungsjahr ab dem 11, Jahr bis zu
maximal 5 Monatsbetrigen plus

4. 50 v.H. des eingasparten Arbeitsverdienstes bei Verzicht auf die Kiindlgungsfrist,

Héchstbetrag fiir Abfindungszahlungen. Der H fiir Abfindungszahlungen
fr Arbeitnehmer, die ihre Kiindigungsfristen einhalten, belsuft sich auf 15
Monatsbetréige, und fiir Arbeitnehmer, die zu einem friheren Zeitpunkt ausscheiden,
auf 18,5 Monatsbetrage. Dis Abfindungszahlungen fir Arbeitnehmer, die von
Leistungen aus dem TV SozSich Gebrauch machen, umfassen:

1. 2 Monatsbetriige gemaf SchutzTv plus

2. B zusitzliche Monatsbetrige plus

3. 50 v.H. der Verdiensteinsparungen bel Verzicht auf die Kiindigungsfristen

4. Der Hachstbetrag fiir Abfindungszahlungen fir Arbeitnehmer bei Einhaltung der
Kindigungsfrist belauft sich auf 10 Monatsbetrage, und fiir Arbeitnehmer, die zu
einem friiheren Zeitpunkt ausscheiden, auf 13,5 Monatsbetrége.

5. Uber Abfindungszahlungen fiir Arbeitnehmer {iber 83 Jahre wird von Fall zu Fall
entschieden

Zeugnisse

Die Pfiicht der US-Streitkrafte zur Zeugniserteilung ist im Biirgerlichen Gesetzbuch
dargestellt. Ein Zeugnis ist auf speziellen Antrag des ausscheidenden Arbeitnehmears
auszustellen. Der Grund filr das Ausscheiden ist unerheblich (z.B. Kiindigung,
Eigenkiindigung, usw.). Das Zeugnis sollte am letzten Tag des
Beschéftigungsverhaltnisses im Besitz des Arbeitnehmers sein. Wenn das Zeugnis zu
einem spéteren Zeitpunkt ausgestelit wird, ist es auf das Datum des Ausscheidens
zuriickzudatieren. Die US-Streitkrafie haften fiir jeglichen Schaden, der dem
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Arbeitnehmer im Zusammenhang mit seiner weiteren beruflichen Karriere durch
verspatete, fehlende oder falsche Zeugnisse entsteht. Arbeitnehmer kdnnen fhren
Anspruch auf ein angemessenes Zeugnis vor dem Arbeitsgericht einklagen.

Zeugnisse sind auf deutsch anzufertigen und von einem Vertreter der
Dienststellenleitung, der innerhalb der Organisation eine verantwortliche Stelle innehat,
persdnlich zu unterzeichnen. Arbeitnehmer kénnen ein einfaches oder sin qualifiziertes
Zeugnis oder ein Zwischenzeugnis beantragen. Bei der Erstellung des Zeugnisses
solite das CPAG zu Rale gezogen werden.

Arbeitsgerichte

Die Zustandigkeit der Arbeitsgerichte umfasst Rechtstreitigkeiten in Zusammenhang mit
Arbeitsvertrigen, Tarifbestimmungen, Stellensingruppierungen, Abmahnungen,
Kindigungsmalnahmen, Arbeitgeber-Arbeitnehmer-Beziehungen oder anderen
nachteiligen Personalmalnahmen. Manager und Vorgesetzte milssen Vorsicht walten
lassen und die méglichen Folgen bei der Verteidigung der MalBnahme vor dem
Arbsitsgericht benlicksichtigen, wenn sie Manahmen, die ortsanséssige Arbeitnehmer
betreffen, verschlagen oder umsetzen.

Das deutsche Arbeitsgerichissystem kennt drei Instanzen. In den meisten Stadten gibt
es drtliche Arbeitsgerichte, die als die Eingangsinstanz {iber die Arbeitsgerichtsfalle
entscheiden. Gegen diese Entscheidungen kann bel den Landesarbeitsgerichten
Berufung eingelegt werden. In jedem deutschen Bundesland gibt es ein
Landesarbeitsgericht. Die héchste Instanz ist das Bundesarbsitsgericht. Die
Entscheidungen, die in dieser Instanz getroffen werden, sind endgiitig und fir alle
Pantzien verbindlich.

Alle Arbeitsgerichtsfille werden in enger Koordination mit und Unterstiitzung von HQ
USAREUR als oberster Dienstbehérde der US-Armee in Deutschland bearbeitet. Die
US-Armee muss den Vertretern, die die Gerichisfille ibernehmen, detaillierte
Beschraibungen der Vorfalls, Ursachen und Umstande, einschiieflich entsprechender
Baweise, zur Verfligung stellen. Die US-Armee hat ausreichend Beweismaterial
vorzuweisan, um die Stichhaltigksit der durchgefiihrten Mafinahme zu untermauern.

Wenn erforderlich, kann Unterstiitzung vom Staff Judge Advocate Office angefordert
wardan.

Wenn gegen die Entscheidung des Arbeitsgerichts keine Berufung eingelegt wird oder
die Berufung nicht zuzulassan ist, ist die Entscheidung endgitig und verbindlich.

Wenn die Umsténde es erlauben und abhéngig vom Sachverhalt des Falles, kann vor
Garicht eine Einigung zwischen den Parteien vorgeschlagen werden, die die
Motwendigkeit eines Urteils umgeht. Im Fall einer Kindigung wiirde die Einigung den
Arbsitsvartrag des Arbeitnehmers immer noch aufldsen, aber angesichts des Alters und




der Beschaftigungszeit kénnten die Einigungsmodalitdten eine Abfindungszahlung
beinhalten,

Bei Arbeitsgerichtsfillen gibt es in der Regel kein Beteiligungsrecht dar
Personalvertungsrecht. Betriebsvertretungen sind nur beteiligt, wenn sig in

Zusammenhang mit Angelegenheiten aus dem Personaivertretungsrecht selbst eine
Klage eingereicht haben.

Andere MaRnahmen: Manager soliten andere Wege in Betracht zieshen, um die
Belegschaft wahrend der Umstrukturierung zu erhalten. So kann die volle Ausnutzung
des Programms fiir Leish.lrlggsauazaimnungan dazu beitragen, ein gutes Betriebsklima
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LIST OF ACRONYMS

A
Army and Alr Forca Exchange Servies
Army Career and Alumni Program
Army Continuing Education System
Army Emargency Rellef
Appropristed Fund
Army Family Action Pian
Armed Forces Metwark
Armad Forces Radio and Televigion Sarvices
MnyfunﬂyTﬂnMI:lW
Appropriated Funds
Army Past Offics
hmymmhwﬂowhﬁun
Army Reserve Cormmand
Army National Guard
Anti-Terrorism
Alcohol, Tobacco and Firearms

s s

TREREE | ETppRERIBITARINS

B
Basic Allowance for Subsistence
Business Basad Action
Basic Housing Allowance
Brigade

Battla Dress Uniform (jungle, desert, cold waather)
Baitalion

0

H

§33§§

CHRA-E

CONUS
CPAC
CcPD

5

Careor Conditional
Commander

Child Development Services
Code of Feders! Regulations
Commanding General

Civillan Health and Medical Program for the Uniormed Services

Civilian Human Resources Agency — Europa
Commander in Chief

Commanding Cfficen/Company
Cost of Living Allowance
Centinental United States

Civillan Personnel Advisory Centar
Civilian Personnal Directorate
Civillan Perscnnel Operations Canter

78
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Chief of Staff, Army

Civil Service Retirement System
Collective Tariff Agresment
Commercial Travel Office
Calendar year

LHITHIL

g

D
Department of the Army
Defense Commissary Agency
Oefense Enroliment Eiigibility Roporting System
mﬂmmm
Director of Public Works
United States Army Dental Activity
Date of Estimated Return from Overseas
mm""mﬂﬁiﬂﬂarﬂm
Duty Officer
Date of Birth
Depastment of Defense
Depertmant of Defense Depondent School
Date of Rank
Departmant of State
Mﬁmmmm

Director of Community Afairs
Deferred Payment Plan

RN H

o

zageee

Equal Opportunity

Employer Suppert of the Guard and Reserve
Estimated Time of Separation

Enlisted Wives Club

FELE

Family Assistance Center
Family Care Plan

Federal Employees Health benafits Plan
Fedaral Employes Retirement System
Family Lisison Office

]
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g

EAP

Famlly MermberField Manual

Financial Managemant Division
qummmmnw
For Official Use Only

Force Protection

Family Program Coordinator (for Guard and Resarve)
Family Resdiness Officer

Field Reglstration Station

Family Separation Allowance

Family Support Group

Foreign Service Tour Extension
Flaxible Work Schedules

Fiscal Year

g&ﬁ

G
General Officer

General scheduls [Government civillan emplayee pay grades)

Government Travel Credit Card

H
Headquarters and Headquarters Company
Household Goods
Home of Record
Headquarters
Headquarters, Department of the Army
Home station

RELOCATION



Leave snd Earings Statement
Local National

Major Army Command
Medical Department Activity
Military Oecupational Specialty
Military Police

Miititary Trestment Facllity
lorale, Waltare, and Recreation

EE ;55§E§ £G5S

E§§E

Not applicable
WMMMI
Noncommissioned Officer
Mencommissioned Officers’ Wives Club

Mot Later Than

38885

Oulside Continental United States

Officer Candidate Schools
Officer-in-Charge

Office of Personnel Managemant

Overseas Limited

Oversgeas Tour Extension Incentive Program

8%

aa
w g

§§§§gs!?§

Public Affalrs Officar
Professional Books, papars & Equipment
Primary Care Manager
Permanent Changa of Station

Total Army Personnel Command
Public Law

Provost Marshal (police chisf)
Personnal Movement Branch
Mmﬂmﬂmﬂw
Power of Attorney

Point of Contast

Point of Embarkation
Privately Owned Vehicle
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Regular Army

Reserve Component

Rear Detachment

Rear Detachment Commander
Ragulation

Rest and Recreation
Reguest for Orders
REDUCTION IN FORCE
Request for Personnel Action

E?%EEE $R3EE3eas

g

583

g

-1
Surviver Benefit Plan

Mﬂmhﬂmmlmdﬂhﬂwm
Servicemen's Group Life Insurance
wmmwwqm
Staff Judge Advocate

Separate Major Command

Status Of Forces Agreement

Standing Operating Procadurs

Sarvice Remalning Requirement

Social Security Number

EEFTEEEEY

T
Temparary Change of Station
Tabla of Distribution and Allowances
Temporary Duty
Time [n Grade
Temporary Living Allowance
Temporary Lodging Allowance
Transporiation Moter Peol
Transfer of Function
Tricare Service Canter
Temporary Tour Active Duty

EE

Unaccompanied Baggage
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5 REFERENCES / ADDITIONAL INFORMATION
L

RELOCATION
3
~ United States Ammy, Europe & 7% Amy: Ditod/iwwew. hausareur army, mij
2 Raqusat a Visa {comus:, us. thl:mship and Immigration Services {usms: at
-' L] " Oov/g Aed. =esUVerseasomeces/ro =it ::l'!l_._.l.r.t 1 =
i
3

Foreign Service Tour Extensions: AR 614-30, AR 614-200
% Provost Marshal: USAREUR Reg 612-1, USAREUR Reg 600-1,

_iﬂmﬁmzﬁhwm;nmx._nm

BhipmamufF'm ﬁRliDnQﬂS,AH#U—EET AH4B—905, :

.healthcs DS Ovears

% Fh'lanm and Per :Iham Irlfum'tahnn.

- for pay and benefit issues

S Mm_mmmm tr BAH rates

- allnwmm and entittements

(]

~ Moving Guide and relocation information; hitp:/imoversquide.usps.com/maservica/help
+  and hitpJ/iwww.military.com

1 FERECDM Helpml le'sts Pomr Handbm
h .| L) - b

Out-processing: AR 600-8-101, Personnel Processing




CIVILIAN RESTRUCTURING

Recruitment bonuses: 5 U.5.C. 5753 and 5 CFR part 575, subpart A
Relocation bonuses: 5 U.S.C. 5753 and 5 CFR part 575, subpart B
Retention allowances: 5 U.S.C. 5754 and 5 CFR part 575, subpart C

Army Regulation 690-351-1, Givilian Personnel REDUCTION IN FORCE, dated 7
February 1992

Title 5, Chapter 1, Part 351, REDUCTION IN FORCE, dated 1 January 2005

Office of Personnel Management Restructuring Information Handbook,
: 0 F IH

ﬂepaﬂmentufnﬂfans&mvﬂhnﬁsﬂﬂmmandmﬁnﬂnmtwmmm.
; .05d.mi n tools.h

Department of Defense Displace Employee Guide: Benefit and Entitiement Information,
Chvilian Personnel Management Service, dated May 2002, in review,

LIEIT]

Deputy Assistant Secretary of Defense, Civilian Personnel Policy, Memorandum on
Five-Year Limitation on Foreign Employment, dated 26 March 1897

Memorandum on Delegation of Authority to Approve Recruitment and Relocation
Bonuses, Retention Allowances, Repayment of Student Loans, and Superior
Qualification Appointments, dated 7 January 2005

USAREUR Supplement 1 to AR 690-300.301, Civilian Personnel, Overseas
Employment, dated 15 June 1999

Department of Defense Manual 1400-25M, Civilian Personnel Manual,
Chapter 301, Overseas Employment, dated 24 August 1988

Army Regulation 690-300, Civilian Personnel - Employment, Chapter 301,
Overseas Employment, dated 15 October 1987

The Law on Protection from Termination of Employment (Kiindigungsschutzgesetz)

The Law for Protection of Employed Mothers (Mutterschutzgesetz)

The Severely Handicapped Act (Schwerbshindertengesetz)

German Civil Code (Birgerfichss Gesetzbuch)

Employmeant Promotion Act {Ntaﬁsmﬂamngsgasaaj
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Personnel Representation Law (Personalvertretungsgesetz)
Law en Protection of Job on Conscription (Arbeitsplatzschutzgesetz)
Law on Aptitude Exercises With the Armed Forces (Eignungstibungsgesetz)

4 Tariff Agreement, dated 2 July 1997 on Protection from Rationalization Measures,
Termination of Employment, and Income Protection (Protection Agresment)

1 (Tarifvertrag vomn 2. Juli 1997 (ber Rationalisierungs-, Kindigungs- und
Einkommensschuiz (SchutzTV))

Tariff Agreement, dated 31 August 1971 for the Social Protection of Local Mationals

. Employed with the Foreign Forces Stationed in Germany (Tarifvertrag vom 31. August
3 1971 zur sozialen Sicherung der Arbsitnehmer bei den Statfonierungskrifen im Gebist
wammmmmnmwmmmsmj}
USEUCOM Directive 30-6, Administration of Civilian Employees in the U.S. European
Command (USEUCOM) Area of Responsibility (AOR)

USAREUR REGULATION 600-400, USAREUR Civilian Support
4 USAREUR REGULATION 600-475, Civilian Support Merit Promotion and Placement
Program
4 USAREUR REGULATION 690-81, Local National (LN) Works Councils
USAREUR Requlation 690-86, Severely Handicapped Employees
USAREUR REGULATION 690-867, German Labor Laws
USAREUR REGULATION 690-68, Payments in Case of Transfer or Appointment of
Employees (Leistungen bel Versetzung oder Einstellung von Arbsitnehmern)
USAREUR REGULATION 690-69, Local National Employment Policy in the Federal
Republic of Germany--Tariff Implementation and Overtariff Conditions
USAREUR-DIENSTVORSCHRIFT 690-69-G, Grundsatzregelungen fir die
Beschéftigung von Ortskréften in der Bundesrepublik Deutschland=-
. Durchfihrungsbestimmungen zum TVAL Il und libertarifliche Leistungen
USAREUR REGULATION 690-70, Recruitment and Staffing of Local National Positions
% USAREUR Regulation 690-84. REDUCTION IN FORCE—Local National Employees in

-~ Germany (English Translation of USAREUR-Regulation 690-84), 5 May 2000 (revised
20 November 2003)

USAREUR PAMPHLET 690-60, Tariff Agreements That Apply to Persons Employed by
the U.S. Forces in Germany (English Translation)

USAREUR PAMPHLET 690-60-G, Tarifvertrége fir die Arbeitnehmer bei den US-
Streitkraften in Deutschland

.
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RELOCATION

Ovartime Control AER 690-58
Begim. hausareur. ammy.millli




Transfer and Apmirmmm Bamﬂu aau-as

MW aeaim.hauss

MEMO, LH-GE-RIF1 LN RIF Pm

R ivwWw. D AT

RIF Regulation 690-84 (incl. the modified social

selection program)
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SOLDIERS, CIVILIANS, AND FAMILY MEMBERS
RELOCATION GUIDE CHECKLISTS
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SOLDIER, CIVILIANS, AND FAMILY MEMBERS
RELOCATION CHECKLIST

DATE DATE

START| STARTED COMPLETED TASK PAGE(S)
E-365 Request a Visa {CONUS) 13
E-365 Request a Visa (ltaly) 14

Submit passport and birth registration requests / Citizenship
E-270 and Immigration Services 15
E-270 EFMP Screening 18
E-160 Foreign Service Tour Extensions (Soldiers only) 19
E-120 Provost Marshal (Soldiers only) 20
E-120 Coordinate HHG and POV Shipment 22
E-120 Notify Landlord of renta| termination 23
E-120 Contact utilities 23
E-30 Schedule clearance inspections (Soldiers only) 23
E-20 Schedule transient lodging 24
E-80 Shipment of pets 24
E-30 Finance 25
E-60 Schedule loaner furnishings 26
E-80 Access Moving Guide 26
Access 1st PERSCOM Helpful Hints Postal Handbook

E-80 (Soldiers only) 26
E-60 Submit Change of Address _ 27
E-B0 Transportation 28
E-60 Personal Affairs 30
E-45 Schedule loaner furnishings pickup 31
E-30 Clear government quarters (Soldiers only) K}
E-30 Medical/Dental N
E-10 Clear private rental housing 33
E-10 Legal 33
E-10 Force Protection (Soldiers only) 34
E-10 Out-Processing 35
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MANAGER’S CHECKLIST

Manager’s of U.S. Appropriated Fund Employees

RESPON-
START ACTIONS SIBILITY PAGES
Upen notice of |Attend meetings with senior leaders to determine the future of the activity. Supervisor
Reduction
[Upon notice of [Meet with HR eéps. on up-coming personnel actions and options. Review Supervisor
Reduction information on pertinent websites for relevant guidance/information. Establish CPD/CHRA-
ground rules (e.q. cut off date for performance appraisals, use of vacant positions, |E
tie-breaking rules, freezing actions, etc.)

Upon Official |lssue general notice to employees, CMDR
Decision
On-going Hold Town Hall Meetings. Discuss the future of the activity with employees using MGMT
information obtained from senior management, and human resources CPD/CHRA-
representatives. Encourage employees to participation at Town Hall meetings. E
Upon Develop organizational list of positions. Identify incumbents of positions as well as |Supervisor
Notification of |vacant positions. Determine employees who may be eligible for PPP, VERA, and (CPAC) 50,57,
Activities to be [VSIP. Also identify who has retum rights, assigned to temporary positions, family 58
Reduced embers, atc.
On-going Become familiar with employee options, i.e. VERA, VSIP, PPP, career transition  |MGMT /
services, etc. for future meetings and employee counseling. Monitor employees for Supervisor 80,57,
tress, depression, confusion, and anger; refer to Army Community Services as 58
needed,
[5'240 Coordinate with RM and CPAC to identify positions to be abolished, IMGT
|E-240 Identify new organization structures and UICs. Notify human resources upon IMGT
approval of new designations. RM/CHRA-g
E-240 Consider offering empioyees early registration in PPP. (Cdr can approveupto1 |CDR
year prior). Determine which employees may register and the timelines for (CPAC) 50
istration.
[E-220 Determine the need to freeze personnel actions (hiring, reassignment, etc.). MGT
Identify mission essential positions and consider use of temporary hires to meet CPAC/ICPOC
mission needs,
E-210 Submit RPAs and verify the paragraph and line number for each position thatis  [MGT
being cancelled/abolished. (RM)
E-160 Complete required performance appraisals and submit by the established cut-off MGT
date. The cut-off date is normally 60-80 days prior to the effactive date.
[E-080 Notify timekeepers and customer service representatives of pending changes to 1MGT
update status and access for Time & Attendance (T&A). (RM)
E075 |issue RIF letters. RIF letiors are 1o B delivered by the supervisor who must MGMT/
ensure employees acknowledge receipt by signing a copy of the letter. CPACI/CPOC
E-D F.Ens;unau employees out-process prior o date of separation. Supervisor
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Manager’s of U.S. Nonappropriated Fund Employees
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RESPON-
START ACTIONS SIBILITY PAGE
Upon Discuss the future of the activity with employees using information provided by | Supenvisor
Motification | senior management officials of the employing organization. Encourage
of employees to participate in town hall meetings when they are conducted.
Reduction/
On-going
Upon Annotate PED/manning table to reflect current and end slate with name of Supervisor
Muotification | incumbent entered for each current line number. Provide a copy to the NAF ICW FMD
of Activities | HRO.
to be
Reduced
E-240to Submit RPA (DA 4017 or electronic) indicating the action requested paragraph | Supervisor
E-210 and line number for each position that is being cancelled, established or
changed. If a copy of the annotated PRD showing the current and the new
activity structure has not already been provided to the HRO, provide it with the
RPAs.
E-240to If not all positions will be abolished, coordinate with NAF HRO to develop Supervisor
E-210 employee retention factors.
E-240 to Provide NAF HRO with specific reason for position abolishment/activity closure | Supervisor
E-210 to be used in BBA notices. Ensure statement is consistent with employing ICW
organization information and coordinated at an appropriately high level within Commander
the organization; e.g., commander, director, chief of staff. ISenior
Managemen
t
E-240 to Arrange NAF HRO general information group briefings for employees. Supervisor
E-210
E-240 to E- | Arrange individual employee counseling sessions with the NAF HRO to discuss | Supervisor
200 retirament and 401(k) options, severance pay, placement opportunities, B3
continuation of benefits and transportation entitlements.
| E-190 Prepare employee BBA notices. NAF HRO
E-190 E- Deliver BBA notice to each Regular employee. Regular employees entitled to Supervisor
180 (NLT not less than 30 days notice. Flexible employees are entitled to 7 days nofice,
E-35) but should be afforded the same notice period whenever possible.
On-going Assist employees, ICW the NAF HRQ, in job placement and separation Supervisor
transition.
E-0 Ensure employee out-processes prior to date of separation. Supenvisor
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Manager’s of LN Appropriated and Nonappropriated Fund Employees
]
RESPON-
START ACTION SIBILITY PAGE
Upon Inform Labor Representatives IAW USAREUR Notification Plan (LN) CPD
Official
Notification
Upon Issue general notice to employees (LN) CMDR
Official
Motification
E-470 CG Decision/Organizational Measures to Head Works Council (LN) CPD 66
E-470 Info Package-on Organizational Change to Head SHE-Rep (LN) CPD
On-going  |Town Hall Meetings/Communicate with workforce/Personnel Assemblies in all affected '|EPEH
1Incatfuns (LN} MGT/CPAC/
RIF-Team
On-going  [Conduct LN placement/outplacement counseling CPAC/RIF
-Conduct individual counseling in conjunction with the WC. Team
—Address individuals' personal profile, fraining needs, possible future utilization (LN}
(On-going  |Oversee, initiate, coordinate, effect LN employee placements, training, reassignments [CPD, CPAC,
—Establish round table (Management/Works Cou ncil, Labor Office, State Gvt, CPD,  [RIF Team
CPAC) 71
~-Solicit State assistance for using outplacement contractor, contract for outplacement
counsalor (LN)
{On-going  |Netify HQ USAREUR of number of employees affected, by category and tenure group. |[CPOC
(LN)
On-going  [Employee Briefings (LN) CPAC
E-455 Inform German Federal Ministry of Finance/Request TASS recognition (LN) CPD
1E-455 Preparation for LN Social Selection: ADC Data, Print soclal questionnaires, LN RIF Team
Inform Labor Offices, Mail social questionnaires (LM)
E-425 iRecord LN Social Data (LN} LN RIF Team
E-410 Coordinate with RM to identify abolished position (LN) RM/CPD
E-400 Submit RPAs (Abolishments, Mass Changes Request, etc.) (LN) MGT
[E-365 Complete LN Social Selection (LN) ILN RIF Team
E-360 Start LN Annulment Contract Offers and Execute RIF (LN ) ICPACICDR/
[ T2
|RIF Team
[E-335 Start WC Cooperation (localldistrictt HWC) on personnel actions (LN) ILN RIF
Team/Cdr
E-240 Total Works Council Cooperation on individual actions (local/district/ HWC) completed |CDR
(LN)
E-210 Issue LN Noticas RIFTeam/CP
OC /CDR
[On-going  |Continue employee coun seling and make improved offer, as appropriate (LN) CPOCI/CPAC
E-014 Begin processing personnel actions {LN) CPOC |
E Effective date of actions - LN CPOC
E+014 Personnel action processing completed (LN) ’GFDCICFAC |
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EMPLOYEE’S CHECKLIST
U.S. Appropriated Fund Employees
DATE ' |
START STARTED ACTION PAGE(S)
Upon General Begin planning for future. Consider if you can/will remain in Europe, seek other
Notice of employment, or exercise return rights.
Reduction
On-going ‘Attend Town Hall meetings and information forums when they are conducted.
Upon General Ensure your employment personnel information is correct. Verify your Service
INotification Computation Date is correct and includes all periods of federal service and that
lycur performance appraisals for last 4 years are in place. Review your position
description to ensure actual duties performed are reflected. If you are a disabled
veteran, you may need to get a new letter from the Veterans Administration.
Your letter must be dated within 1 year of the effective date of the RIF action.
iOn-going Consider your future options. Your human resources representative will provide
advice and assistance on retirement, severance pay, placement opportunities,
continuation of heaith and life insurance, and return transportation to the U.S., if 55
entitied. Contact the Army Community Services and/for the Army Career and
Alumni Program for career transiting assistance. !
Upon RIF If you plan to continue working, register in the Priority Placement Program (PPP) |
Notification Iif and when sligible. Update your resume and actively seek new employment. 50
Upon [Notify your supervisar, your human resources representative, and your former
Motification - organization (in writing), if you choose to exercise your return rights. Submit
80 days prior request for travel orders if you have a return transportation entitlement that you B0
planned fwill use. Begin planning the PCS move, i.e., contact the housing office, initiate
parture change of mailing address notifications, etc.
80 days prior Submit request for retirement computation request if eligible and/or submit
to separation retirement package if you plan to retire,
Once a If you plan to remain in the foreign area without employment with the U.S.
decision is Forces, make necessary arrangements with the host country for legal residency.
made Check your benefits and entitlements, i.e., return transportation, living quarters
allowance, etc.
Upan Receipt Ax:knm-.rledge receipt of the official RIF notice.
14 days prior Accomplish out-processing. Installation clearance documents must be
to separation compieted prior to last day of duty.
or as directed
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. U.S. Nonappropriated Fund Employees
DATE
__ETART STARTED ACTION PAGE(S)
Upon
Notification Begin planning for future. Determine if you will remain in Europe or return to
of the United States. Determine if you can/will retire or begin seeking continuing 63
Reduction/ employment.
On-going o
On-going Attend town hall meetings and information forums when they are conducted.
Schedule with the NAF HRO to receive a personal briefing on your future
On-going options regarding your benefits and entitlements to include retirement and
401(k) planes, health and life Insurance continuation, return transportation to
. the U.S., if entitled
80 days
prior to Submit retirement package if you plan to retire. 64
separation
90 days
prior to Submit request for continuation of health and life insurance Coverage.
separation
ggﬂdratzs Complete forms at the NAF HRO for elections on disposition of retirement and
separation 401(k) funds.
ﬁ'ﬁ{ﬁ:ﬁ Submit request for travel orders for return to the U.S. if you have a retumn
separation transportation entitlement that you will use,
Begin planning out-processing actions. The type of actions will depend on
180 to 90 whether you will remain in the host country, with or without continued
days prior employment, or whether you will return to the U.S. Depending on what is
to applicable to your situation and plans, begin making contacts with the host
separation country, transportation and housing offices, and initiate change of mailing
address notification,
180 to 90
days prior If you plan to remain in the foreign area without employment with the U.S.
to Force, make necessary arrangements with the host country for legal residency.
separation
Acknowledge receipt of the official notice of separation from your position.
On receipt Reguilar employees entitled to not less than 30 calendar days notice. Flexible
employees are entitled to 7 calendar days notice but when possible will be
afforded the same notice period as Regular employees.
Within time
period If the notice of separation includes an offer of another position, inform the NAF
stated in HRO of acceptance or declination.
BBA Notice
30 days
prior to Accomplish community out-processing.
separation
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- LN Employees in Appropriated and Nonappropriated Fund Positions
DATE PAGE(S)
START STARTED ACTION
Upon
Notification- Begin planning for future. Carefully complete social data questionnaire when 68
Reduction/ asked to do so.
On-going
On-aoin Attend personnel assemblies and other information gatherings whenever they
-going are conducted,
Upon receipt, respond to offers of continued employment as expeditiously as
On-going possible.
On-going H;Ct:;;gt with your supervisor if you are willing to accept an annulment
If required to do so, acknowledge receipt of official letter of termination. If
On receipt letter of termination includes the offer of continued employment under
of Notice of changed conditions (change notice), inform the RIF-Team of declination,
Termination unconditional acceptance, or acceptance on condition that the change notice
is socially warranted.

|



is

= 17 "1 173

b g oW @ o o g g @ I3 g @ g g 13 el sl g
German translation of LN Appropriated and No nappropriated Fund checklist for
Managers
Checkliste fiir Manager bei Umstrukturierungsmaﬂnahman, die ortsanséssige
Arbeitnehmer betreffen
TAG DER DURCHZUFUHRENDE MASSNAHME DAUER DES I! ZUSTANDIGE

USFUHRUNG VORGANGS IN | ORGANISATION
TAGEN
bei offizieller Information an Arbeitnehmervertreter geman 1 CPD
Benachrichtigu USAREUR-Informationsplan
bei offizieller aligemeine Informationen an Arbeitnehmer 30 Kommandeur
Benachrichtigung
E-470 CG 10 CPD
Entscheidung/organisa-torische MaBnahmen an
Hauptbetriebsvertretung
E-470 Informationspaket Gber organisatorische Anderung 10 CPD
an Haupt-
schwerbehindertenver-
tretung
fortiaufend Informationsveranstalt-ungen/ Kommunikation mit fort- CPD/MGT/
Belegschaft/ Personalversammiungen an allen laufend CPAC/RIF-Team
betroffenen Standorten
fortlaufend Beratung tiber Unterbringung/Outplace-ment fort- CPAC/RIF-
- individuelle Beratung in Verbindung mit der BY laufend Team
- Besprechung indivi-dueller Berufsprofile,
Schulungsbedirfnisse, mdgliche Weiter-verwendung
fortlaufend Betreuung, Einleitung, Koordinierung, Durch-fihrung fort-laufend CPD, CPALC,
von Unter-bringung, Weiterbild-ung, Umsetzung von RIF-Team
ortsansdssigen AN
- Einsetzung eines Runden Tisches (Dienst-
stellenleitung/Betriebs- vertretung, Agentur fir
Arbeit, Landesregierung, CPD, CPAC)
- Beantragung von Unterstiitzung des Bundeslandes
fir die Verpflichtung einer Firma fur Outplace-
mentberatun
fortlaufend Informationen Uber Anzahl betroffener AN nach fort-laufend CPOC
Kategorie und Betriebszugehérigkeit an HQ
USAREUR
fortlaufend Unterrichtungen der AN fort-laufend CPAC
E-455 Information an Bundes-finanzministeriumy Antrag auf 10 CPD
Anerkennung des TV SozSich
E-455 Vorbereitung der Sozialauswahi 30 LN RIF-Team
- Daten der VLV
- Ausdrucken der Sozialfragebgen
-Information an Agenturen fiir Arbeit
| - Versand der Sozialfragebéigen
E-425 Erfessung der Sozialdaten 40 LN RIF-Team
E-410 Koordinierung mit RM zwecks Bestimmung der 30 RM/CPD
. weggefallenen Position
| E-400 Einreichen der Personalmalinahmen (Wegfall, 30 MGT
b Massen-mainahmen, usw.)
E-365 Abschluss der Sozialauswahl 30 LN RiF-Team
| E-360 Angebot fir Aufhebungsvertrage und Durchfilhrung | 35 CPAC/
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des Personalabbaus Kommandeur/
RIF-Team
E-335 Beginn der Mitwirkung der BV (6rtl./BBV/ HBV) an 95 LM RIF-Team/
Personalmalnahmen Kommandeur
E-240 Mitwirkung der BV an Einzelmalnahmen 30 Kommandeur
(6rtl /BBV/HBV) voll-sténdig abgeschlossen
E-210 Ausspruch der Kiindigungen 210 RIF-Team/
CPOC/
Kommandeur
fortiaufend Weiter Personal-beratungen und ver-besserte 70 CPOC/ICPAC
Angebote, soweit erforderlich
E-014 Beginn der Bearbeitung von Personalmalnahmen 14 CPOC
E Wirksamkeitsdatum der Mallnahmen 14 CPOC
E+(014 Bearbeitung der Personalmalnahmen 14 CPOCICPAC
abgeschlossen

German translation of LN Appropriated and Nonappropriated Fund
checklist for Employees

Checkliste fiir ortsansdssige Arbeitnehmer bei UmstrukturierungsmaBnahmen

| Zeitplan DurchzufGhrende MaRnahme
| bei Beginnen Sie mit der Zukunftsplanung. Fillen Sie die Sozialfragebdgen sorgféltig aus,
Benachrichtigung wenn Sie darum gebeten werden,
tber Reduzierung/
fortlaufend
fortlaufend Nehmen Sie an Personalversammiungen oder anderen Informationsveranstaltungen teil,
wann immer diese angeboten werden.
fortlaufend Antworten Sie auf Angebote der Weiterbeschaftigung nach deren Erhalt so schnell wie
maglich.
fortlaufend Beraten Sie mit dem Vorgesetzten, ob Sie bereit sind, einen Aufhebungsvertrag zu
_ akzeptieren.
nach Erhalt der Bestétigen Sie den Erhalt des offiziellen Kindigungsschreibens, falls erforderlich. Wenn
Kindigung das Kiindigungsschreiben ein Angebot der Weiterbeschéftigung unter verdnderten
Bedingungen enthalt (Anderungskindigung), informieren Sie das RIF-Team, ob Sie das
Angebot ablehnen, bedingungslos akzeptieren oder unter der Bedingung akzeptieren,
dass die Anderungskiindigung sozial gerechtfertigt ist.
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COMMANDER'S CHECKLIST
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There are three types of checklists: Inactivation, Redeployment, and Relocation,

|

r Inactivation- Unit is inactivating and colors are being retired
- Redeployment- Unit is redeploying to CONUS

" Relocation- Unit is moving to another USAREUR location

L]

For further information, including POCs, contact the following website:




@ @ @ @@ vy eidyed e e e @l
INACTIVATION COMMANDER’S CHECKLIST
DATE
ETART STARTED TASK
E-220 Submit parsonnel information roster to DPW
E-220 Review all submitied Work Requasts
— E-2a0 Prepare Hazaraous Matenals Inventory
[ E-1B0 Tnveniory Defense Energy SUpPOr Gentar (DESG) fuel S10CKS In INA-E Region managed storage facies,
E-180 Turn-in lcan equipment to Self Halp Siore.
[ E-180 Tum-in cash meal payment shasle/cash meal payment Dooks,
E-180 Turn in instalialion property
The Garmison DOL and DPW Jeintly survey pelroleum storage facililies to datarmine actions required o close these
E-180 facilitien
E-180 Selte pacuniary liability for losl, damaged or desiroyed real proparty
E780 Feques! dining fecility suppor, If neadad
E-180 Project fusl usage throughout the deployment and drawdown penod.
[ E-180 Natity supporting 1150 and USAL Food Program Manager
E-180 Identify nontectical vehicle [NTV) assets and points of contact
E-180 Develop tracking svatem for personnel family housing actions
[ E-180 Develop plan Io prevent abandonment of POVE
E-180 Devalop plan 1o prevent abandonment of pets
Coordinate household goods (HHG) / unaccompanied baggage (UB) [ privately ownad vehicle (POV) shipping
E-180 requirements
E-180 Gonduct Invenlory
E-180 Ciose of (Gamsan Dining Facilly Uperatons
E-180 (Close out work orders
E-180 Close GIF Account
[ E-i80 Change TLE accountability
E-180 Account for lost, damaged or destroved property
E-150 Provide unil personngl roster (nemes only) to the Gamison MWR Director
E-150 Notity USAG Property Book Oficer and DPW Master Planner of inachivation
E-150 Monitor dining faciity operations
E-150 Cancel automatic map distribution
E-130 ID surplus coupons
E-130 Code and tum In dining feciilty equipment
E-120 Turmn-in bulk quantities of maps
E-120 Termination notice providad to unlt edrs andlor housingflandlord and utmi;r companies
E-120 Telephone termination notice
E-120 Plan and conduct inactvation cenemony
Coordinate household goods (HHG) / unaccompanied baggage (UB) ! privately owned vehicle (POV) shipment
E-120 counsaling
E-120 Closa acoounts
E-120 Clmar Youth Activities
E-120 Clear Ouldoor Racraabion
[ E-130 Clear Library
E-120 Clear Hunling, Fishing, Sport Shooling Firearms Storage Arms Rooms
E-120 Claar Auto Crafts Canlar
E-100 Remove and properly dispose of hazardous waste
Remove and propery dispose of bulky waste, electronic waste, recyciable material, wood and waste from POL
E-100 separators and grease raps
E-100 Remove all unit equipment and equipment in place from faciiies,
E-100 Remove all hazardous waste, hazardous materiels, bulky waste, electronic waste, recyclable material
Inspect all faciities and containers, Ensure thet 2ll Hazardous Materials and Hazardous Wastes have been picked
E-100 up for dispasal.
Garrison must ensure the computer equipment and any suppert imventary andfor eceounting documents with the
DESC Fuels Accounting System (FAS) computer equipment issued by DESC to capitaliized airfield and bulk DFSP
E-100 operalions are ratlumed to DESC-RRF.
B0 TonaUCE pre-tUImowar apechion of [aciies
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E-50 =Chedule ranslant lodging

E-80 Schedule clearance inspectons

E-80 Prapare NTVs for tum-in

E-80 Prepare faciilles for turnover

E-80 Identify soidiers with outstending AER loans

E-20 Identify soidiars who have Excaptional Family Members who ars maoving to ancther community
| E80 Identiy outstanding ACS foan siosal iems Tor [T

E-80 Expend unit fung monies

E-80 Coordinate with ACS Family Advocacy on amsmmW

E-80 Close the Training Suppert Centar (TSC) ecoounts

ES0 Tum in OGIE

E-60 Ship privately cwned vehide {POV)

E-B) Ship household goods {HHG) and unaccompanied baggage (UB)

E-60 Schedule tum-over of Taclitas with DPWT
— E-a0 Schedule loaner furnishings

E-50 Arrange indiidual passenger travel.

E-45 Schedule fumishings pickup

E<5 Closa oul ASAP records

E-30 Cellection for damages

E-30 Clear govemment quarers

E-15 Turn-over all facilias, with keys and engineer-relaied equipment, to DPW, as coordinaled

E-10 Remove Unit Signs

E-10 Clear private rental housing

ES Transfer remaining Inventory of Subsistance,

ES Facility Cleaning and Final TransTer o T of Equipmantl Clear Hand Receipl, DA Form 2062

E-230 Conduct 1Wmmnmry

E-180 Oslete banch stock/ASLIshop stock/PLL siockags Tevels

E-180 Remove and secure classified documents ang aquipmant

E-180 Terminate all exdsting MOU'SIMOA'S with ofher uniis

E-180 Identify CTA tems

E-180 Igentily and report funding and parsonme) constraints

E-180 Stop erdaring supplies

E-180 Close ULLS 54 pocount

E-180 Identify sateliits racking devics requirements [l.e., VISTAR'S, DTRACS, MT5]

E-180 Close SAMS acoount

E-180 Clear TC AIMS 1

E-180 Close ULLS-A aceount

E-180 Close ULLS-G acocount

E-180 Track equipment movements

E-180 Close SARS-Mod account

E-1B0 Close PEBUSE account

E-180 Slop PLL replenishment

E-180 Nolify The supporiing TMDE Cerier 57 ol inactivation

E-180 Invanitory Operational Resdiness Floal {ORF)

E-180 Tum-in ASL/PLL Bench Stock, hop Stock, POL, and othar maintanance suppiies and material

E-180 Close ADAP sccount

E-180 W unit t5 pariicipaling In SDC/FEDG Program, notify the COBRO Data Collecior of unfl mmacivaiion

E-180 Coordinate for MWO Team Io apply MWO(s], T applicabie

E-180 Request technical inspection of equipment for turm-in

E-180 Inventory ASUPLL Bench Stock, Shop Stock, POL, and olher maintenance supplies and matenal

E-180 Notify the 200th MMC Theatsr MWG Coordinaior of unit inaclivation

E-180 Compiete alf reports of survey

E-180 Cancel supplies angd aquipment requisitions

E-180 Order biocking. Bracing, packing, craling, and Te-domn [BEPCAT) malenals

E-180 Tum-in gli equipment par disposition unless notified olherwisa

E-180 Felum and ferminate leases for leasedirenial proparty

E-180 Tum-in CL VIIl, o inciude Combal LieSavers Bags

E-180 Comgplele all lateral ranstars

E-180 Clear arms room of Privelely Ownad Firearms (POF's) and ammuniton

E-180 Tum-In OPL Class V ioad

101

W




S [T T T Y — — " Y S O S § S S S G — -
« B W WwWwwldbelyeddddeeldewd e ibi

E-180 Tum-in training ammunion
E-180 TUm-In ASE Giass v and resigus
E-1B0 Transfer Ammo Storage Area (ASA) assets
E-150 Clear Slock record Bccounts far ASP
E-120 o8 SS/A acCoUNts and returm lems no longer required
B=E fventory and lum-n logisics ST
E-120 Identify and ottain RFID tag raguirements for tacking shipments
E-75 Tum-in fremaining supplies and equipment o supparting FOP
E-&0 Clear propenly book
E-ED Inventory and tum-in unusad POL coupans, fusl credil cards and fue! master key
E-B0 Tefmminale conirécls and contract equipment
E-365 Requast Visa's (CONUS)
E-385 Suwbmit retirement appiications
E-365 Manage AWOL/DFR packets
E-385 Submit eMILPO transactions
E-365 Coordinte with Consolidated Mail (units in MA-E GMEs orly)
E-270 Submit raquests for aarly separation
E-270 Stop inbound concunentdetered family Tavel
E-270 Inactivate UIC
E-240 ‘Submit awards
E-230 Establish information systemn for family members
E-230 Prepare parsannel mster and track personnel actions
[~ E-220 Veriy AAA 162
E-195 Reques! 15t PERSCOM visit a3 neeced
E-105 Submil Involuntary Foreign Senvice Tour Exiension [IFSTE]
AR Bugment PAG
E-1B0 Ientify key posilions
E-180 Screen Exceptional Family Member Program [EEMP]
E-180 Submit paesportibirth regisiration requests
E-180 Submit sluden! travel requesis
E-180 Submit Foreign Service Tour Extensions [FSTE)
E-180 asua movement onders
E-180 Tarminate PERSTEMPU account
E-180 Transfer Mildary Parsonnel Flla
E-170 Frapare salely and cccupational health plan
E-150 Complete Line of Duty investigations
E-150 Coordinate with APD for mail room closurs
E-130 Develop pians for location of a central oul-processing faciity in conjuncton with the BSE
E-120 Provide infarmation fo consumers
" E50 Submit Officer and Noncommissioned Gfiicer Evaluslion Repors
E-80 Natify U.S. Cilizenship and Immigralion Senices of changs of a0oress
E-50 Close out PERSTEMPO actions
[ E80 Ciose oul official mad
E-45 Liquidate Cup and Flower Fund
E-30 Close mailroom
FLTY : MEDICAL | VETERINARY
E-130 Notify supporting Velasinary Datachment of Inactivation
E-100 Provide local health and dental Taciities wilh roster of personngl scheduied for departura
E-80 Cross-level, laleral transfer, andier tum-in medical equipment and supgilies, 1o include combal Hlesaver bags
E-80 Track pel exam and health carificata
E-£0 Maniter family member actions conceming medical reconds
E-210 Conduct a pre-deploymen! ATIFP assessment,
E-18 Flan and direct OPSEC acivities
E-180 Send scidiers to schools
E-180 Conduct ieader training tasks
E-180 lose ammunilion account
E-T20 SUDMIN 16550nS IBamed
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[ BT Conduct inacivallon ceremony
E-120 Provide reporis
E-80 Close training accounts
E-67 Force Structure Change Nothicaton
E-270 iva Waming Order and prepare 1o execute inactivation notification mission
E-2r0 |Respond to any information calls
E-185 Prepare for announcement
E-180 Deliver approved statemant on inactivation to soldiers gnd family members
[ Ea0 upport to follow-on PA actviles
E-120 Lnit/PAQ Lessons Leamed, Submit Lessons Leamed
=] |Establish Command Emphasis on Securily & Accountabiity
| EET0 Develop Securly Flan
E-270 ldantly opan customs cases
E-190 Reces GID brisfing on areas of concem
E-180 Cancal Securfty Projecis
[ E-180 Flan In-ransit Security of AREE
" E-180 Conduct Securily & Accouniabilty
E-1B0 Coordinate for lerminalion/canceiiation of IDSIESS contracE
E-180 Submil PS5 Waivers & Exceplions
E-180 Tum In Controlied Gryplographic ltems (GC1)
E-180 Conduct IACS Registration
E-180 Tum-in Keys
E-160 Arranga for customs brisfings, Inspections and pre-clearance
" E180 [Dispase of privately cwned vehicies
E-180 Identfy ragistered privately twned firearms |FOF]
E-180 Closa out cases
E-180 ldantify open reports of investigation
[ E00 Estabiish amnasty poini(s)
E-180 Imventary and dispose of artifacts and art works
E-180 Inventory and dispose of unit fund property
— E-150 | Dispose of llags and guidons
E-100 Ship organizational history fles
E-180 Davelop resounos managament slrategy
E-180 Prepare io [denlify savings or offsets
E-180 Frepare to ldenlify raguirements
E-180 Taminate contracts
E-80 Ceasaltransier RM funciions
E-80 Chbtaln funds for Inactivation Caramonies
E-10 [Ciose out IMPAG Gards
e bt ¥ R R T COMMS & INFORMATION MGMT
E-180 Tumn off base communications (EASECOM)
E-180 Cencel long haul commumicabans
E-180 Disposa of technical manuals
[ E-120 Tum-in COMSEC agquipment
E-8D Prepare reconds for fransfer or destruction
E-80 Redire information systems
E-80 Cloge COMSEC account
— E3b Dispose of classiied publications
E-30 Dispose of accountable forms
E-30 Close publications account
ETE Felum Copiers 10 vengor
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E-30 vierw procedures for requesting acvance pays, travel, and dislocation aliowance (DLA)
E-45 Brief schliers on repaying securily Deposis
E-45 Brigf scldiers on station allowance procedures
E-45 Brief soldiers with Govemment Travel Gradit Card
E-45 [Brief soldiers on ciosing local bank accounTs
E-45 Inform soldiers about MyPay
“INTELLIGENCE
E-180 Siop classified document accounis
| E-180 vigw and treck all background investigation status of assigned parsonnel
E-170 Turm-n intelbgenca equipment
E-170 Dispose of inteligence related aUiomation eqUIpmant
[ E-i70 Debrief parsonnel wilh SCI clearance
E-170 Turm-in intelligence contingency TUnds and supporing ocamentabon
E470 [Dispose of classiad documents
E-130 Dispose of SCI equipment, I applicabie
=¥ Turmin controlled cryplographic lems [CCT)
— E-100 Turn-in ant-intrusion cevices
| E-50 Inspact fumniture and comtainers for classtied matenal
E-a0 Cartily coniainers
[ B0 [Ciear reproduction equipment
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_REDEPLOYMENT COMMANDER'’S CHECKLIST

DATE
START STARTED TASK
= Submit personnel Information rostar to DEV
E-185 Notely BSEJASG
[ E-1m0 Coordinats househodd goods requrements
| Ei80 Coordinate Privaiely Gwned Vehices (POV) movemant requrements
E-180 Conduct invantony
E-180 Tum in nstallation property
E-180 Close oul work crders
 E-150 Cancel automatic map distibution
E-150 Track family housing eclions for personne|
[ E-i50 Request dinlng facility suppon, i nesded
E-130 Coordinate for remaoval of equipment attached o facilibes and equipment in place
E-130 Coordingte for removal of hazarious waste/maberial
E-120 Turn-in Bulk quantities of maps
[ E-100 Conduc! pra-lumaver Inspection of faciites
E-100 iﬁamm all unit equipment and equipment In slace
E-100 aports of survey
E-90 Prapare facilitles for twmaver
E-90 Expend unit fund or transfer monias
E-90 Coordinale with ACS Family Advocacy an disposition of open Cates
E-&0 Schedule lum-over of faclities with DB
E-i45 Close accounts
E-30 Tum-in nontactical vehicles
=T Tum-over all faciies, with keys and engineer-reiated SaEpmEnL I3 DPW 28 coordinated
[ E-180 Conduct 100% Inveritory
E-180 Identify CTA Rems
E-180 Terminate all sdsting MOU'sIMOA'S with oiher unis
E-180 Remaove and secure classified documents and equpment
E-180 Motily the 200th MMC Theater MWO Coorainalor of ori redeployment
E-180 Coordinate for MWO Taam to &pply MWO{s), if applicable
E-180 If unit is participating in SOCFEDC Program, nolity the COBRO Data Collecior oF redeploymant
E-180 Stop PLL raplerishment
E-180 Nolify the supporting TMDE Cenier of unil redeploymant
E-180 Inventory ASLIPLLI Bench Stock, Shop Stock, POL, and olher mainienance supplies and matena
[ E-180 Tum-in ASUPLL Bench Siock, Shop Stock, POL snd oihar Maintenance supplies and matenal
E-180 Maollfy supporting ADAP fab of redeployment
 E-180 Inventory Operalional Readiness Fical [ORF)
E-1B0 Order blocking, bracing, packing, crating, and tia-down {BBPCAT) materials
[ E-180 Compieta all lateral ransfars
E-180 Retum and terminate leasas for leasedirental property
| E-180 Tum-in CL VI, io Include Combal LfeSavers Bags
E-TED Clear ams room of Privately Owned Firearms (POF'S] and ammuoniios
E-180 Turn-in OPL Class V load
E-180 Turm-in training ammunilion
| E-180 Tum-in ASP Class V and residus
[ E-iE0 Identlfy satelile Iracking device requirements fi.a., VIST AR, DTRACS, MTS)
E-180 Ciose SAAS-Mod account
E-180 Transter Ammo Storage Area (ASA) assels
E-160 Reconcie Standard Army Management System (SAMS) aceount
E-180 Relocate TC AIMS 1l equipment
E-180 Move Unit Level Logislics-Aviation (ULLE-A) records end hardwars
E-180 Change Unit Level Logistics-Ground (ULLS-G) account
E-180 Adjust Unit Level Loglstics (ULLS) 52 accoun:
| E-1E0 Track equipment movemenls
E-180 Transfer Property Bock Unil Supply Enhances [FBUSE) accoun
[ TR0 | Bque [ EXCESS EqUIpTMENT
™ Ee0 Clear proparty book
E-150 Clear siock record accounts for ASD
[ E-T20 CIoSeIToesIatnEn SOA Sooo0nls
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E-r5 Motify gaining maintanance aclivity of amval
E-60 inventory and tumn-in unused POL coupans, fuel credit cards and fuel masiar kay
— E50 Terminate coniracts and conlract equipment
E-230 Develop tracking system 10 track soldier personnel actions
E-220 Prepare personnel rosier
E-220 Estabilsh Infosmation system for family members
E-185 Contact local CPAG
E-180 Augment PAC
E-180 Identify key postions
E-180 Moty 18t PERSCOM of personne! actions
E-160 Track civilan personnel movement aclions, 1| appicable
E-170 Prepare safety and occupational health pian
E-150 Coordinate with APD for mail room closure
E-130 Develop plans for location of & ceniral out-processing Tacility In conjunciion wih te B35
E-80 Close out official mail
E45 Transier Cup and Flower Fund
E-30 Close mailroom
E-130 Nailfy supporting Veternary Detachment of inactivation
E-100 Provide local health and denlal faciiies with roster of personnnl schaduled for depariura
E-280 Crozg-level, lataral iransfer, andlor lum-in medical equipment and supplies, {o include combat lfesaver bags
E-80 Track pet exams and health cerificaleas
E-0D Monifor family member actions conceming medical records
E-385 Collective Staff (Minor recrganization)
E-385 Colleciive Stal (Neajor reorganization)
E-2i0 Conduct a pre-depioyment AT/FP assassmant
E-160 Plan and direct UPSEG actvilies
E-180 Provide repods
E-180 Send soldiers to school
E-180 Conduct leader training tasks
E-180 Collactive Crew
E-180 Closa ammunition account
E-120 Submii Lessons Leamed
— E-1a0 Conduct departure ceremany
E-120 Request DUICS
E-120 Selective Advance Party Departs
[ E-50 Submil movament requirement
E-80 Close lraining accounts
E-80 Advance Team Deparis
E-&7 Force Structure Change Notification
E-270 Recefve WO and prapane 1o execuls redepioyment notificalion mission
E-270 Respond to any information calis
E-185 Prepare for annocuncement
E-180 | Cefiver approved slatement on relocalion (o soldiers and famity membears
E-180 Support to follow-on PA acliviles
E-120 Support PAD operations for deperiure caremony
[ E-120 ubmil PAD Lessons Leamed
| E-Z70 Establish command emphasis on security & accountabiity
 E-270 Develop Secunty Plan
E-270 |dentify open cusioms cases
E-180 Astange for cusioms briefings, inspecbons and pre-clearance
[ E-180 Dispose of privalely owned vehices
E-f&0 Identity registerad privately owned frearms {POF)
E-180 Plan In-iransil security of AARE
E-180 Conduct security & accountabilily
E-180 Coardinale for tarmination/cancelaton of IDS/IESS contracts
E-180 Tum in Controfled Cryptographic (tems [CCI)
E-180 Conguct IACS Ragistration
E-TEL Turm-a keys
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, Inventory and I:II-SD'DH-E of ariifacts and art wiorks

£ athe

Develop resource managemant stratagy

|Frepare ta idently requiremants

Terminate contracts

Ceasaftransfer RM funchions

“1 2 S B S S

Oibitain funds for departurs Ceremonles

Close out IMPAC Cards
__COMMS & INFORMATION MGMT

Tum l:;ﬁhan tommunications tB.ﬂ.sEC'ﬁ‘!-'Iﬁ

Cancel andior re-home long haul commurications

Dispose of technical manuals

Transfer COMSEC account

Relocate unit records

Re-acereditalion of nfermation systems

Changs address on publications sccount lo CONUS address

Dispose of Eum;re-uni_qu_a accountable forms (rations cards, cusiom forms)

Disposa of excess classiied publications

Return copiers to vendor

Review pmaa-du.m for requesting advence pays, iravel, and dislnwﬁqﬁ'alimm {DLA)

|Eref soldiers on repaying securily deposits

|Brief soldiers on siaton allowance procadures

Brief soidlers with govemment travel credit card

Brief soldiers on Closing lozal bank acoounts

R R R R R A

inform scldiers aboyt MyPay

Review and Irack all background invastigation stalus uiasslgﬁm [PErgOnnel

Debriaf personnel with SC1 clearance

Disposs of classifiad documents

Tum-in intelligence equipment

Dispose of intelligence related auiomanan aquipment

Dispasa of COMSET matenal

TurrHin intelligence conlingency funds and Supporting documentation

Despose of SCT equipment

TurmHin controlled ervplographic flems {GCI)

Coordinate for instalation of antiHintrusion devices at new Iocation, if nesdad

b R Rl = ==t R TS TR R e

Tum-in anti-nbrusion devices

ransierichange oCufment a . 85 neaced
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___RELOCATION COMMANDER’S CHECKLIST
DATE
START STARTED TASK
E-Z22 Submit personnel information raster to DPW
E-220 Prepare hazardous matesials inventory
Motify garrison dining facility of termination of meal seevice - for commanders of tenant units not responsibie for
E-180 operation of @ garrison dining facility
E-180 Wotify supperting TIS0 and USAG Food Program Manaper
E-180 Tume-in cash meal payment sheetsfcash meal payment bocks
Provide local gamison transportation officer a roster of all saldiers that require household geods funaccompanied
E-180 baggagefprivately owned vehicle (POV) shipping
E-180 Coordinate household goods/UB/ POV shipping counsefing
E-180 Identify nontactical vehicle (NTV) assels
R Conduct Inventory
E-180 Tum in installation propasty
E-180 Close out work orders
E-150 Cancel automatic map distribution
E-150 Track family housing actions for personnel
E-150 Moty BSE/ASE
[~ E-150 Wanitor dining facilty cperalions
E-130 Coordinate for removal of equipment attached lo facilities and aquipmeni In place
E-130 Coordinate for removal of hazardous waste/material
E-120 Turn-in bulk quantities of maps
E-120 Notify langlord of rantal lermination
E-120 Terminate telephone servicas in homes
E-120 Choze accounts
E-100 Condue! pre-lurmover inspecion of faciies
E-100 Remove all unit equipmant and equipment in place
E-100 Account for lost, damaged or destroyed property
E-80 Schedule clearance inspections
E-80 Schadule transient lodging
E-80 erpaa‘a Taciitias for um-over
E-80 Expand unit fund monies
~ E-90 Coordinate with ACS Family Advocecy on disposilion of opan cases
E-80 |!dentify soldiers with exception family members
E-50 Retum loan closet item
E-80 Identify soidlers with outstanding ALK loans
E-B0 Schiedule loaner fumizhings
E-60 Schedule um-over of faciibas with DEW
E-60 Ship HHG and unaccompanied baggage
E-60 Ship POVs
E-60 Arrange individual passanger travel
E-45 Schedule lumishings pickup
| EdS Close oul ASAP records
E-30 Clear government guarters
E-30 Tum-in non tactical vehicles
E-5 Transfer remaining inveniory of subsistence
ES Clear hang receipt
: LOGISTIES
E-230 Conduct 100% lvventary
E-180 Chbtaln BF tags
E-180 Removelingiall RFID Inlerogator nodes
| E-180 identify salelile racking device requirements (Le., VISTAR'S, DTRALS, M15)
E-180) Delermine Aulomated Manifast System [AMS)
E-180 Imveniory DTRALS, VISTAR and MTS.
E-1B0 Track equipment movements
E-180 dantify RFID inlerogator requirements
E-180 Project anticipated bulk fuel requirement Ihrough E-date
E-180 Tum-in iraaning ammurnon
| E-180 Hurn-'an CESAMD aquipment
E-180 TrEning 85 reqUIred on & 1AMIS procecues

108



il

ig

I —-—.——--:'-—-‘1_!-—!_!_H-I-rl-_l-l-.—

8w

@ 8 @ g g iy ‘s o ‘a B g Y TR TR TR sy @ y g
E-180 Wmiﬂm items (drivers and passengers S8a1s and backrests, carga covers, tarpauiing, ez, )
E-180 Request disposition Instruetions for a7 equipment, unless nolified chenwes
E-180 Brake test lactical wheeled vehicleg
E-180 Identy resource and parsannal constraints
E-180 Transfestum-in all squipment per disposilon instructions, uniess notined otherviss
E-180 Bring all equipmant io 1 maintenance standard AW disposition insiructions, uniess nolified otherwise
E-180 If unitis particpaing In SOCTEDC Frogram, natity the COBRO Data Coliector of inil reloaion————————
E-180 Taminale SDCFEDC Program
E-180 Malily the supparting TMDE Canter of upeoming unit relocation
E-180 mmmhm Usa (CBU) status
E-180 TransferTum-n TMDE
E-180 Inspect, clean, and furmin OCIE
E-180 Transfer Property Book Unit Supply Enhances {PBUSE] accouni
E-180 Closa SAAS-Mod account
E-180 Transfer Ammo Storage Area [ASA] sssais
E-180 Reconcie Standang Army Manageman? Systam {SAMS] accoumt
E-180 Realign Standard Amy Retal Supply System (SARSS) Account
E-180 Tum-in Instaiiation Fumitura
E-180 Conduct a 100% Inventory
E-180 Llear Joint Service Interior Intrusion Devics Syslem (JSN0S] with DER
E-180 Tum-in SS5C hems

Clear ams room of residual cleaning malarial, equipment, sobvent, lubvicants, off, pain) paiches, brushes, cleaning
E-180 rods, ate.
E-180 Tﬂ_ﬂ'n_irmm all mshngiﬂ_ﬂ'smﬁ.'s with other unils
E-1ED Matity Frovost MarshalDPWiEirs Department of ams room closune
E-180 Coordinata wilh DEWY for Moo repairs
E-180 Tum-in night scopes/Night Vision Goggres ang Other sensitive ilems [Secure ielephongs oic. ]
E-180 Tum-in magazines, bayonets and associated rapal pans
E-180 Tum-in indiidual and crew-servad WBApOnS
E-180 Tumn-in TM'slregiiations/blark forms
" E-180 Tumn ammunition [CperationalFores Protection/Tralning) and ammunilion residus
E-180 Clean and tum-n holslars
E-180 Tume-in armar's ioal kit
E-180 Selact, train andcmaﬁrtheaﬂdiﬂmﬂnmmnnﬁadmmmhunltm
E-1B0 Car aIms room of Privalely Owned Fireanms {FOF's] and ammunition
E-180 Tum-in special toois ang i85t equipmant
E-180 Tum-in sarviceable and Unsandiceable weapons repair paris
E-180 Tum-in solvent lanks and any assoclaled FAZRIAT
E-1B0 Identify resource and personnel constraints
E-180 Urder blocking, Bracing, Packing, Crating, and Tie-down IBBFCET) malenals
E-1B0 Reques! lum-in slandards for all ammo handiing equipmeant
E-180 Tum-In accountability recards
E-180 TUM-ift weapons racks angd $iorage cabinets
E-180 Turm-in Class Vand residue
E-180 Tumin OPL Ciass V load
E-180 Request D/l from MMC for excess properiy
E-180 rmmmmmmnmwwwwnnxmﬁm
E-180 Remave and secure cassiieg decuments and equipmant
E-180 Tiiaie cenceliation actions for requistion squipment
E-180 Conduet T00% inventary
E-{&0 Submit burm-in document to the FOP upon terminalion of lease confracls
E-180 Turm-in ULLS
E-180 Tum-in banch stock
E-180 Slop ordering suppies
E-180 kmenbory PLL
E-180 Identify resource and personnel constraints
E-180 identify all loanedibormowea equpment
E-180 Conduct a 100°% Invertony
E-180 identify all loaned/borrowed equipment
E-180 TUm-in excess Eﬂi B aqmb_nﬁ
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— E-1B0 Tnkate cancellation actons for requestion equipment
[ &80 Conduct 1007 myeniory
[ E-18D Submit turn-in document to the FOP upon termination of leasa contracts
E-180 Tam=in ULLS
E-180 Tum-in bench S10cK
E-180 Stop ordenng supplies
[ E-180 Imventory PLL
E-180 Identify resource and personnel constraints
E-1B0 Igentify all lnaned/bomowed equipmant
E-180 Conduct a 100% Inventory
E-180 Identify all loaned/borrowed equipment
| E-180 Turmn-in excess parts and eguipment
E-180 Inventory "Real Property” and refurn room to ils' original configuration
E-160 Tum-in unsenvicable G5 (lsar gas) capsues
E-180 Order blocking, Bracing, Packing, Graiing, and 118-00wn (BEFGAT ) matensls
E-180 Turn-in repair pars
E-180 Turn-in HAZMAT
E-180 Tum-in Joint Service Light Weight Integrated-Suit Technology (JSLIT) and Baltle Dress Gaments (BDO)
E-180 Tum-in Chemical detection Equipment (CDE)
E-180 Turm-in masks
E-180 Conduct 100% inventory
| E-180 Identifty resource and personnel constramts
| E-180 Turn-in excess properly and found govt property
E-180 Relocate 10 AIMS || equipment
E-180 Agiust Unit Level Logistics (ULLS) 54 account
| E-E0 Ficwe Unit Level Logistics-Aviation (ULLS-A) reconds and hardware
E-180 Change Uinit Level Logistics-Ground (ULLS-G) account
E-180 [identiy 2l inaned/bomowed equipmeant
E-180 |invaniory and tum- in logistics automalion systems
E-180 Tum-in Combat LifeSavers Bags
E-1B0 Tumn-in excess property and found gov'l propedy
E-180 InHiate requast on requisition fams from ona FDP o anothar RDP
E-180 Invantory, cancel and turn- in leased proparty )
Inventory turm-in and move MTOES TOB Proparty o the Forward Disinbution Point (FOP). NOTE: Donl forget to erder
E-180 BEPCAT and RF Tags o move equipment to FOP
E-180 Inftals canceiations aclions equipment and suppies requistions
E-180 \dentify rasources and personnel consiraints
E-180 Inventory and tum in installation Propery
E-180 Submit required work orders for repairs 1o the malnlenance faﬁ'ITt':.r
E-180 Invantory, idantify, clean, Inspect ire chains
E-180 Chack combat and tactical wheeled vehicles for Rotating Amber Waming Light (RAWL) kits
E-180 Identify, invaniory, and inspect vehicle-fire axdinguishers
Matify S-A.I'EBD as field feeding equipment reaches TM -10/-20 maintenance standard and is ready lor transfer to
E-150 another unit or tum-n
E-150 Clear stock record accounts for ASP
E-150 Claar proparty book
E-120 kdeniify RFID Tag Requirements for tracking shipmants
E-120 Inventory ASLIPLL] Bench Stock, Shop Stock, PUL, and oiher maintenance supphes and malenal
E-120 Inventory and turn-in logistics STAMIS
E-120 inventory and turn in unused POL coupons, fus! credit cards, and fuel master keys
E-120 F‘:Iuse Sell-Sanvice Supply Center (5550 ccount and retem fems no longer reguired
E-120 Raguest extemal suppor! to move aquipmant
E-120 Idenify, tum-n, or dispose of non-proparty Book Unilorm Rems
E-100 Invendiory *Real Proparty”
E-100 Inventery and turn-in sensitive itams
E-100 Toordinale with DEW ot furm-n of real property
|__E-100 Turn-in axcess property or found govemnment property
. [ E-100 identily unused HAZMA equipment and maleriel
E-100 Turn-in Alropine syretiss
[ E-100 Turm-in real propery
E-B0 Datarming organic and extemnal movemeni requirements for equepment, parts, lools, kits, compulers, alc.
E-80 Updata mailing address for DA and USAREUR pinpoint publications account
E-90 Move sokd and hazardous items
E-T5 Tonbnue Uil Ievel Mamienance achons
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[ &7 Notify galning marmenanes Betivity of the Unlts eqiipmant Sensily, readiness, and malierer Posiure
E-B0 Identify excess fugl Colupons
|__E-&0 Tum-in remalning fus! creai S3rds and fuel master key ]
| E-60 Tum-=in unopenad oif $ample materal ang Supplies to tha SUpporting Supply sUppor activity [SEA)
E-B0 Deslroy ADAP records and files
E-&0 Pack ADAP sampling equipment, Suppiies, materal, fecords, end publications
E-B0 Dispose of blank Torms, puiications and Chs
E-BD Resuma data coltection at naw location
E-80 Contact COR i terminais contracts &nd tum-in or haye equipment pickad up
E-G0 Cancel vendor contracts - ==
E50 Inventory and packags STAMS systems _
E-60 dentity and package RAZMAT for movement
E-80 Cancal contracts and tum-in contract aquipmant
| E-80 Terminata Janilonal contracts and contract BOuiprmant
[ E-as Inventory O@E_EWMRES. bottied water, candiments. amg enfancament flams
| E-45 Close TMOE account with T TMDE Suppor Center
| E-30 For unite Operating a dining faciity, ciosa RBP account
For units Oparating & dining facliity in gamison, identify unneeged recards, blank forms, admin files and technical
E-3p publications
E-30 Turm-in all mainienance faciites
E-30 Conduct final walkihrough inspaction of Mainlenance faciips
E-20 ldentify CTA lams
E-15 hip all ASLBLL items 1o new location
E-15 Idenitify inoperabig aquipmeant that requires fift Suppant
E-i0 urmn-in equiprman
E-10 Tum-in ULLS-52 equipman
=10 Tum-in ULLS-A ecuipment 1
| E-10 TurmHn ULLE-G squipment Vo
| __E5 Move equipment o new location
E-355 — |Request visss {CONUS)
E-385 Regquest Visa's {Italy)
E-385 Submit retiremen: applicalions
E-3B5 Manage AWDLOER packeds =]
'_E@Eﬁ Submit eMILPO fransaclions B
E-385 Verily ASA Tg2
| E-385 Access Consolidated Malroom Directory
E-270 Submit requests for earty separation
2 Stop inbound concurrentidefarmey famy travel
E-Z70 Transfer UIC
E-270 initiate UIC
E-240 Submil awards
E-230 Estabiish Information Eystem for famlly members
E-230 Prepare personmnel roster and Irack personnal aclions
E-185 Submit Involuniary Fareign Service Tour Extension IFSTE)
E-180 Augment PAG
E-180 Ideniity key posiions
E-180 Screan Exceplional Family Member Program (EFMP]
E-180 Submit passpor/Birth regisiraion requEsts
E-180 Submit stident fravel requesiy
E-180 Submit Foreign Sarvice Tour Extensions {FETE)
| E-180 issue moveman: ondars
E-180 Transfer FERSTEMBG account
" E-180 Transfer Millary Persornal Fiig
E-170 Prepare safaty ang Sccupational health plan el
E-T50 Completa Line of Duly investigations S
E-150 Conrdimvnthmhmudmmﬁmm
E-130 Develop plans for lecation of a ml‘rarml-nrmging facifity in conjunclion wiF the B35
E-120 Pravide information 1o COnSumers
E-80 Submét Officer and Noncommissioncg vatuation
E.20 Motity U5 Cittrenship and Immigralien Sarvices of changs of addrasg
E-80 Closs out MPD actions
E-50 Close cut official mail
B30 Close malreom
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WMEDICAL | VETERINARY
[~ E-130 Notify supparting Velennarny Delachment of relocaton
[ E-100 Provide local haalih and cental faciities with roster of personnel scheduled for depariue
E-80 Cross-level, lateral transfer, andlor tum-in medicsl eguipment and supplies, to include combat lifasaver bags
E80 Track pet Brams and Fealh cerincates
E-40 +Muniu:|r family member actions conceming medical records
. C2 & TRAINING
E-210 Conduct a pre-ceployment AT/FP essessment
E-180 Pian and direct QPSEC activites
E-120 Conduct Departure ceramony
E-140 Seactve Advance Party Depars
E-30 Advance Team Departs
E-T0 Final altendeas to nira-theater schools
E&T Force Slructune Change Notification
E-35 Submit final unit training schedule
E-35 Complata individual raining requirements
" PUBLIC AFFAIRS
E-270 Receie Waming Order and prepare 1o execuls relocabon nolhcabon mission
[ E-270 Fespond o any information calls
E-195 Prepare for announcemant
E-180 Delnver approved statemant on redocation to scldiers and family mambers
| E-180 Suppor 1o lohow-on PA aciviies
B0 SuppoTt PAL Uperations for depariure ceremaony
[ E-20 Submi PAD Lessons Leamed
PROVOST MARSHAL
— E-270 Command Emphasis on Securlty & Accountablity
I E270 Devalop security plan
E-270 ldentify opan customs cases
E-180 Racaive CID briefing on areas of concem
E-180 Conaucl SECUnty & Accountabiity
E-180 Coordinate for termination/cancelialion of IDSIESS conlracts
E-180 Conduct IACS Registration
E-180 Tum-in Kays
E-180 Tdentily dispositicn of unil equipment
E-180 Disposa of privately owned vehicles
E-160 1D registared privately owned fireanms [POF)
E-180 Close out cases
E-180 ID opan raports of investigation
HISTORIGAL PROPERTY RECORDS
E-180 imventory and dispose of non-unit related artifacts and art works
RESOURCE MANAGEMENT
E-180 Develop resource management stratégy
E-180 [Prepars o laently savings or ofissts
E-180 Prapars 1o identify requirements
E-180 ‘Terminate contracts
E-80 Obtaln funds for departura caremonbes
E-80 Ceaseltransfer RM funciions
E-10 Close out IMPAC Cards
COMMS & INFORMATION MGMT
E-180 Turn ol base communicabons [BASEGOM)
E-180 Cancel long haul communications
E-30 Transter COMSEL aceounl
E-80 Prepare records for lransfer or destruction
E-80 Re-accredil information systems (IS)
E-30 Dipose of classifiad publications
E-15 Raturn coplers to wendor
FIMANCE
E-50 Rerviaw travel and TOY enfiiements
| E-45 Reviaw sialion alowance procedurss
| Track Soimers wilh sovernment Travel Liedn Larg
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E-180 Review and track all background investigation S=is of assigned parsonnel
E-170 Debrief personnal with £C1 clearance
E-170 ivﬂrﬁy :ﬁspn.s'rt.iungf intelligence equipmeant
[ E-170 Dispose of Classified Documents
E-120 Coordinate for instaliation of anti-nirusion devices al new location, T needed
E-100 Canduct final inspection far secunily equipmen!, sensiive or classfad fams
[ E-100 Tum-in anliintrusion devices
E-80 Ingpect furniture and containers for classified materal
-80 Clear reproduction equipment
E-20 Change CEass men accounis, as neadeq
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