Furlough Notification Plan
As of 31 May 2013
The following plan is proposed based upon notification from the Secretary of Defense (SECDEF) under provisions of 10 U.S.C. 113 to direct furlough actions of National Guard Technicians employed under the authority of 32 U.S.C. 709. 
1.  Label templates in XPS format will be saved and ready for distribution to each location within the state.  Templates will contain each technician’s name and mailing address.

2.  Generate official Notification of Proposed Furlough Memorandum for WVNG Technicians.  Col Hunter will sign and date stamp 1 original memorandum which will remain on file in the Human Resource Office.  

3.  The official signed Memorandum notification saved as PDF, a roster for signature, and name/address labels saved in PDF for each location will be e-mailed to the commanders or designated representatives at the following locations:


1

130th  - Col Gouhin
Air Headquarters -Lt Col Cadle
167th - Col Nye
CoS (G Staff) - COL Crane
CoJS (J Staff) - COL Runyon
USPFO - COL Muth
TSC - COL Suver

AASF #1 - LTC Cummings
AASF #2 - LT Booth
CSMS/ All FMS – MAJ Nichols
77th BDE - LTC Rakes
111th BDE - LTC Holt



4.  Commanders or designated representatives will print the individual labels and affix to the notification memorandum to give each employee his/her specific notice of furlough.   If unable to print labels, individual names may be written legibly in the space provided. 

5.  Commanders or designated representatives will ensure each employee signs the roster prior to issuing his/her official notice of furlough, and will be responsible for completing the employee/ delivery official acknowledgment form.

6.  Commanders or designated representatives will return the signed roster and employee / delivery official acknowledgement forms to the HRO within the time frame specified below.   This will allow the HRO to send official notifications via certified, return/receipt registered mail to all those who did not receive the hand delivered notifications.

Timeline
Friday, 31 May 2013 NLT 1000 Notifications of Potential Furlough will be sent to the above locations.
Friday, 31 May 2013 1000-1459 Supervisors or designated representatives will issue notices.
Friday, 31 May 2013 NLT 1500 Designated locations above will scan the rosters back to HRO, which will show who received the notifications and who did not.  If employee is on leave Friday, but plans to return on Monday, supervisors or designated representatives will annotate it on the roster. 
Monday, 3 June 2013, NLT 1100, supervisors will scan rosters back to HRO of those employees who were absent Friday, but were notified Monday morning.  
Monday, 3 June 2013, NLT 1500, notifications will be mailed certified and standard first class mail (2 per each tech) to technicians who were not present on Friday, 31 May 2013 or Monday, 3 June 2013. 

7.  Requirements:  Locations will need enough Avery Address Labels, type 5960, to print 1 label per each technician at that site to affix to the Notifications.



     

