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PHASE 1   Organizational Change Consultation & Planning

Receive Meeting Request Consult with 
Bureau/Office

Summarize Meeting 
Notes

Coordinate 2nd

Meeting with 
Bureau/Office and 
other stakeholders 
(HCSC, FSC, ER, etc)

Establish standing 
meeting with 

Bureau/Office on 
reorg package (if 

needed)

Receive Meeting 
Request

Receive Meeting 
Request

Receive Meeting 
Request

Provide input for 
Action Plan

Provide input for 
Action Plan

Provide input for 
Action Plan 

Summarize Action 
Plan

Request Consultation
with HCTM/PPSM/WPP* Receive Meeting Request Attend standing meeting 

with HCTM/PPSM/WPP

Acquire appropriate 
clearances from M 

Bureau, BRM, PPL, LPA, 
Dept of State, White 

House **

*WPP will recommend that the initiating B/IO/OOU representatives consult with ELR, who will coordinate with the Unions, if needed, to discuss the organizational 
change.  This is considered to be pre-decisional involvement.
**Refer to ADS-102 for further information
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PHASE 2    Approval/Clearance Process                                                                                             
Start Process

Send Proposed  Package To
HCTM/PPSM/WPP

Receive Proposed 
Package

Review Package Send Package to 
HCTM/ELR and OCRD, 

if applicable

Issue? Receive Clearance 
from ELR and OCRD

Receive Proposed 
Package

OCRD Review Package Send Written Approval 
to HCTM/PPSM/WPP

ELR receives clearance 
from  Union

±2  day for  ELR  to 
transmit

Send proposed  Package 
through HCTM clearance 

+ CHCO for Approval

Send Courtesy Copy to 
Classification, Staffing, 

FSC, and ER

Receive Proposed 
Package

Send clearance to 
HCTM/PPSM/WPPELR Sends package to Unions

If NO

Receive proposed 
package

Send Reorganizations  **
for Approval/Clearance to 

Administrator for Final 
Approval 

Review proposed 
package

Receive CHCO and/or  
Adminstator Final 

Approval 

Receive Courtesy Copy 
of Final Package

Receive Courtesy Copy 
of Final Package

Receive Courtesy Copy 
of Final Package

If YES

AFGE ± 10 work days to review
AFSA ± 7 calendar days to review

OCRD ± 5 business days to review 
USAID/W packages

Receive CHCO 
approved package 

for review 

Send approved package 
HCTM/PPSM/WPP** 

**For specific reorganization types refer to
ADS 102.3.2 a.i. 

Send Approved 
package to 

CHCO 

Receive 
Administrator 

approved 
package 

Send final approved 
package to WPP for 

implementation 

Ready for Phase III 
Implementation Phase 

Issue?

If NO

If YES

Send approved package 
HCTM/PPSM/WPP** 

Issue?
If NO

If YES
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PHASE 3   Implementation Process

Final Package 
Complete and 
Approved by 
CHCO and/or 
Administator

Send approved org 
change package to 

stakeholders

Receive approved org 
change package

Receive approved org 
change package

Receive approved org 
change package

Receive approved org 
change package

Receive approved org 
change package

Coordinate with SM 
to develop new org 
code  and send to 
HCTM/PPSM/SM

Receive updates for 
org code structure

Update org code 
structure in NFC, HR 

Connect

Receive notification of 
reorg approval and all 

PD’s and crosswalk
Classify PD’s

Submit Classified PD’s 
and updated crosswalk 

to AMS/EXO

Receive classified PD’s 
and updated crosswalk

Submit OF-8s and SF-52s to 
HCSC/CSS,HCSC/FSS, and 

HCTM/CP/ER, as appropriate

Receive 
OF-8s and SF-52s

for processing 

Process Staffing 
Actions in NFC

Process Staffing 
Actions in NFC

Process Staffing 
Actions in NFC

Provide status report 
to HCTM/PPSM/WPP 

upon completion

Provide status report 
to HCTM/PPSM/WPP 

upon completion

Provide status report 
to HCTM/PPSM/WPP 

upon completion

Receive and update  
Status Report Tacker

Coordinate with HCTM/
Policy to update ADS 101 

functional statement

Receive 
OF-8s and SF-52s 

for processing

Receive
OF-8s and SF-52s 

for processing

Send PD’s and updated 
crosswalk to HCSC, FSC, 

ER

Meet with HCTM stakeholders to 
establish implementation timeline 

and effective date (if needed)

Meet with AMS/EXO and HCTM 
stakeholders to establish 

implementation timeline and 
effective date (if needed)

Meet with AMS/EXO and HCTM 
stakeholders to establish 

implementation timeline and 
effective date

Meet with AMS/EXO and HCTM 
stakeholders to establish 

implementation timeline and 
effective date

Meet with AMS/EXO and HCTM 
stakeholders to establish 

implementation timeline and 
effective date

Meet with AMS/EXO and HCTM 
stakeholders to establish 

implementation timeline and 
effective date

Receive updates for 
org code structure

Update org code 
structure in NFC, HR 

Connect
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