SWD-HR INFORMATION BULLETIN #1

1 October 2001

Reorganization Procedures

Purpose:  This information bulletin provides step by step procedures to accomplish a reorganization.  

1.  The manager requesting the reorganization should advise the SWD CPAC and the Management Analysis Branch, Resource Management Division of the intent to reorganize.  The manager should begin preparing new and revised job descriptions as soon as possible.  The CPOC requires that new/revised position descriptions be provided to them 60 days before the effective date of the reorganization.  

2.  The Management Analysis Branch will issue a permanent order to officially change the organization.  They will also prepare new mission and function statements and organization charts based on the information provided by the manager.  The Management Analysis Branch will notify the Budget/Manpower Branch(s) and the Customer Service Representative(CSR) of the pending reorganization  Approximately ten weeks are needed to implement the organization and personnel changes after the permanent order is issued. 

3.  The manager (or administrative staff) will prepare the information (table 30 build sheets - sample attached) needed to change the organization in the Human Resources and DFAS automated systems and provide the table 30 build sheets to HR and RM.  The HR Specialist will assist in determining proper organization codes for the new organization (see attachment).  
4.  The HR Specialist will provide the table 30 build sheets to the CPOC.  The RM Customer Service Representative (CSR) will provide the information to DFAS.  The CPOC and DFAS require 30 days to build a new table 30 in their systems. 

5.  After the CPOC builds the new table 30, the manager must initiate the Requests for Personnel Action (RPA's) to establish the positions in the new organization and move personnel into the new organization.  The RPA's to move the employees must be provided to the CPOC 30 days before the effective date.

6.  The HR Specialist will coordinate an effective date with the CPOC, CEFMS Coordinator for the District and the CSR  for implementation of the new organization.  The CSR will coordinate with DFAS.  CEFMS will have to be taken off line prior to implementation of the actions in order for the system to accept the changes, therefore it must be a coordinated effort.

7.  The effective date must be at the beginning of the pay period.  On the Friday before the effective date (or whatever date requested by the CEFMS coordinator) the CPAC automation team will, upon request, run a reorganization report that shows the current organization and employees assigned.   The report will be provided to the CEFMS coordinator and HR specialist.  On Monday/Tuesday after the effective date, the CPOC processes the personnel actions to move employees into the new organization.  The HR database refreshes as the actions are processed by the CPOC.  Generally, by Wednesday all of the actions will be processed to actually move the employees into the new organization.  On Wednesday or Thursday (or whatever date the CEFMS coordinator requests) the CPAC automation team will run a CEFMS extract and provide it to the CEFMS coordinator.  The CPAC specialist is responsible for ensuring that all employees are moved to the new organization.  This can be done by comparing a new reorganization report or a filled and vacant report to the pre-reorganization report.  Also, the CPAC specialist  must ensure that old organizations are deleted and valid vacant positions are established in the new organization.  The HR specialist must assure that any open recruit RPA's have the correct organization code.

8.  The CPAC Specialist who is working the reorganization will need to coordinate to ensure that the managers, supervisors and administrative personnel have the proper accounts established and appropriate permissions to access the new organization in MODERN and CSU.  The Director/Division/Office Chief must approve all requests for accounts and permissions to access the Modern and CSU systems.  Approved requests from the Chief will be provided to the CPAC automation team.  The CPAC automation team will provide the requests to the CPOC and coordinate the account changes.  It usually takes the CPOC 1-3 days to make the changes.  The account changes should be initiated in time to be effective on the implementation date so the appropriate people will be able to process personnel actions in the new organization.  
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TABLE 30 BUILD SHEET


F:\HR\COMMON\FORMS\ORG-CHG-TBL30.DOC


ORGANIZATION CHANGE/ESTABLISHMENT FORM


(NOT DA INTERN)


REQUEST FOR TABLE 30 BUILD


INITIATOR

 
(Name)


CCPO ID


HB (Same for all SWD organizations)


COMMAND CODE

CE


UIC



Example:  W2SU03(CIVIL) and/or W07605(MILITARY)  


ORGANIZATION CODE
**
Example:  M4R0820 (Always a 7-digit code)(COORDINATE WITH LOCAL RMO & CPAC)


**org codes instructions are at page 3 


OFFICE SYMBOL

(Example:  SWLET-CM)


ORGANIZATION NAME 1
(Example:  U.S. Army Engineer District, Little Rock)


ORGANIZATION NAME 2
(Example:  Engineering Division)


ORGANIZATION NAME 3
(Example:  Design Branch)


ORGANIZATION NAME 4
(Example:  Military Section)




Notes:


The initiating office will complete the above information and transimt it electronically to the CPAC.


The CPAC will transmit the information electronically to the SWCPOC Classification Division.


As soon as the org codes have been coordinated by the initiating office with the RM, the CPAC and CPOC, The initiating office can prepare RPA's to establish jobs and move persnnel.  The org code is put on the template rather than the RPA. 


District initiating office must send a copy to local CSR in RM.


NOTE:  IT IS THE RMO’S RESPONSIBILITY TO COORDINATE WITH DFAS ON GETTING THEIR TABLES UPDATED. 


DFAS REQUIRES 30 DAYS to build new org tables before personnel actions can be processed.  The DFAS POC IS connie.sebastian@dfas.mil.

ORGANIZATION CODE STRUCTURE


Position 1-2
Represents the Major Subordinate Command/District Command, Separate Operating activity.


MO - Southwestern Division Headquarters


M2 - Fort Worth district


M3 - Galveston district


M4 - Little Rock District


M5 - Tulsa District





Assigned by Deputy Chief of Staff for Resource Management (HQUSACE)


Position 3-4
Designates First level organizations within the Major Subordinate Command/District Command/ Separate field operating activity (e.g., directorate, division, office, center, area office, project office, laboratory, etc.)



Example:  M2R0

Assigned by Deputy Chief of Staff for Human Resources (HQUSACE)


See enclosure 2 for description of codes.


Position 5
Designates second level organizations within a Major Subordinate Command/District command/separate field operating activity.



Locally assigned by MSC/District, etc. except Directorate of Engineering and Technical Services which is assigned by Deputy Chief of Staff for Human Resources (HQUSACE)


Position 6

Designates third level organization.





Locally assigned by MSC/Districts, etc. 


Position 7

Designates fourth level organizations





Locally assigned by MSC/Districts, etc.


USACE STANDARDIZED ORGANIZATION CODES


(Revised 10 May 2000)

Position 1 & 2 COE reporting organization code.  M0 – SWD; M2 – SWF; M3 – SWG; M4-SWL; M5-SWT


Positions 3 and 4 of Organization Code will come from the following list.


10 Area offices (If more than one in a MSC/District, use 11, 12, etc.; if more than ten, use 1A, 1B, etc.)


20 Centers (If more than one in a MSC/District, use 21, 22, etc.; if more than ten, use 2A, 2B, etc.)


30 Laboratories (If more than one in a MSC/District, use 31, 32, etc.)


40 Various Offices (Alaskan Project Ofc, Hanford Prog Ofc, Power Enhancement Reliability Prog Ofc, Pentagon Renovation Ofc, Pulaski Opns Mgmt Ofc, Special Projects Ofc, etc.)


50 For local use when organizations vary from above.


60 for local use when organizations vary from above.


70 Logistics Management


80 Internal Review Office


81 Engineer Inspector General


91 Long Term Training


00 Executive Office (Include special assistants, boards and committees not shown elsewhere in organization, and administrative support reporting directly to that office)


A0
Equal Employment Opportunity


B0
Resource Management


C0
Safety and Occupational Health Office


D1
Safety and Security


E0
Counsel


F0
Human Resources


G0
- reserved for HQUSACE future use -


H0
Programs and Project Management


H1
Programs and Plans


H2
Project management


H3
Directorate of Programs Management


H4
Planning Programs and Project Management


I0
Information management


J0
Directorate of Public Works


K0
Planning Division


K1
Planning, Environmental, Regulatory Division


L0
Engineering


L1
Engineering & Construction Division


L2
Engineering & Planning


L3
Engineering & Materials Division


L4
Engineering & Measurement Services Office


L5
Facilities Engineering


L6
Military Programs


L7
Environmental Restoration Division


L8
*Directorate of Engineering & Technical Services (SEE NOTE)

M0
Construction-Operations


M1
Construction Division


M2
Military and Construction Operations


N0
Real Estate


P0
Contracting


VI
Reserved


USACE STANDARDIZED ORGANIZATION CODES


(revised March 2000)

Q0
Military & Technical Directorate



(Q0L; Technical Engineering  & Construction Division)



(Q0M; Military/ HTRW/ SFO Division)



(Q0N; Real Estate Office)


Q1
Civil Works & Management Directorate



(Q1B; Business Management Office)



(Q1W; Civil Works MGMT Division)



(Q1H; Planning & Policy Division)



(Q1R: Operations Division)


(Q1L0; North Pacific Water Management Division)


(Q1L1; Missouri River Basin Water Management Division)


Q1D1; Fish Management Division)


Q2
Civil Works & Technical Directorate



(Q2L; Technical Engineering & Construction Division)



(Q2W; Civil Works Planning/Policy/Management Division)


Q3
Military and Management Directorate



(Q3B; Business Management Office)



(Q3M: Military/HTRW/SFO Division)


Q4
Technical Directorate



(Q4L; Tech Engineering & Construction Division)



(Q4R; Operations Division)



(Q4N; Real Estate Office)


Q5
Management Directorate



(Q5B Business Management Office)



(5H; Planning & Program Management Division)


R0
Operations Division


R1
Operations, Construction & Readiness


R2
Prime Power & Emergency Operations


R3
Emergency Management


R4
Regulatory Division


S0
Security & Law Enforcement


S1
Security Office


T0
Strategic Planning & Initiatives


U0
Research and Development


V0
Office of Small and Disadvantaged Business


W0
Civil works


W1
Civil works and Planning


X0
Office of History


Y0
Audit office


Z0
Training Division/Training Mgmt Directorate (Huntsville)


*NOTE:  Fifth position of offices within the Directorate of Engineering and Technical Support should be identified based on the code in position 3 on this table.



