EARLY RETIREMENT AUTHORITY

Cooperative Extension Service (CES) agencies interested in submitting a request for a VERA should contact the USDA HRD CES Team, to discuss the university=s budget and restructuring situation, before they submit their official written request to the USDA HRD MSB office. 

HRD MSB will provide guidance on the completion of the VERA request, and they will review the request for appropriateness and compliance, and forward the written request to the USDA HRD MSB Division Director, or designee, for signature and forwarding to the USDA OHCM.  USDA OHCM will review and approve the request and forward it to the OPM.  
CES agencies may request voluntary early retirement if they are undergoing a substantial delayering, reorganization, reduction in force, transfer of function, or other workforce restructuring.  OPM may approve a VERA request to cover the entire period of the substantial delayering, reorganization, reduction in force, transfer of function, or other workforce restructuring or reshaping, or the initial portion of that period with a requirement for subsequent information and justification if the period covers multiple years.  VERA=s can not be based on speculation as to what might happen beyond the requested VERA time period when matters may be subject to change.

Request for VERA=s to avoid a reduction in force (RIF) situation should include a copy of the university/college RIF policies and procedures.  This information will be used to address questions and concerns on the difference between the Federal RIF policies and procedures and the state/university RIF policies and procedures.

Employees on military duty, for all practical purposes, are treated as though they were still on the job.  Further, employees are not to be disadvantaged because of their military service.  Employees on military duty who would otherwise be eligible for an offer of voluntary early retirement will have 30 days following their return to duty to either accept or reject an offer of voluntary early retirement.  This will be true even if the voluntary early retirement authority provided by OPM has expired.

All VERA requests must be in the format of the OPM Template for VERA requests or the request cannot be processed.  The information in parenthesis can be deleted from the request.

The information in italics is provided to assist the CES offices in preparing their request and should not be included in the VERA request.
All requests for VERA=s must be submitted to:

Rosita Spears

USDA, ARS, HRD

1280 Maryland Avenue S. W.


Overnight/Speedy Delivery

Suite 580-C

Washington, D.C. 20024

E-Mail and fax copies are acceptable as long as they are followed up with the hard copy.  Fax number is 202-690-1726, or e-mail to Jo Harris at josphine.harris@ars.usda.gov or Sonny Barber at sonny.barber@ars.usda.gov.

REQUEST FOR VERA

1.  Agency: Department of Agriculture

2.  Organization covered by the VERA request: 
3.  Date of the original request:   
4.  Reason for the VERA request. 
This should describe the circumstances leading to the request and explain why the agency believes that VERA will be an appropriate strategy for making the required adjustments in the workforce.

This request should include a summary of the agency's personnel and/or budgetary situation that will result in an excess of personnel.  Do not address excess positions.  The request must include information on people/positions.
You must include the impact if the VERA is not approved.  Will the employees be involuntarily separated?  If so, you need to state the date involuntary separations will take place.  The date must be on or before the closing date of your VERA. 

Example:  If this request for Voluntary Early Retirement Authority is not approved involuntary separations will begin on or before June 30, 2005. 
5.  The time period for which VERA is requested. 
 The VERA will begin on (enter beginning date) and end on (enter ending date).
6.  The planned effective date for the reorganization, reduction in force, transfer of function, delayering, reshaping, or other planned workforce restructuring that is the basis for this VERA request.

The planned effective date is:  

[Note: The date provided should not be earlier than the ending date provided in paragraph 5 above.]
7. The total number of employees serving without time limitation in the agency or smaller organization covered by the agency’s VERA request.  
The number is:
[Note: Provide the data only for the organization(s) covered by the VERA request.]  
8.  A description of the types of personnel actions you expect to take as a result of the actions described in number 4 above.

[Note: This information should be detailed enough to show how VERA will assist the agency in implementing its organizational changes (e.g., restructuring, reshaping, downsizing, etc.) and meeting its workforce goals.]
9. The total number of employees serving without time limitation expected to be involuntarily separated, downgraded, reassigned, or transferred, as a result of paragraph 5 above.
The number is:
[Note: Provide the data only for the organization(s) covered by the VERA request.  For example, if requesting VERA based on a need to reshape the workforce to correct skills imbalances, an agency may potentially face separations, demotions, and/or reassignments.   This paragraph asks for the sum of these potential management-initiated actions in the organization(s) covered by the VERA request.]
10.  The total number of employees serving without time limitation expected to be excess as a result of paragraph 4 above.
The number is:

[Note: Provide the data only for the organization(s) covered by the VERA request.]

11.  The total number of employees serving without time limitation in the agency or smaller organization covered by the agency’s VERA request organization who are eligible for VERA.

The number is:

[Note: Provide the data only for the organization(s) covered by the VERA request.  Also, exclude all employees who are eligible for optional retirement.]
12.  The total number of employees serving without time limitation in the organization who are expected to separate by VERA.  
The number is:

[Note: Provide the data only for the organization(s) covered by the VERA request.]
13.   A description of other actions that the agency has implemented (or will implement) to minimize involuntary separations and other actions in the organization(s) covered by the VERA request.
[Note: Examples include positive actions such as voluntary or mandatory internal selection priority for surplus and/or displaced employees, a freeze on hiring and promotion actions, reassignment of employees in excess positions to continuing positions, training employees for placement in newly created vacancies, etc.]
14.  The agency’s reports to OPM on previously approved VERA authorities are up to date.
