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MEMORANDUI\/l l"L)R 1 All DU liinployees 

FROIVI 
4 

: ‘WiiEi;~.xn W. ll/ells 
‘§:*Q11l\j Director for Operations 

SUBJECT : 
'r":' lit‘ and FY 79 Reductions ~- 
7;:-gzl¢‘1X1(*.I1lZ3.l.lOI1 Procedures 

l. This ITic!I101'i1r1clu1'11 outlines procedures approved by the 
DCI in iinplemezitmg pursunlicl reductions in the Operations 
Directorate in FY ‘/8 and 1"! I9. _ 

<, 

2. The Director has ordered a reduction in the Directorate 
position ceiling. It is to l¢1K(: place during FY 78 and FY 79. As 
we begin FY 78, we have more employees on board than our new 
FY '18 and FY '19 ceilings perinit, thus necessitating that we identify 
employees for SCIJ£1I‘21l11OI1 in both l:‘Y 78 and FY 79. The Director 
has ordered that 

a. We reduce personnel at all grade levels; 

b. We prowdc: neadroom for promotion at all grade 
levels; and . 

c. We provide for the accession of new personnel. 

3. We fully 1'CC<‘_)g,I‘1"tZ€ that there is no easy way to accomplish 
this reduction of personnel. We intend to be as fair and considerate 
as possible. We will consider all possible factors in identifying 
those specific employees who are to be separated. Those initially 
so identified will be notifiecl by l November 1977 with none

' 

separated prior to 4l .March 1978. [n the event that the Director 
of Personnel is not able to find a suitable assignment elsewhere 
in the Agency, the I,)(;! intends that these separations become 
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effective as soon _\ll(:: _i \-|‘k1\,:}h 1%‘/8 as is administratively 
-ftiafiible. Elliplo‘-,z:¢.*s to zit scpa rated in FY 79 will be notified in 
writing no later 1H;31x : .,i<~l¢» £973 insofar as possible. 

4. In iclerniiyiny, €.?.1<1i‘»l=’)yLfc‘S to be separated, we must 
consider current and itltul 1; nu.-<ls and insure that we rnaintain our 
capability to carry UUL Lll-'.,i:.>\;: missions assigned to us by higher 
authority. Ernpioyees at <:a¢.;h grade level will be looked at 
carefully to Cl£§CL‘l'I11inz' \-.i.o tori be expected to contribute most 
capably and proi r.L;luncly no ixirvctorate current and future 
needs. 

5. In clet<>~xn1iznr1;; Ln-.: number of cniployees to be separated, 
we have COnsid¢*ru<l me nut that, in any given fiscal year, _a ,‘ 

curtain nurnber of rrmplnyves leave the Directorate under normal 
circumstances ~— l"(’i~L§§1'|d€.l=.1D, 1‘¢:l;l1‘(‘.1TlCI1t and other forms of 
separation. V\~’e lmvu, incrcfol u, factored into our planning .1 

"safe" attrition ligurc insect on past nO1‘l’I‘1Z1l attrition statistics. 
These statistics, hOwc:vc:T, do not allow us to specifically forecast 
attrition at each gr'<1<u- .iwvei who will leave under norrnal circum- 
stances. Past stati: t.ic.s ~11 show a greater proportion of norrnal 
attrition at lower 5-1‘-hrde icx els. Based on the above, we have 
deterznined that by I Novnrnber 1977 approximately ZOO employees 
rnust be notified that thl-ir :.:3Bpé1I‘Zl'C‘lOl1 from the Directorate in 
FY 78 will be recormn:;n<ie<i. Each such notification by me will 
be followed by lny 1 H\‘1l.‘\rV1Ilg the ca se with the Director of 
Personnel and notib, mg hum of xny action as required (b)(3) 
and (Z). Tl1cI‘c*i1ft(:1"‘ twmir tase will be processed by the Director 
of Personnel 3:, pruw/1'J@;(§ by that regulation. 

6. As an aid ll). aclcmiitying elnployees to be recomrnended 
for separation, l lm.e-no lb rnake rnaximum use of information 
developed on ll'l(ll\¢1(1U<1l employees by our yearly comparative 
evaluations by gréu.-P an all crnployees. The Career Managernent
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Staff (CMS) which i1cl:11'ini:;L¢‘_:I'S these Evaluation Boards on nay 
behalf has produced for each grade a ranking of ernployees to be 
considered for separation. In developing this ranking, CMS has 
carefully reviewed ail :1vailable_ rankings and 
cornmentary from 1?“? "/U to the present. CMS first identified 
employees who at any time during this period were ranked in the 
low 20% percentile by an Evaluation Board, On some employees 
we have seven years of Board rankings to provide a l)3.l8.I1C€(‘4' overall 
View of individuals. As you know, each year's Boards are composed 
of different officers. normally at a level two grades above those 
being evaluated. Thus (JMS holdings on individual ernployees reflect 
the judgnients of a nuinbel‘ of evaluators. The span of the holdings 
on some employees wiii necessarily vary depending on such obvious 
things as an E01) date, c1)OCj and/or conversion to professional 
status. 

Iii 

‘ 7. CMS developed a point value system as set forth bc-low 
to assist in producing the necessary grade ranking. In addition to 
this point value system, CMS also factored into its rankings the 
latest available descriptor given to an employee by each Board 
when it established its coznparative evaluation grouping. 

1:°°im ‘{5:L&<:.§ 

LOW 5% in FY T6 +25 
Low 5% in FY '17 +30 
Low 5°/0 any time between FY 70 

tlirough FY T5 +20 
Low 50% any time between FY 70 

and FY 77 +lU 
LOW 1‘-fliddle + 5 
Promotion in either FY 76 or 

FY 77 -20 

Coniparavtivfe Iflva ll1E"klI‘l()_l“1 Cl_rAo_up4ings 

Substandard (SS) +20 
Lirnited Potential (LP) +10 
Valuable Contribution (VG) 0 
May Develop lligh 

Potential (l\lDl - 5 
Higher: st’ Pntmma) (HP) - 10
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8. Preliminary listings were made by category and grade 
and, within these ;_'_rO\1pb, a rank order was established according 
to the point score. The list was then reviewed and sonic adjust- 
ments made taking; into consideration whether the ernployee's 
record was improving or declining, who 110-(1 8 THO?-1; .‘F£‘C~'3nt low 
rating and the consistency of the low rating(s). CMS also looked 
for aberrant rankings ro:.,u.lti.ng from factors other than performance. 
Finally, CMS melded -'1._ll cratcgories at each grade level. 

9. Einployees with the most points will therefore be 
the first to be considered for separation. VVe recognize that this 
listing rnay include a number of individuals who have been identified 
as rnaking a valuable ccnitribution. 

10. In niaking iny final judgnient of those to be recominended 
for separation, 1 must also consider that S()I11C oniployees are. 
performirig certain unique and highly necessary tasks which must 
continue. This nmy rvquirt: retention of these individual employees 
until such time as a qualified replaccnient can be selected and 
trained to perform these unique tasks. 

11. In approving our use of a 1’10l‘.lT1E1l attrition figure in our 
planning for our l*Y 78 and FY 79 reductions, the Director has 
charged the Directorate with the need to closely monitor our normal 
attrition rate in FY 78. ll this attrition rate lags behind the 
estimate we have factored into our planning either overall or for 
specific grades, he has stated we then must notify additional 
employees of our intent to separate them from the Operations 
Directorate in FY 78. Such notification will necessarily have to 
take place after 1 Noveniher 1977. 

William W. Wells
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