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DATE:   June 15, 2000

REPLACES:  July 24, 1997

ISSUING OFFICE:  OD

ORGANIZATIONAL CHANGES

TOPIC:



Processing ORS organizational changestc \l2 "Processing ORS organizational changes
PURPOSE:



To request the approval of ORS organizational changes, which include:

(
establishment, abolishment, transfer, realignment, or consolidation of one or more official organizational components;

(
addition, abolition, or transfer of a function or functions;

(
change in the reporting relationship of an organization; and,

(
change in the official title of the organizational component.
REFERENCE:

1.  
NIH Manual Chapter 1121, (Organization Changes(
2.  
Memorandum from the Deputy Director for Management, NIH dated March 20, 1996, entitled (Information to be Included in Requests for Organizational Changes to be Approved by the NIH Director(
3.  
NIH Delegation of Authority General Administration No. 7, Organizational Changes, dated February 18, 1999.

POLICY:



A.  
ORS organizational change proposals should reflect the application of sound management principles and be compatible with established operating procedures.  These principles include a clear statement of mission and function, clear lines of authority and responsibility, delegation of decision-making authority to the most effective level, appropriate span of control, separation of line and staff functions, optimum use of resources, and appropriate reporting of activities and results.

B. 
The Associate Director for Research Services (ADRS) must grant concept approval before official organizational change packages can be submitted for any reviews.

C.  
All ORS organizational change packages will be submitted to the ORS Executive Committee via the Organizational Development Sub-committee for review and concurrence before final approvals are sought.

D.  
All ORS organizational changes will be approved by the Associate Director for Research Services (ADRS) except those that involve an elevation of existing organizations or an increase in the number of organizations reporting directly to the ADRS.  Organizational changes involving either an elevation of existing organizations (e.g., branch to an office or Division) or an increase in the number of organizations reporting directly to the ADRS must be approved by the Deputy Director for Management, NIH.  Organizational changes are not effective until approved in writing by the appropriate official.


PROCEDURES:
Requesting ORS Component
Before submitting a formal request for an organization change, the Division Director must obtain concept approval from the ADRS.  During the early planning stages of the organizational change process, Division staff must consult the Management Assessment and Review Branch (MARB), Office of Human Resources (OHR), Financial Management Branch (FMB), and the Office of Equal Employment Opportunity (OEEO) for technical advice and guidance and to assure full consideration of the budget/human resources/EEO impact of the proposed organizational change.

After concept approval has been received from the ADRS, the Division will notify the MARB  (by e-mail) of the approval.  The Division will then prepare the official organizational change package and submit it to the MARB for review.  The package will consist of the following:

a)
Memorandums of request (Attachment 1, and, if appropriate, Attachment 2).  This memo must include a description of both the current and new organizations, a statement addressing the proposed change and the reason for it, and a statement of the effect of the proposed change on financial and human resources including impact on grades, supervisory ratios, and EEO concerns.

b)
If organizational streamlining or management improvement issues are impacted, complete and include Attachment 3.

c)
If a transfer of program functions are involved, complete and include Attachment 4.

d)
Organization Charts:   Both current and proposed organizational charts for components affected by the change must be submitted.  The number and level of staff in each official component of the organization must be indicated (SES, Commissioned Corps, and Professional and Support positions).  Professional positions are those at grade 9 and above.  Attachment 5 is a sample current chart. 

e)
Functional Statement and Standards Administrative Codes (SAC):  Both current and proposed functional statements, including SACs, for organizations affected by the change must be submitted.  Attachment 6 is a sample current functional statement.  The term (functional statement( refers to the formal description of the mission assigned to an organizational component and the activities conducted within the component to accomplish that mission.  Guidelines for developing Functional Statements are included in the attachment.  New SACs must be obtained from the MARB.

f)
Staffing Charts: Both current and proposed staff listings for all organizations affected by the change must be included and show employees( name, grade, series, and position title.  Attachment 7 is a sample current staff listing.

g)
Position Descriptions (including OF-8s) for all new or restructured positions at the GS-12 level and above.

h)
SF-52s as necessary to complete the organizational change.  Check with the Personnel Management Specialist (PMS) servicing your area for instructions.

i)
If new positions are being established, all recruitment materials must be submitted (i.e., recruitment plan, KSAs, paid advertisements, etc.).  Check with the PMS servicing your area for instructions.

j)
If the organizational change being requested is a title change only, a memorandum of request with no attachments will suffice.

k)
If the organization change being requested is a functional statement change only, a memorandum of request and copies of the current and proposed functional statements are sufficient.  

Management Assessment and Review Branch:
The MARB will forward a copy of the organizational change package to the Executive Committee via the Organizational Development Sub-committee for review and concurrence.  When concurrence is received, copies of the proposed package will be sent to OHR, FMB, and the OEEO for review and preparation of the Impact Statements.  When the Impact Statements have been received, the MARB is responsible for preparing all final memorandums for the package.

Once approved, the MARB will notify the requesting Division, OHR, FMB, OEEO, and the NIH Office of Management Assessment (OMA), and other pertinent personnel by preparation and distribution of the NIH 2500-2, (Notification of Organization Change(.  That form is available at:   http://forms.cit.nih.gov/adobe/misc/NH2500.PDF.   The MARB will send electronic copies of all new Functional Statements and the NIH 2500-2 to OMA. 

Office of Human Resources
The OHR is responsible for the review, position management assessment, and position classification of the organizational change package.  All necessary human resource considerations must be addressed, such as union involvement, probable impact on present and proposed grade levels, appeal rights of current employees, and the potential need to initiate reduction-in-force procedures if any employee would be reduced in rank or grade.  The Assistant Director for Human Resources will submit a Personnel Impact Statement (Attachment 8, part A) to the MARB.  Personnel actions such as promotions, reassignments, or mass changes are contingent upon the approval of the organizational change proposal.

Office of Equal Employment Opportunity
The OEEO will examine the effect the proposed change will have on equal employment opportunity and affirmative action polices and procedures.   The EEO Officer will submit an EEO Impact Statement to the MARB (Attachment 8, part B).

Financial Management Branch
The FMB is responsible for ensuring that all necessary financial considerations have been addressed such as identification of any necessary reprogramming, changes in personnel levels (both budgeted positions and FTEs), and changes in budget activity, accounts structures, or billing rates.  The Budget Officer will submit a Budget Impact Statement to the MARB (Attachment 8, part C).  The FMB will work with the Division Administrative Officer to implement any changes in CAN number(s) and timekeeper number(s) required to effect the organizational change.

Deputy Director, ORS
The Deputy Director is responsible for reviewing the proposal and recommending approval or disapproval to the ADRS.

QUESTIONS:  Contact the MARB at 496-6319

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.


Attachment 1


Sample Memorandum of Requesttc \l3 "Sample Memorandum of Request
TO:

Associate Director for Research Services

FROM:
Director, Division of ________________

SUBJECT:
Organizational change Proposal for the Division of ___________________

This is to request your approval of an organizational change within the Division of ___________.  (Discuss current structure, and background information, and the objective(s) to be accomplished by this organizational change.)

PROPOSAL:

(Discuss the specific proposed change(s) requested.)

IMPACT:

(Discuss the impact on positions such as grade level increase or decreases, new position to be established, financial implications, EEO issues, union involvement, etc.)

COSTS:

(Discuss costs associated with the proposed organizational change.)

Signature

Attachments

Approved:
_________________________________
Date ___________________

Associate Director for Research Services


Attachment 2


Sample Memorandum of Request
TO:

Deputy Director for Management, NIH

FROM:
Associate Director for Research Services

SUBJECT:
Organizational change Proposal for the Division of ___________________

This is to request your approval of an organizational change within the Division of ___________.  (Discuss current structure, and background information, and the objective(s) to be accomplished by this organizational change.)

PROPOSAL:

(Discuss the specific proposed change(s) requested.)

IMPACT:

(Discuss the impact on positions such as grade level increase or decreases, new position to be established, financial implications, EEO issues, union involvement, etc.)

(If the organizational change will impact streamlining/management improvement issues, complete and attach Addendum 1.)

(If the organizational change will involve the transfer of significant program functions, complete and attach Addendum 2.)



COSTS:

(Discuss costs associated with the proposed organizational change.)

Signature

Attachments

Approved:
_________________________________
Date ___________________

Deputy Director for Management, NIH


Attachment 3


Streamlining/Management Improvementstc \l4 "Streamlining/Management Improvements
Answer the following questions:

1)
What is the net decrease in organizational entities?

2)
How is the organization being made flatter and simpler?

3)
What is the net decrease in supervisory positions and the resulting change in supervisory ratios?

4)
How many control positions are being abolished?

5)
How many administrative-type positions are either being abolished or being converted to (program( positions?

6)
Other specific changes which are regarded as management improvements.


Attachment 4


Transfer of Significant Program Functionstc \l4 "Transfer of Significant Program Functions
Answer the following questions:

1)
Identify each significant program function that is to be transferred from one organizational entity to another, indicate where it is in the current organization, and where it will be in the new organization.  Significant functions are those that are integral to the NIH mission or that are matters of interest to the Director, the Secretary, members of Congress, the public, or the NIH community.

2)
Address how the priority of significant functions is not compromised as a result of the organizational change.


Attachment 5


CURRENT ORGANIZATION CHART


Division of ______________

[image: image1.wmf]

Attachment 6


CURRENT FUNCTIONAL STATEMENTS


Division of _________________________________

Division of                                                            (HNAM         )

(1) ................................................................................................;

(2) ......................................................; (3)...........................................................................................;

(4)  ...........................................................................

Office of the Director (HNAM            ):

(1)   ...............................................................................................;  (2)  ..............................................; (3)...............................................................................................; (4)  ...........................................

                               Branch (HNAM    ):

(1)  ......................................................; (2) .........................................................................................;

(3)   ..................................................; (4)...........................................................................................;


Guidelines for Writing Functional Statementstc \l3 "Guidelines for Writing Functional Statements
Functional statement describe the purpose, scope and nature of the work to be performed within an organizational component to accomplish its assigned mission.

1.
They should consist of three or four sentences succinctly describing the function(s) or mission of the organizational component.

2.
They should be written in the third person and be action oriented (use action verbs such as administers, plans, coordinates, conducts, investigates, etc.).

3.
The functional statement of the largest component of an organization must allude to or encompass the functions of all its subcomponents.  For example, the functional statement for branches should include the work in all of the sections under that branch.

4.
The smaller the subdivision of an organizational component, the more specific the functional statement should be.  Functions for divisions and programs should be written in general terms; functions for branches should be more specific; and functions for sections should be very specific.

5.
Each organizational component must be identified with its unique Standard Administrative Code.


Attachment 7


Sample Staffing Chartstc \l3 "Sample Staffing Charts

CURRENT STAFFING CHART


Division of _____________________________

List the title, series, grade, and name of each employee in the Division according to the branch, section, or office where they currently are employed.

Office of the Director 

Director, ________________


GM-301-15

Doe, John

Administrative Officer


GS-341-11

Smith, Mary

                                          Branch
Supvy Personnel Mgmt Spec


GS-201-13

Jones, Ann

Personnel Mgmt Spec



GS-201-12

Brown, Charles

Personnel Mgmt Spec



GS-201-11

Foster, Jane

Total FTES: _______


Attachment 8


Part A:  Personnel Impact Statementtc \l3 "Personnel Impact Statement
DATE:

TO:

Associate Director for Research Services

FROM:
Chief, Human Resources Branch, ORS

SUBJECT:
Personnel Impact Statement - Proposed Organizational Change for the Division of 

_______________________

PERSONNEL IMPACT:

The organizational change proposed by the Division of _________________ has been reviewed with regard to any personnel impact.  (Discuss the impact on union agreements, position establishment/abolishment, grade levels,  promotion potential, supervisory rations, potential for adverse actions or RIF actions, etc.)

Signature

Part B: EEO Impact Statementtc \l3 "Part B: EEO Impact Statement
DATE:

TO:

Associate Director for Research Services

FROM:
EEO Officer, ORS

SUBJECT:
EEO Impact Statement - Proposed Organizational Change for the Division of ________________________

EEO IMPACT:

The organizational change proposed by the Division of ____________________ has been reviewed with regard to any EEO impact.  (Discuss the impact on current and future positions in terms in terms of Equal Employment Opportunity, Affirmative Action, and FEORP policies and procedures.)

Signature

Part C:  Budget Impact Statementtc \l3 "Budget Impact Statement
DATE:

TO:

Associate Director for Research Services

FROM:
Chief, Financial Management Branch, ORS

SUBJECT:
Budget Impact Statement - Proposed Organizational Change for the Division of ________________________________

BUDGET IMPACT:

The organizational change proposed by the Division of _________________ has been reviewed with regard to any budget impact.  (Discuss the impact on current and future position ceilings (FTEs), budget resource allocation, budget and accounts structure, etc.)


Signature

Attachment 10

Sample Staffing Charts
CURRENT STAFFING CHART
Division of _____________________________

List the title, series, grade, and name of each employee in the Division according to the branch, section, or office where they currently are employed.

Office of the Director 
	Director, ________________
	GM-301-15
	Doe, John

	Administrative Officer
	GS-341-11
	Smith, Mary


_______________Branch
	Supvy Personnel Mgmt Spec
	GS-201-13
	Jones, Ann

	Personnel Mgmt Spec
	GS-201-12
	Brown, Charles

	Personnel Mgmt Spec
	GS-201-11
	Foster, Jane

	
	
	


Total FTES: _______
	Attachment 11

Sample Staffing Charts
PROPOSED STAFFING CHART
Division of _____________________________

List the title, series, grade, and name of each employee in the Division according to the branch, section, or office where they currently are employed.

Office of the Director 
Director, ________________

GM-301-15

Doe, John

Administrative Officer

GS-341-11

Smith, Mary

_______________Branch
Supvy Personnel Mgmt Spec

GS-201-13

Jones, Ann

Personnel Mgmt Spec

GS-201-12

Brown, Charles

_______________Section
Supvy Personnel Mgmt Spec

GS-201-12

Williams, Tom

Personnel Mgmt Spec

GS-201-11

Foster, Jane

Total FTES: _______

	



Attachment 12

Sample Memorandum from EO to ADRS 

DATE:
TO: Associate Director for Research Services

FROM: Executive Officer, ORS

SUBJECT: Reorganization Proposal for the Division of ________________________

I have reviewed the attached reorganization proposal for the Division of ___________. (Discuss any concerns or suggestions.)

RECOMMENDATION:
Based on this review, I recommend that the organizational change (be approved/not be approved).

You may indicate your approval by signing the memorandum from the Director, Division of _________; the attached position descriptions (if applicable); and the memorandum of notification to the Office of Management Assessment.

Signature

Attachments

Tab A: Memorandum from the Director, Division of ____________________
Tab B: Memorandum to the Office of Management Assessment
Tab C: Personnel Impact Statement
Tab D: EEO Impact Statement
Tab E: Budget Impact Statement
Tab F: Current Organizational Charts
Tab G: Proposed Organizational Charts
Tab H: Current Functional Statements
Tab I: Proposed Functional Statements
Tab J Current Staffing Charts
Tab K: Proposed Staffing Charts
Tab L: Position Descriptions
	Attachment 13

Sample Memorandum from the ADRS to OMA




	DATE:
TO:
Director, Office of Management Assessment

FROM:
Associate Director for Research Services

SUBJECT:
Notification of Organizational Change for the Division of _____________________

This is to notify you that I have approved the following organizational change for the Division of _______________.

(Discuss establishment/abolishment of organizations with administrative codes.)

Questions concerning this organizational change should be directed to the Management Analysis Staff, OAM, ORS on 402-1661.

Signature

cc:

Executive Officer, ORS
Director, Division of_______________
Chief, Human Resources Branch, ORS
Chief, Financial Management Branch, ORS
EEO Officer, ORS

Administrative Officer, Division of _______________ 

[to be prepared by the Management Analysis Staff]


Attachment 14
	Notification of Organizational Change Form


	[image: image2]
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	Attachment 15 - Personnel Impact Statement




	Personnel Impact Statement
DATE:
TO:
Associate Director for Research Services

FROM:
Chief, Human Resources Branch, ORS

SUBJECT:
Personnel Impact Statement - Proposed Organizational Change 
for the Division of ______________

PERSONNEL IMPACT:
The organizational change proposed by the Division of _________________ has been reviewed with regard to any personnel impact. (Discuss the impact on union agreements, position establishment/abolishment, grade levels, promotion potential, supervisory rations, potential for adverse actions or RIF actions, etc.)

Signature

[to be prepared by the Human Resources Branch]


	Attachment 16 - EEO Impact Statement

    




	EEO Impact Statement
DATE:
TO:
Associate Director for Research Services

FROM:
EEO Officer, ORS

SUBJECT:
EEO Impact Statement - Proposed Organizational Change for the Division of _______________

EEO IMPACT:
The organizational change proposed by the Division of ____________________ has been reviewed with regard to any EEO impact. (Discuss the impact on current and future positions in terms in terms of Equal Employment Opportunity, Affirmative Action, and FEORP policies and procedures.)

Signature

[to be prepared by the EEO Office]


	
Attachment 17 - Budget Impact Statement




	Budget Impact Statement
DATE:
TO:
Associate Director for Research Services

FROM:
Chief, Financial Management Branch, ORS 

SUBJECT:
Budget Impact Statement - Proposed Organizational Change for the Division of _____________________

BUDGET IMPACT:
The organizational change proposed by the Division of _________________ has been reviewed with regard to any budget impact. (Discuss the impact on current and future position ceilings (FTEs), budget resource allocation, budget and accounts structure, etc.)

Signature

[to be prepared by the Financial Management Branch]


