MDR TEMPLATE #1  (prepare on official letterhead)
FOR CAREER OR CAREER-CONDITIONAL EMPLOYEES 

ORG SYMBOL			DD-MMM-YYYY

[bookmark: OLE_LINK10][bookmark: OLE_LINK9]MEMORANDUM FOR Employee Name of Organization, Organization Address
[bookmark: OLE_LINK4][bookmark: OLE_LINK3]SUBJECT:  Notice of Management Directed Reassignment
1.  References:
a. Title 5, Code of Federal Regulations (CFR) 335.102, Agency Authority to Reassign
b. Title 5, CFR 752.101, Adverse Actions
c. Joint Travel Regulation (JTR), Volume II, Chapter 5
d. US Army Europe OPORD 0036-11 (Headquarters Relocation), dated 26 May 2011
2.  This is to inform you of my proposal to reassign you from your position located at old Permanent Duty Station to new Permanent Duty Station on effective date, subject to applicable conditions (i.e. completion of building renovations).  The reason for this proposed action is the Headquarters, USAREUR relocation.  This reassignment will be to the position of Position Title, PP-Series-Grade and there will be no change to your basic salary.  
3. This action is being proposed in accordance with the provisions of 5 CFR 335.102 and Change 20, AR 690-300, Chapter 335, Appendix A, dated 15 October 1987, which sets forth the regulatory provisions of involuntary reassignments.
4. You must reply to this proposed action by either accepting or declining in writing.  You may furnish affidavits or other documentary evidence in support of your reply.  The right to reply is not a right to a formal hearing, but is an opportunity for you to present any and all reasons why you believe the proposed action should not be effected.  
5. Your reply must be mailed, delivered, and/or made in person to Agency Official, Address within five (5) working days from receipt of this memorandum.  You may make arrangements for an appointment with Agency Official’s office at Telephone #, if you desire to make a personal reply.
6.  If you reply and decline the proposed reassignment, it will be given full consideration before Agency Official issues a written decision to you.  If you decline this reassignment, you may be subject to a notice of proposed removal and the following may apply:
a.  Your removal from Federal Service may be effected under adverse action procedures in accordance with reference 1b.  If a removal is effected, the effective date of the removal will be on or about the effective date of the proposed reassignment.  


b.  You may be eligible to register in the Priority Placement Program (PPP).  Contact your servicing CPAC for additional information.

c.  You may be eligible for a Discontinued Service Retirement (DSR) if you decline a reassignment outside of your commuting area and meet age and service requirements.  For further information contact a retirement counselor at the Army Benefits Center-Civilian (ABC-C).  

7.  PCS entitlements will be determined in accordance with reference 1c. Your Request for Orders (RFO) must be completed and sent to the gaining CPAC not later than 10 days after receipt of the MDR notice.  If you exercise entitlement to a PCS move, you may be required to execute a new Transportation Agreement for a 12-month period in accordance with reference 1c. 
8.  Your current point of contact at the Losing Location Civilian Personnel Advisory Center is Name and can be contacted at Address, phone (DSN and commercial), or email at email address.  Upon your request, Name will provide you with pertinent regulations and records. Your supervisor is also available to answer questions and will grant a reasonable amount of duty time for you to consult with the CPAC.  Your future point of contact at the Gaining Location Civilian Personnel Advisory Center is Name and can be contacted at Address, phone (DSN and commercial), or email at email address.
9.  Your service at Organization is greatly appreciated, and we encourage you to give careful consideration to continuing your career by accepting this management directed reassignment, as it is management’s desire to retain your skills.  
10.  Please acknowledge receipt of this memorandum by signing and dating enclosure 1 and returning it to me. Your signature does not constitute agreement with its contents; it only indicates receipt. 

Enclosure:
1 – Acknowledgement of Receipt	Staff Principal
2 - Acceptance/Declination of MDR		



I, Employee Name, acknowledge receipt of this Notice of Management Directed Reassignment and understand that I have 5 working days from the date of the notification to exercise my right to reply.  If I do not exercise my right to reply, I understand that my reassignment will be effective on date.



________________________________________	__________________
SIGNATURE  						DATE 


TO: Organization Address ATTN:  Agency Official
SUBJECT: Management Directed Reassignment Notice
I have read and understand the Management Directed Reassignment notice.  I have indicated below whether I will or will not accept the reassignment to new Permanent Duty Station.

___ I will accept the Management Directed Reassignment.

___ I will not accept the Management Directed Reassignment. 
I understand that I may be subject to notice of proposed removal from Federal service if I decline this Management Directed Reassignment.

EMPLOYEE NAME________________________________________

________________________________________	__________________
SIGNATURE  						DATE
