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(Office Symbol)

(Current Date)

MEMORANDUM FOR (Insert Employee’s Name and Organizational Address)

SUBJECT:  Notification of Position Abolishment

1. Your position has been identified for abolishment due to (Insert Reason e.g., reorganization and restructure of DCSXXX.)
This memorandum serves as official notification and provides information on planned placement efforts.  

2. As a result of the decision to abolish your position, your name will be added to the TRADOC Employee Placement Program list maintained by the Civilian Personnel Advisory Center (CPAC), Fort Monroe.  Being placed on this list affords you priority consideration for reassignment to any, HQ TRADOC, Accessions Command, and Cadet Command vacancy for which you are fully qualified. You will also be considered for reassignment to other vacancies serviced by the Fort Monroe CPAC.   Please refer to enclosure for additional information.

3. Provide an electronic resume, which provides all information required to determine eligibility and qualifications to Ms. Pamela Wells (email: wellspr@monroe.army.mil) located in the CPAC within 10 workdays after receipt of this memorandum.  Your application will be used for qualification determination and referral for position vacancies.














(Director’s Signature Block)

EMPLOYEE PLACEMENT PROGRAM (EPP)

Administration:  A critical aspect of your placement potential rests with the submission of a well-prepared resume. For your convenience, CPAC will accept your resume via:  email, disk or scanned version.

Your application will be used for qualification determinations and referral to selecting officials.  Submit your resume to CPAC, ATTN:  Ms. Pam Wells, within 10 workdays of receipt of this letter.  

Here is how the EPP Works:

Identification of Positions
WHO:  Initiated by managers; approved by higher level.

HOW:  (Reason from paragraph 1)

Identification of Employees to be Placed on Excess List in Employee Placement Program

WHO:  Management, in coordination with CPAC

HOW:  (1) If an employee is the only person assigned to a TDA paragraph and line, then incumbent is identified as excess.

      (2) If employee is one of multiple employees assigned against identified TDA paragraph/line, employee with lowest retention standing within the paragraph and line is identified as excess.

      (3) Employee provided written notification of excess status and description of excess program procedures.

Placement Rules

Required placement of fully qualified excess employees. Supervisors are encouraged to consider waiving qualifications, retraining, and restructuring position to maximize placement.  Exception to required placement policy must be approved by DCG/ Chief of Staff. Employees selected for reassignment are expected to accept job offer. 
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RETIREMENT CONSIDERATIONS

Optional Retirement Criteria:



CSRS







FERS
Minimum Age/Years Service 

        Minimum Age/Years Service



62 / 5 






62 / 5



60 / 20






60 / 20



55 / 30






55 / 30











MRA / 10








MRA = Minimum Retirement Age
Voluntary Early Retirement Authority (VERA):  An authority granted by the Office of Personnel Management to allow individuals to retire prior to optional retirement eligibility.  To be eligible for VERA, at the time of separation, you must be either age 50 with 20 years of service or have 25 years of service at any age.  We have requested VERA authority and await decision.  Employees will be notified when VERA authority is received.

SEPARATION INCENTIVE OPTIONS

Voluntary Separation Incentive Pay (VSIP):  A lump sum amount equal to the lesser of an employee's severance pay (based on age and year of service) or $25,000.
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DEPARTMENT  OF  THE  ARMY


HEADQUARTERS  FORT  MONROE


FORT  MONROE,  VIRGINIA    23651-6000


(Use appropriate letterhead)
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