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1300 L Street, NW, Washington, DC 20005

October 25, 1996
Dear Tony: :

Pursuant to the provisions of the national agreement this is to initiate a
grievance contesting the ernployer’s interpretation of Article 6 as expressed in
your letter of October 17, 1996. The Section that you refer to (Section E, 1)
provides that employees will receive severance pay “in accordance with Part 435
of the Employee and Labor Relations Manual” The operable Section that is
in dispute is Section B, 4. which provides that “Employees who elect to
terminate their employmen’c will receive a lump sum severance payment in the

amount provided by Part 435.”

These provisions clearly provide that employees who volun’carily terminate their
employment “will” receive severance pay in addition to early retirement benefits,

if eligible.

The union interpi‘ets the national agreement as requiring the payment of
severance pay.

Please schedule a date for discussion at your earliest opportunity.

S incerely,

Bl SR
William Burrus

Executive Vice Presiden’c

Anthony J. Vegliante, Manager
Contract Administration

475 1. Enfant Plaza, SW
Washington, DC 20260
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October 17, 1996

Mr. William Burrus

Executive Vice President

American Postal Workers
Union, AFL-CIO

1300 L. Street, N.W.

Washington, DC 20005-4128

Dear Bill:

This letter is in response to your April 29, correspondence requesting clarification to a response
given in a management Q & A document distributed to managers of Human Resources in each
Area office for guidance on Article 6 issues.

As verbally communicated to the APWU when the parties entered into discussions regarding
Article 12 and 6 provisions, all inquiries regarding Article 6 & 12 would not be responded to until
we had concluded the discussions. That is the reason for the delay in responding. Since we have
concluded our discussions which resulted in a Memorandum of Understanding (MOU) on MPLSM
downsizing, your inquiry into this matter can now be addressed

The answer to Question 8 of the referenced document is correct in the context of the questien. In
your letter, you state that, . . . The parties have agreed that those employees who qualify for early
retirement will also receive severance pay. . . " and that is not true. Article 6 provides for the
conditions under which employees will receive severance pay by referring to the criteria contained
in the Employee and Labor Relations Manual (ELM), Section 435. In section 435, it is clear that
an employee is eligible for severance pay:

. except in the following circumstances: -
a. The employee is entitled to an immediate retirement annuity.”

An employee who gets “early retirement benefits” is entitled to “an immediate retirement annuity”
and therefore does not qualify for the severance pay.

If you do not agree with this explanation, please clarify and re-submit your request to this office at
your earliest convenience. If there are any questlons do not hesitate to contact me at

. (202) 268-3824.

Sincerely,

“?rw@/l WM

Peter A. Sgro
Acting Manager
Contract Administration APWU/NPMHU

475 L'EnFanT Praza SW
WasrinaTon DC 20260-4100
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Apzil 29, 1996

Dear Mr. Vegliante: |
v/

I am in receipt of a copy of your instructions to the managers of Human
Resources including Article 6 questions and answers. The union disagrees with
the answer to question 8 providing that “Those employees not eligible for
retirement would receive severance pay as outlined in Part 435 of the ELM".
This answer misstates the provisions of Article 6 B which provides that

Employees who elect to terminate their employment will receive a lump sum
severance payment ... and if ellgxble, will be given the
early retirement benefits

The partiés have agreecl that those employees who qudli£y for early retirement
will also receive severance pay while your response p;:ovicles that only those
employee's\%hgible for retirement will receive such pay.

NO

This is to determine if the parties are in clisagreemen’c on the interpretation of

Article 6 B.

S incerely,

HorSigore

Executive Vice Presnlen’c

A_nthony J. Veglian’ce, Manager
Grievance & Axbitration Division
475 1/ Enfant Plaza, SW
Washington, DC 20260
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April 11, 1996

MANAGERS, HUMAN RESOURCES (AREAS)
SUBJECT: * Article 6 and 12 Questions and Answers

Attached are documents related to Articles 8 and 12 of the collective bargaining
agresment. Included ls Article & netification corraspondenca to the APWU
National union communicating Reduction In Force (RIF) competitive levels
decided on by the Postal Service after having met the contractual obligation to
consult with the union. ‘A8 you know, the applicable RIF competitive areas were
already sstablished and published in a Postal Bulletin,

In sddition, there is & set of Q & A's sxplaining and olarifying the contractual
provislons of Article 8 and Articls 12 to halp better understand some of the

nacessary steps assoclated with the procedures. These Q & A's are Intanded to
address the most asked questions on the seldom used provisions.

Pieace ehars this information with the appropriate labor and human resource

‘pwfeaslohafa in the Area and District offices. . -

if there st mny questions, do not hesitate to contact Peter 8gro of my staff at
(202) 268-3824, -

A Ls

Menager
Contrect Administration (AFWUMNFMEHU)

Attachment

478 LU Fuim 8
Wepware: DC 20240.4100 (-
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435.23

j. Employees in the clerk-craft who are detailed to
nonbargaining positions.

434.63 Paygéomputatian

434.631 Out of Schedule premium is paid to eligible
personnel in addition to the employee’s base hourly rate
and at 50% of the base hourly rate for qualifying hours
worked up to 8 hours in a service day or 40 hours in a
service week.

434.632 For those eligible employees who receive
TCOLA (439.1), this premium is paid at 50% of the
employee’s base rate, plus TCOLA, in those workweeks
when FLSA overtime is earned. In workweeks when
FLSA overtime is not earned, this premium is
calculated in accordance with 434,631,

434.633 All leave paid to an employee who is in an "out
of schedule" status will be paid at the employee's
straight time rate.

434.7 Nonbargaining Rescheduling Premium

434.71 Policy. "Nonbargaining rescheduling premium"
is paid to eligible nonbargaining-unit employees for
time actually worked outside of, and instead of, their
regularly scheduled workweek when less than 7
calendar days notice of the schedule change was given. It
is not_paid beyond the seventh calendar day after the
notice of schedule change is givan. -

434.72  Elgibility. All nonexempt  full-time
nonbargaining-unit employees grade 18 and below are
eligible for "nonbargaining rescheduling premium.”
Full-time nonexempt postmasters and officers-
in-charge, however, are only eligible when their
schedule is changed because their relief is not available
to work the sixth day (see 432.34).

434.73 Pay Computation

434.731 Nonbargaining rescheduling premium is paid
to eligible personnel in addition to the employee’s base
hourly rate and at 50% of the base hourly rate for all
actual work hours up to 8 hours in a service day or 40
hours in aservice week.

434.732 For those employees who receive TCOLA
(439.1), this premium is paid at 50% of the employee’s
base rate, plus TCOLA, in those workweeks when FLSA
overtime is. earned. In those workweeks when FLSA
overtime is not earned, this premium is calculated in
accordance with 434,731,

434.8 Pyr?imiding of Premiums.

See Exhibit 434.8 for a decision table for situations
when an employee may be eligible for more than one
type of premium pay for the same hour of work.

ELM, Issue 12, 5-1-89

435 Severance Pay

435.1 Eligibility

Any career USPS employee who is involuntarily
separated and who has been employed continuously by
the USPS and/or other federal agency for at least 12
consecutive months (without a break in service of 3 or
more consecutive days) immediately prior to the
separation is eligible for severance pay, except in the
following circumstances:

a. The employee is entitled to an immediate
retirement annuity.

b. At the time of separation. the employee is
offered and declines to accept a position in the USPS or
in any other federal agency of like seniority, tenure, and
pay within the same commuting area. .

¢. The employee is separated because of entry in
the military service.

d. The employee is separated for cause on charges
of misconduct, delinquency, or inefficiency.

e. The employee, at the time of separation, is
receiving compensation as a beneficiary of the Federal
Employees Compensation Act except when receiving
this compensation concurrently with postal pay.

435.2 Computing Severance Fund

435.21 Limitation. In no case shall the severance pay
fund exceed 52 weeks basic compensation.

435.22 Creditable Service. Creditable service means all

service as a paid federal civilian or postal employee and

all military service which interrupted a period of paid

federal civilian or pesial service--zxcluding any period -
of federal or postal service for which severance pay has

previously been paid.

435.23 Paid Allowances. The employee is credited with
! week's basic compensation (the weekly basic rate of
pay, excluding COLA, in effect at the time of separation)
for each year of creditable service up to 10 years. The
employee is credited with 2 weeks' basic compensation
for each year of creditable service in excess of 10 years.
Each 3-month period of service that exceeds 1 or more
full years of service is computed as 25% of a full year.

a. Employee in Nonpay Status. In this case, the basic
compensation is the basic compensation the employee
would have received had she or he been in a pay status at
the time of separation.

b. Part-Time Regular Employee. In this case,
determine the basic weekly compensation by multiply-
ing the number of hours in the employee’s regular
schedule by the employee’s hourly rate of compensa-
tion.

¢. Part-Time Flexible Employee. In this case (1)
divide by 52 the total number of hours-excluding
overtime hours but including paid leave hours--that the
employee had to his or her credit during the previous 52
weeks to find the average hours worked per week and
(2) multiply the average hours worked per week by the
employee’s hourly rate of compensation to determine
the basic weekly compensation.

139



ARTICLE 6/12 REASSIGNMENTS - QUESTION AND ANSWERS

1. Question: When reducing employees in an installation, would local mansgement apply
Article 12 provisions until such time s a preference eligible would be affceted by
placcment in & lower level position?

Answer: A determination must be made, based on the results of examining various
scenarios, to utilizs either Article 12 or Article 6. Prior to implementing Article 6,
authorization raugt be received from Headquarters through the Area Manager, Human
Resources, of designes. [Ref. 6 (3).]

2, Question: When providing the ninety-day advance notification to the affected union(s)
a thelr regional Jevel, s management required to provide documentation supporting its
position regarding: legitimate business raasons for the action; the maxdmum number of
affected employees; and the redustion in casuals, parttime flexible workhours and
overtime hours?

Axswer: There is no requirement in the language of Article 6 relating to notificution to
the unions that would require such documentation 10 be includes) with the notice. A

sample notification letter hus been prepared for Ares office use. However, supporting
documentation should be furnished. (Ref. 6.B.1]

3. Question: When providing the affected employees the required sixty-day advance
notifioation, what “rights™ must they be advised of or are they advised of their rights when
and if laid-off or subjected to a reduction in force?

Answers Article 6 requires that the Postal Service provide the affected employees with a
sixty-day uotics that they may be affected by layoff or reduction in force (RIF). A sample
notification letter has been prepared for local office use. The affected employees would be
advised of thelr appeal rights when and if the specific actions affecting them take placs.

The RIK procadures require that the employses within the competitive ares whers a RIF
may {ake place be givan at least s ninety-day general notice that they may be uffected by a
RIF. Further, employees who are affected by a RIF must be given ut least a sixty-day
notics of the specific RIF action and be advised of their appeal rights. The draft notices
will be provided by Headquarters through the Ares Manager, Human Resousces. [Ref.
6.B.2.]

4. Question: When notifying ewployees that they may be subject to the provisions of
Article 6, must managemert notify non-protected preference eligibles who have three (3)
or more years of servics and who are within the impacted number in the seniority unit?

Auswer: Yes. They are subject to the preconditions which must be met prior to lay-off

_or reduction In force and would receive written notice. [Rel 6.1.2]

mIR oL U0 LT AU MO UL T S
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ARTICLE 6/12 REASSIGNAENTS - QUESTIONS AND ANSWERS

8. Question: Ts management required 10 separate 2ll casugls in the affacted eraft?

Answer: While there is no absolute requirsment to separate alt casuals in the affected
craft, management must sepurate them to tha “fullest extent possible.” [Ref. 6.B.4.)

6, Question! Is management required to reduce part.time flaxible workhours regardless
of salary Jevel in the affected craft?

Angwer: No. Management is required to minimize part-time flexible workhours used in
positions within the affected seniority unit; .., positions in the salary tevel and craft [ the
specific inatallation. Note that, unlike reduction of casuals, this requirement applies to
positions within the senjority unlit rather than the entire eraft; foc most crafts, thisisa
limiting condition. [Ref. 6.B.4.]

7. Question: Is mansgement required to reduce the amount of overtima worked in
positions within tx: seniority unit?

Answar: Yee. As with minimization of past-time flexible workhours, management is

required to minimize the amount of overtime worked in positions within the affected
senfority unit. [Ref. 6.B.4]

8. Question: Can wa offer retirement as opposed to instituting @ lay-off or reduction in
fores? ~ '

Answer: Employees in the t':.ﬁ”ected craft must be offered the opportunity to voluntarily
terminate their employment as a precondition to implementation of Article 6. Thoss

employees not eligible for retirement would receive severance pay as outlined in Part 435
ofthe ELM, ‘

For varly retirement, however, prior OFM approval Is required before it can be offered.
[Ref. 6.B.4.] '



ARTICLE 6/12 REASSIGNMENTS - QUESTIONS AND ANSWERS

9. Questlons Under Article 6.B.4, Is management required to solicit volunteers to
terminata their employment even if there are a sufficient number of available duty
assignments in other seniority units to place all of the affected employeea?

Answer: Voluntesrs are limited to 2 number equivalent 10 the number of affected
employees for whom vacanciss do not exist. [Ref. 6.B.4]

10, Question: Is management required to reduce transitional employss workhours?

Answer: No, All that the Memorandum of Understanding with the APWU aud (e
arbitration award with the NALC require is that employess subject to lay-off be offered
the opportunity to work any transitional assignments within the same categary and
installation. Such employees must be cucrently qualified for the transitional assignmants.
[Ref. MOU, Asbitration Award ] |

11, Question: When.making assignments as a result of a preconditional posting, does the
term *qualified” imply “currently qualified” or “minimally qualified?™ If the answer ig
“minimally qualified,” are such ¢mployses entitled to enter a deferment pericd 5 defined
in Article 37, Sections 3.F.3.a2., 3.F.4.a., xnd 3.F.7 0r to demonsirute & skill(s) as defined
in Artlele 37, Section 3.F.5? , _ .

Answers In order to be assigned to preconditional vacancies, employees must only be
minimally qualified for the assignment, if minimally qualtficd, they would be entitled 1o
enter 8 deferment period or to demoristrate & skill in keeping with the cited provisions of
Article 37, [Ref 6.B.5)

12. Question: Does the fact that employees met different entrance qualifications within a
given salary level, such a3 Level 4 Mall Procagsors and Level 4 CFS Clerks with their
different qualification standards, affect assignment of those employees under the
preconditional posting?

Answer: Assignment under the preconditonal posting is initially based on the employeas
meeting the minimum qualifications, which include the appropriate entrance examination.
For clerk crat empioyees, ses lso the Memorandum of Understanding re. “Interlevel
Bidding -- Entrance Examination Requirsments.” [Ref. 6.B.5.]



ARTICLE 6/12 REASSIGNMENTS - QUESTIONS AND ANSWERS

13, Question: If a non-protecied preference eligible employse does not request
assignment to the sole vacancy in the same lovel at the time of the preconditional posting,
while & junior non-protected non-preference eligible makes such request, who is assigned
to the vacancy? What would be the result If the non-protected non-preference eligible
were the senior of the two (2) employess?

Answer: As there was only one vacancy in the same level, the non-protected preference -
eligible would be assigned, even though s/he did not request the vacancy, regardiess of
relative senionity standing, [Ref. 6B.5.]

14. Quextinn; Tftwa (2) vacancies In the same level were available in the preconditional
posting, would they be assigned based on seniority if the non~protected preferenca eligible,
who is wenior, failed 10 request assignmeat while the junior non-protected non-preferancs
eligible made a request?

Answer: In this example, as two (2) same level vacancies were available, the junior non-
protected ron-preference eligible would be assignaed to the vacancy of his/her cheice and
the sendor non-protected preferencs ellgible would be assigned to the remaining vacancy,
This angwer sssumes both employees were minimally qualified. [Ref. 6.B.5.]

15, Questions Are affected non-protected preference eligibles in the affected seniority
unit entitled to request reassigament o available lewer leval duty assignments posted
during the precondnonal posting

Answer: Yes, [Ref 6B.5]

16, Qucstion': Are duty assignments in the same seniority unit as the affected employees
which are vacant at the tims that the Article 6 preconditions are implemented included in
the twenty-day posting?

Antwer: No, Unassigned prowecied employees would already have been assigned to such
vacancies, {Ref 6.B.5]

17. Questions Can non-protected, non-prefercace cligible cmployces within the seniority
unit who will not be 1mpac‘cd baszd on the number of employeas involved request
assignment to a duty assignment which is offered duning the twenty-day preconditional
posting?

Answer; Yes. [Ref 6B.5.]

]



-— - - - - - - ST e e N

ARTICLE 6/12 REASSIGNMENTS « QUESTIONS AND ANSWERS

18, Question: Can management utilize the duty assignments encumbered by affected
ernployees to placa tha ramaining unassigned employees in the zaniority unit whose

pasitions have been abolizhed?

Answer: Protected employees wha are unassigned due to their duty assignments being
abolished and non-protected employees who are unassigned due to their duty assignments

abolished and who will not b Impacted can be assigned to duty asgnments encumbered
by affected employees kn the senlority unit. {Ref. 6.B.5.]

19, Question: How are seniority units constructed?

Answer: A seniority unit is composed of all nan-protected preference eligible and non-
protected non-praference eligible employees in the same craft, same catagory and same
salary level within each installation, as installations were defined under the 1990 Collective
Bargaining Agreements, The parties may mutually agree to define seniority units on terms
other than those outlined hereln. [Ref’ 6.C.3.]

20. Quc&tion: What are seniority units utitized for?

Answer: Seniority units are defined for the purposes of identifying croployees exposed to
lay-off and/or reduction in force, identifying positions in which overtime and pari-time
flexible hours must be minimized and identifying vacancics which employees may apply for
in the preconditional posting. [Ref. 6.B.3,,B.4., and B.5.]

21. Question; Are employees with saved grade in lower level positions treated as though
they are in the level they ara working or as though they aro in the seved grade lovel?

Answert Bmployees with saved grade working in lower level-positions are considered to
be in the laval in which they are working, not In the level of their saved grade. Where
such empleyees are working with other employwes vecupying positions in that same level,
neither group has preference over the other simply by virtue of one group being in saved
grade status, [Ref. 6.C.3.]

22. Question: How are multi-craft duty assignments placed into sericrity units?

Angwers Multi-craft duty assignments are placed into senlority units bassd on the
identity of the incumbent. For exampls, if a letter carrier held a VOMA assignment, that
assignment would be in the senlority unlt composed of Level 5, full-time regular, letter
carrier craft employess at the particular ingtaltation. [Ref, 6.C.3.1

&
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ARTICLE 6/12 REASSIGNMENTS « QUESTIONS AND ANSWERS

23, Question: llow are compethtive areas for reduction in force purposes defined? For
example, custodial assignments are on the plant orgmzatlon structure, but the custodians
holding the assigaments physically work in a station - is the competitive level tha plant or
the station at which they wark?

Answer: Competitive areas were listed in Postal Bunetin 21887, dated February 16,
1995, In order to determine which competitive srea & specific job assignment falls into,
PB 21887 miust be refarred to. [Ref. 6.C.5.]

24, Question: Have competitive levels been identified for bargaining unit employees?
Angwer: Yas,

25, Question: When a non-protected, prefarence eligible career conditions! emplayee is
releaged from hig/her competitive lavel, is vhe entitled to bump 8 non-protected, non-
preference eligible from a duty assignmem obtained durmg the preconditional posting
required by B.5?

Anywer; Dcpcndmg upon the employes's RIF retention standing, a non-pmtectcd, career
conditional preference eligible who is released from his or her compatitive level coyld
displace either a non-protected, career conditiont! non-preference elibible or even 2 non-
protected, career conditional preference eligible. [Ref. 6.C.5]

26. Question: Can 8 preference eligible Level 6 Distribution Clerk - Machine MPLSM
who has never been & manual clerk bump a non-preference eligible manual clerk durdng a
reduction in force?

Answer: During a reduction in force, a preference eligible cun “bump” an employee in a
lower tenure group or a lower :ubgroup within the same tenure group within his or her
competitive area who is holding a position for which tha preference eligible is minimally
qualified and which is up to three grads levels below the grade level of the prcfkrs.nce
eligible's current position.

Also, & preference eligible can “retreat” 10 a position which bs the same position, or is an
cssermally identical one, to that which had been previously held by the employee. The
posmon must be held currently by another employee with a lower retention standmg in the

B R



SAMPLE LETTER #1
{80-Day Regional Unlon Netification]
(NOTE: Footnotes gre Included for ald In prepmtlon only)
DATE:
SUBJECT: Motification of Reassignmant, Layotf and/or Redudtion in Forco
TO: APWL Reglonal Coordinator
NALC Nationa! Business A Agant
NPMHU Regional Director
Daar SirMadam:
In sccordanss with the pravisions of Adicle 88.12, advance notificstion is hereby given that an
excass of amployees (exisisiwil wxist)® at (name of inslallaﬂoﬂ) and that a layelf and/or
redudcion in forea will be implemanted no soonar than (dats)*
This action Is required due to (business eandition)®,

Thots ars & maximum of (insert number and ralated lnformaﬂon)‘ at the installation who may ba
subjectto the aclions oullined above.

In keepling with the abave, the converslan of part-time flsxibiss in the affected crafl {o full-time
regular of futltime fexible’ will be discantinuad untll further natica,

Pleass contact me Il you have any quastions In this ragard. i

Ares Manager, Human Resources

co: District Manager, k{uman Resgurces
Reglonal Unlon(s)

! s Addrassee s dstermined bassd on crafl of aMacled amployees.

The raferenca 18 Adicie §.3A whan mall harkiiers ars the affected employees.

seled based on whathsr the excess rondition cutrently exists or is projected.

om must be no soonur than 80 calendar days from the date of tie letter.

¢ Specify the business condltion which requlnes this action; e.g., Introduction of sutomation,
lmp!amcntutlon of RBCS of DPE, oto,

Specify the maximum number of smployees and indicste thelr crafi(s), calegory(s), and

veli(s), _
If the latter Is addrassad 10 ths NPMHU, delste the refersnce to full-time flexibles.
" Copy the letter tv the union(s) not isted In the acdress as outiined In Footnote 1,



SAMPLE LETTER #2
{Letter 2: 80-Day Notios to Affectad Emplayees)
(NOTE: Focinotes are inciuded for ald In preparation onty.)

Vis Cartified Mail
DATE:
BUBJECT: Notification of Resssignment, Layoff and/or Ruduetion In Force

TO: Name of Affectad Employee
E5# - .
Job Titls
Adgress

You are heraby nofifled that the U. S. Postal Barvice may be roquired fo conduct a
regssignment, layoff and/or reduction In fores ungder the provigions of Articie 8 of the Collsctive
Bargaining Agreement, and applicable federe! siatute, You may be affected by one or the athar
Iot {hasa actions no sooner than sidy (80) calendar days' from the date of your receipt of this
etier,

A lisiing of vacancias in other saniofity units within your Installation and in other instaliations
within the commuting area to which you may request raassignment will be posied no less than
twerity (20) calendar days prior 10 the etfective date of this action. You will be provided with

addilional. Information regarding submission of requedts fat reassignment to those vacancies at
hat time, .

Additionaity, you have tha option of voluntarily terminating your employment or, if eligidle,
applying for sary relirement. Please revisw the atlached notics which wili be posted on the
officlul bulletin board.? if you are Interested in axarcising either of thess options, please contact
(name of dasignes) at Qelaphons numbaer) fox further information.

If you are effectad by layoff or reduciion in force, you wid be pravided with recall rights in
keeph[;{g‘ wttt}? the proviskons of Articie 8 of the Gollective Bargaining Agreement or fedaral statuts,
as applicabls.

Flease tontact the individual listed ahove If you have any questions regarding your craft
senlarity date, years of ysrvica or Gther matters related to this notice. If you balieve thal your
veterans' preference status i3 Incamrecily racordad In your Official Personnel Folder, ar if you
have other queslions regarding your peafarence aligibliity, ptease be prepared 10 provide a copy
of your DD-214 to validats your caim,

Postimaster/Plant Manager
¢¢: Managar, Humun Rezourcas

Local Union President
QOPF

! Establish sffectiva dats 10 allow for dellvery time in addition 1o required 60-day notice.
2 attach a copy of the *NOTICE TO ALL ___ CRAFT EMPLOYEES” regarding solicitation for

. ‘volurtary tarmination,



SAMPLE LETTER #3
{Lettar 3; Affected Bmplayee Job Seloction Letter)
(NOTE: Pooinotet afe included for aid in proparstion only.)

Via Cortlfied Mait
DATE!
SUBJECT; Nouficatos of Anticic 6 Reassignaent Uptions

TO: Name
384
Job Title
Addreas

By letter dated (insert date), you were provided with sixty (60) duys advance notice that you could be
affected by reassignment, Jayoff and/or reducticn in force, As a precondition to laycdY or seduction in
foree, all vacancies in the same or lower fevel in other senfority undts within your installation 2nd other
installations within the commuting area have been [dentified and postsd on the official bulletin board(s),

As an affected employss, you may request reassigrunent to available vacancies for which you meet the
minimum ‘qualifications by indicating your prefezence(s) on the attached form  Space I provided for you
1o indicate your ordér of preference if you are miniwnally qualified for more than one of the posied
vacancies, Selection among qualified preferance ¢Hgitlz and qualified non«preference eligible smployees
who request reassignment will be made on & seniority basis, except as timited by the requirement stated in
1 helow?. H you ave a preforeace eligible employee, selection of 8 vacancy at & lower leval is anthialy
voluntary on your part. . '

Indicate your preference for posted vicancles and forward the completed and signed form 4o the individual
Uried Sercuader, postmarked no later than tyn (10) calondar days from tho dats of this letier.

(Insert Naros and Address of Designated Management Represcentative)

I you decline ® fequest reasssignment of If you fail 10 twely wiurm e atiached form, you will be
affestzd as fellows:

1. i you are a preference eligible employee, you will be agsigned to one of the poszed vacarcies
3 U 108 Jevel as your current duty assignment;?

2. {fyou are ot 2 preference aligibls employes, you will become exposed to luy-off,

! Vacancies must be posied no less than twenty (20) calendar days prior to the effective date of the
reassignment, layolf of reduction in force. This letter must be dated and malled no lates thaa the date the
ubject v4CanCits are posted.

2 San Footnate 3. 1f #1 will not he included in the letter, end the sentence afier “basis.”

3 Include #1 only if vacancies in the same leve] are, in fact, availablo ir otier senfority units in the
installation or other ingtallatlons within the commuting area.

(‘.
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SAMPLE LETTER #3 (Cont.)

If you have any questions regarding these mattory,
tmmber). ,.

Mansgss, Human Resouroes

¢o: Manager

Local Unlon President
OFF

7
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please contact the individual Jisted above at (telephons

DI,



SAMPLE LETTER #5

fLetter 3 Noz-Affected Emplayes Job Selection Letter « Job Not Abolished]
(NOTE: Footnote is inciuded for aid in preparstion only.) -

Yia Certified Mal) .
DATE!'
SUBJECT: Notification of Articls 6 Reassigninent Options

TO: Namez -
Ss#
b Title
Address

By letter dated (insert date), certain employecs i your craf, category and sulary level (ie., s2nlosity unit)
wers provided with sixty (60) days advancs notles that they could be allbsted by reassigament, layof
and/or reduction o force,

It has bocn determined that you will not be allecied by any of the actions outlined in that Jetter.  Your

current duty assignmunt will not be abolished. ThereJers, you are not required 10 take any further action if
you wish o retain your cureat duly assignment

Howsyer, 82 & aauploye b 3o adfecied sRiority unit, you may request reassignment 1o available
vacancies for which you meet the sunimum qualifications in the same or lower level in other senforiry
sty within your fnstallacon and ocher ingtaliapions within the commuting area. Such vacancies have
been identified and posted on the official bulletin board(s). Space is provided on the aftached form for you
to {ndicate your order of preference if you are nuinimally qualified for more than one of the posted -
vacancies. Selection among qualified preference eligitle and qualified non-preference eligible einployecs
who request reassigniment will be made on a senjority basis, If you are & preference cligidle eumployes,
selection of a vacancy at o lower Jevel Is catirely voluntary on your part.

Indicats yous preferencs for posted vacancles and forward {he completed and signed form fo the Individual
listed bereunder, postmarked 1o later than ten (10) calendar days from the date of this letter.

(Insert Namx and Address of Designated Management Repregeniative)

1f you have any questions segarding these matters, please coatact the individual listed above ot itelephone
number). ‘ '

Manager, Human Rasniiross
co: Mennger

Loca! Union President
ORR

' Vacancles must be postad no less than twenty (20) calendar days prior to the effective date of the
peassi gnmant, layolf o reduction in force. This letter must be dated and inalled o Tubar Qun the duts the
+"gubject vacancies are posted.
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SAMPLE LETTER #6
[Letter 6: Non-Affected Employes Job Selection Latter - Job Abolithed)
(NOTE: Footoots is included for aid in preparation only.)

Vis Certified Mail
DATE! o |
SUBJECT: Notification of Article 6 Reassignment Cptions

TO: Name
SS4
Job Title
Address

By Jetier dated (inscnt date), curlain cmpluyees in your crafl, category and salary level (i.e., seajority unit)
ware provided with sixty (60) deys advance notics that they oculd be affected by reassignment, layoff
and/or reduction in frts. It has been determiined (at you will not be affected by any of the actions
outlined in that letter, '

While your current duty ssignasnt will be sbolished, it has been determined that & suficient number of
dury assignments i your salary level will b avallable for your placement. Therefore, it is not necessary
for you to make 1 selection during the current praconditional posting period.

However, a5 an employes in an affected seniority unit, you may request reassigronent fo available
vacancies for which you mest the minimum qualifications {n the same or lower level in other seniority
units withia your insdatlation and other installations within the commuting ared, Such vacancies have
been identified and posted on the official bulletin board(s). Space iy provided on the attached form for you
10 indicate your order of preference If you are minimally quelified for mare than ane of the posted
vacancies. Sclaction among qualified preferencs eligible and qualified non-preference eligiblo employecs
who request reassigrment will be made on a seniority basix. I yous are a preferance elgibls smployes,
selection of n vacaney at 3 lower lavel ks entirely voluntary oo your past.

Indicats your preference for posted vecancies and forward the completed and signed form to the individual
listad hersunder, postmarked na later than ten (10) calendar days from the dats of this loter.

(Insert Name and Addreas of Dosignated Manngoment Representative)

If you have any questions regarding thess matters, please contact the individual listed slave at (tedephone
nunber). '

Manager, Hutnan Resonrees
ot Managst
Lecal Union President
ory

! Vacancles must be posted 1o less than twenty (20) calendar days prior to the elfective date of the
reasaigninent, layoll or recduction in force. This Wney miust be dated and mailed no later than the date the
rubject vacancies are posted.
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