OFFICE OF SCIENCE

Organizational Management - Planning and Design

ORGANIZATION CHANGE REQUEST FORM


Process Actions

Please provide the following information in a submission package to your servicing Office of Human Resources Services (Chicago, Germantown, or Oak Ridge) for their evaluation.

I.
Analysis of current mission, organization structure and resource composition.

A. Describe current mission.

B. Describe current functions (roles, responsibilities, authorities, and accountabilities).

C.
Attach an Organization Structure Form-Current to the submission package.

D.
Identify existing workforce resources.

II.
Design of preliminary, proposed organization structure.

A. Description of the proposed organization structure.


B. Attach an Organization Structure Form-Proposed to the submission package.

C.
Identify future workforce resources required.

III.
Justification for organization change.
A.
Expected Program Impacts.

B.
Manpower Impact.

C. Management Benefits.
D. Management Costs.

E. Other implementation issues.

IV. Discuss preliminary, proposed organization structure with HRS.

This process is intended to be interactive between the organization managers and their servicing HRS staff, and may require many conversations and draft change packages before an appropriate product is achieved.  HRS is a vital and necessary resource for success in this process, so consult with them early and often.

V. HRS will submit the final organization change package to the Office of Human Capital Management for assignment of new organization codes.
After HRS obtains the appropriate approvals, the package will be submitted to the Office of Human Capital Management for assignment of new organization codes, if necessary.

Describe in detail the current mission, its drivers, resource requirements, and/or any other information that is pertinent to a complete understanding of your organization’s mission.














Describe the current functions of the organization in an overall, broad manner.  In addition, attach the current functions document, or roles, responsibilities, authorities and accountabilities (R2A2s) document, whichever is most informative and comprehensive, to the submission package.














To identify existing workforce resources, describe the current organization structure in narrative form, which must include the total number of FTEs, and also fill in the attached form #1.  The form requires information regarding position titles, series, and grade levels; number of supervisors; supervisor-to-employee ratio; number and name of branches (if any); number and name of teams (if any); and number of GS-14 and GS-15 level employees.














Describe the proposed organization structure and the changes to the existing structure.














Describe the proposed organization structure, including the number of FTEs; grade levels and positions; the number of supervisors; the name and number of branches (if any); the name and number of teams (if any); and the number of GS-15 and GS-14 level employees.  Use the attached organization change table forms, one each for current and proposed organizations, for listing the organization name (office, division, branch, or team), position title, pay plan (PP), series, grade (GR), supervisory status (Y or N), team leader status (Y or N), supervisor-to-employee ratio; the name and number of branches (if any); and the name and number of teams (if any).

















Explain all potential program impacts, positive or negative, which necessitate an organization change.  Such factors as specific employee demographics, age or years of service of the workforce, or anticipated loss of specialized skills in critical positions would be appropriate.  














Some considerations might be: a more efficient use of existing FTEs (e.g., doing more with less); human capital management (HCM) considerations; retention of corporate knowledge; workforce demographic considerations; developing a “pipeline” organization grade structure with varied grade levels to allow for hiring lower level employees and “growing our own”, etc.





Some considerations might be: a more efficient use of existing FTEs (e.g., doing more with less); human capital management (HCM) considerations; retention of corporate knowledge; workforce demographic considerations; developing a “pipeline” organization grade structure with varied grade levels to allow for hiring lower level employees and “growing our own”, etc.














This information should include any positive management benefits from the proposed organization change.  This might include a larger span of control (e.g., a higher supervisory-to-employee ratio); reduced management layers for a flatter organization structure.














Include all management costs, in terms of increased or decreased efficiency, not just salary and benefit (S&B) dollars.














This section might include issues such as future OMB Circular A-76 impacts; current functions under study; impact on future or pending construction projects; projected program or project budget reductions; hiring freezes, etc.
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