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Introduction The U.S. Office of Personnel Management developed the 

Restructuring Information Handbook to assist Federal agencies in 
identifying the mandatory statutory and regulatory procedures that apply 
to restructuring situations.   
 
The Handbook also offers agencies options for minimizing or even 
eliminating the disruption that often results from restructuring.  
 
There is no requirement for Federal agencies to use this Handbook.  
Also, the United States Court of Appeals for the Federal Circuit stated in 
James v. Von Zemenszky,  284 F.3D 1310 (2002), that: “. . . OPM’s 
Restructuring Information Handbook is not a formal regulation, but 
merely an informal statement of agency views."   

 
 The structure of the Handbook assists the user in locating as much or 

as little restructuring information as the user needs.  Some Modules 
contain only one Unit in addition to the two index units, while other 
Modules have two or more Units. 

 
 For subjects with mandatory statutory or regulatory requirements, Unit A 

(Mandatory Requirements) provides the user with a crash course on 
the subject in Section 1, and also with detailed information, complete 
with citations of requirements contained in law and regulation.   
 
When appropriate, Unit B (Guidance) provides the user with useful 
guidance, including key appeals decisions from appellate bodies such as 
the Merit Systems Protection Board.   
 
The summaries of appeals decisions are guidance prepared by 
individual OPM employees. The appeals summaries do not represent 
official summaries approved by OPM, the Board, or other appellate 
organizations, and are not intended to provide legal counsel or to be 
cited as legal authority.  Instead, the appeals summaries inform and 
help the user locate relevant appellate precedents on a specific 
downsizing subject.  
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Unit F (Basic Index to Module) and Unit G (Detailed Index to 
Module) help the user readily locate information within a specific 
Module. 
 
Other Modules may contain additional Units, such as Unit C (Appeals 
Index), and Unit D (Samples).  
 
Also, Module 1 contains Unit H, (Detailed Index to the Restructuring 
Information Handbook). 
 
Finally, Modules 3 through 10 contain Unit I with a copy of the 
appropriate title 5 Code of Federal Regulations. 

 
 We welcome comments on the Restructuring Information Handbook.  

 
Send any comments and suggestions to the Center for Talent and 
Capacity Policy at (202) 606-0960; FAX (202) 606-2329; or e-mail 
Thomas A. Glennon at taglenno@opm.gov. 

  
Contents OPM's Restructuring Information Handbook Modules contain the 

following topics: 
 

Topic Module Unit(s)
Planning and Alternatives for Restructuring 1 B, F, G, 

H 
Human Resource Responsibilities in Restructuring 2 B, F, G
Reduction in Force 3 A, B, C, 

D, E, F, 
G, I 

Transfer of Function 4 A, B,C, 
F, G 

Reduction in Force Furlough 5 A, B, C, 
F, G 

Reemployment Priority List 6 A, B, C, 
F, G, I 

Career Transition Assistance 7 A, F, G, 
I 

Interagency Career Transition Assistance Plan 8 A, F, G, 
I 

Continued on next page 
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Topic Module Unit(s)

Voluntary Early Retirement 9 A, B, C, 
F, G, I 

Voluntary Separation Incentive Payments 10 A, B, C, 
F, G, I 
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Restructuring Information Handbook Module 8 

Interagency Career Transition Assistance Plan 
 

Unit I, 5 C.F.R. Subpart 330-G ICTAP Regulations  
 (January 2003 version) 

 
Introduction Restructuring Information Handbook Module 8 provides guidance on 

OPM’s Interagency Career Transition Assistance Plan (ICTAP) 
regulations published in subpart 330-G of title 5 in the Code of Federal 
Regulations (5 CFR subpart 330-G).  Module 8 presently consists of 
four Units: Unit A, "Required Procedures,” (2) Unit F, “Basic Index to 
Module 8,” (3) “Detailed Index to Module 8,” and (4) Unit I, “5 CFR 
Subpart 330-G Interagency Career Transition Assistance Plan 
Regulations.”  This is the January 2003 version of Unit I. 

  
Contents This publication contains the following topics: 
 

Topic Begins at Page
January 2003 5 CFR Subpart 330-G Interagency 
Career Transition Assistance Plan Regulations 

1 
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[Code of Federal Regulations] 
[Title 5, Volume 1] 
[Revised as of January 1, 2003] 
From the U.S. Government Printing Office via GPO Access; 
http://www.gpo.gov/nara/cfr/cfr-retrieve.html 
From the U.S. Government Printing Office via GPO Access 
[CITE: 5 CFR 330] 
 
[Beginning on Page 209] 
  
                    TITLE 5--ADMINISTRATIVE PERSONNEL 
  
                CHAPTER I--OFFICE OF PERSONNEL MANAGEMENT 
  
PART 330--RECRUITMENT, SELECTION, AND PLACEMENT (GENERAL)--Table of Contents 
  
Subpart G--Interagency Career Transition Assistance Plan for Displaced Employees 
 
    Authority: Presidential memorandum dated September 12, 1995, entitled ``Career Transition 
Assistance for Federal Employees''. 
 
    Source: 62 FR 31323, June 9, 1997, unless otherwise noted. 
 
Sec. 330.701  Purpose. 
 
    (a) This subpart implements the President's memorandum of September 12, 1995, to establish a 
special interagency career transition assistance program for Federal employees during a period of 
severe Federal downsizing. 
 
    (b) This subpart is effective July 9, 1997. 
 
    (c) The provisions of the Reemployment Priority List (RPL) set forth in subpart B of this part will 
remain in effect during the period of severe Federal downsizing. When an agency considers 
candidates from outside the agency for vacancies, registrants in an agency's RPL have priority for 
selection over employees eligible under this subpart in accordance with Sec. 330.705. 
 
    (d) This subpart applies only when agencies are making selections from outside their workforce, 
and does not prohibit movement within an agency, as permitted by subpart F of this part. 
 
Sec. 330.702  [Reserved] 
 
Sec. 330.703  Definitions. 
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    For the purposes of this subpart: 
 
    (a) Agency has the meaning given in Sec. 330.604(a). 
 
    (b) Displaced employee means: 
 
    (1) A current career or career-conditional competitive service employee, in tenure group 1 or 2, at 
grade levels GS-15 or equivalent and below, who has received a specific RIF separation notice, or a 
notice of proposed removal for declining a directed reassignment or transfer of function outside of the 
local commuting area; 
 
    (2) A former career or career-conditional competitive service employee, in tenure group 1 or 2, at 
grade levels GS-15 or equivalent and below, who was separated through reduction in force, or 
removed for declining a directed reassignment or transfer of function outside of the local commuting 
area; 
 
    (3) A former career or career-conditional employee who was separated because of a compensable 
injury or illness as provided under the provisions of subchapter I of chapter 81 of title 5, United States 
Code, whose compensation has been terminated and whose former agency is unable to place the 
individual as required by Sec. 353.110(b) of this chapter; 
 
    (4) A former career or career-conditional competitive service employee, in tenure group 1 or 2, who 
retired with a disability under sections 8337 or 8451 of title 5, United States Code, whose disability 
annuity has been or is being terminated; 
 
    (5) A former career or career-conditional competitive service employee, in tenure group 1 or 2, at 
grades GS-15 level or equivalent or below, who received a RIF separation notice, and who retired on 
the effective date of the reduction in force or under the discontinued service retirement option; 
 
    (6) A former Military Reserve Technician or National Guard Technician who is receiving a special 
disability retirement annuity from OPM under section 8337(h) or 8456 of title 5 United States Code, as 
described in subpart H of this part; 
 
    (7) A current Executive Branch agency employee in the excepted service, serving on an 
appointment without time limit, at grade levels GS-15 or equivalent and below, who has been given 
noncompetitive appointment eligibility and selection priority by statute for positions in the competitive 
service, and who is in receipt of a reduction in force separation notice or notice of proposed removal 
for declining a transfer of function or directed reassignment outside of the local commuting area; or 
 
    (8) A former Executive Branch agency employee in the excepted service, who served on an 
appointment without time limit, at grade levels GS-15 or equivalent and below, who has been given 
noncompetitive appointment eligibility and selection priority by statute for positions in the competitive 
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service, and who has been separated through reduction in force or removed for declining a transfer of 
function or directed reassignment outside of the local commuting area. 
 
    (c) Eligible employee means a displaced employee who meets the conditions set forth in Sec. 
330.704(a). 
 
    (d) Local commuting area has the meaning given in Sec. 330.604(e). 
 
    (e) Special selection priority has the meaning given in Sec. 330.604(g). 
 
    (f) Vacancy has the meaning given in Sec. 330.604(j). 
 
    (g) Well-qualified employee has the meaning given in Sec. 330.604(k). 
 
[62 FR 31323, June 9, 1997, as amended at 64 FR 40509, July 27, 1999] 
 
Sec. 330.704  Eligibility. 
 
    (a) To be eligible for the special selection priority, an individual must meet all of the following 
conditions: 
 
    (1) Is a displaced employee as defined in Sec. 330.703(b); 
 
    (2) Has a current (or a last) performance rating of record of at least fully successful or equivalent 
(except for those eligible under Sec. 330.703(b)(3), (b)(4), and (b)(6); 
 
    (3) Applies for a vacancy at or below the grade level from which the employee has been or is being 
separated, that does not have a greater promotion potential than the position from which the 
employee has been or is being separated; 
 
    (4) Occupies, or was displaced from a position in the same local commuting area of the vacancy; 
 
    (5) Files an application for a specific vacancy within the time frames established by the agency, 
and provides proof of eligibility required under Sec. 330.708(a)(2); and 
 
    (6) Is determined by the agency to be well-qualified for the specific position. 
 
    (b) Eligibility for special selection priority begins: 
 
    (1) On the date the agency issues the RIF separation notice; 
 
    (2) On the date an agency certifies that it cannot place an employee eligible under Sec. 
330.703(b)(3); 
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    (3) On the date an employee eligible under Sec. 330.703(b)(4) is notified that his or her disability 
annuity has been or is being terminated; 
 
    (4) On the date the agency issues a formal notice of proposed separation to an employee for 
declining a transfer of function or directed reassignment outside the local commuting area; or 
 
    (5) On the date the National Guard Bureau or Military Department certifies that an employee under 
Sec. 330.703(b)(6) has retired under 5 U.S.C. 8337(h) or 8456. 
 
    (c) Eligibility expires: 
 
    (1) 1 year after separation, except for those employees separated on or after September 12, 1995, 
and prior to February 29, 1996. For these employees, eligibility expired February 28, 1997; 
 
    (2) 1 year after an agency certifies that an individual under Sec. 330.703(b)(3) cannot be placed; 
 
    (3) 1 year after an individual under Sec. 330.703(b)(4) receives notification that his/her disability 
annuity has been or will be terminated; 
 
    (4) When the employee receives a career, career-conditional, or excepted appointment without 
time limit in any agency at any grade level; 
 
    (5) When the employee no longer meets the eligibility requirements set forth in paragraph (a) of 
this section (e.g., the employee is no longer being separated by RIF, or under adverse action 
procedures for declining a transfer of function or directed reassignment outside the local commuting 
area, or separates by resignation or non-discontinued service retirement prior to the RIF effective 
date); or 
 
    (6) At an agency's discretion, when an eligible employee declines a career, career conditional, or 
excepted appointment (without time limit), for which the employee has applied and been rated well-
qualified; or upon the failure of the applicant to respond within a reasonable period of time to an offer 
or official inquiry of availability. 
 
    (7) Two years after separation, for those employees eligible under Sec. 330.407(b). 
 
[62 FR 31323, June 9, 1997, as amended at 65 FR 52642, Aug. 30, 2000] 
 
Sec. 330.705  Order of selection in filling vacancies from outside the agency's workforce. 
 
    (a) Except as provided in paragraph (c) of this section, when filling a vacancy from outside the 
agency's workforce an agency must select: 
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    (1) Current or former agency employees eligible under the agency's Reemployment Priority List 
described in subpart B of this part, then; 
 
    (2) At the agency's option, any other former employee displaced from the agency (under 
appropriate selection procedures), then; 
 
    (3) Any of the following three conditions: 
 
    (i) Current or former Federal employees displaced from other agencies under this subpart; 
 
    (ii) Current or former employees displaced from the District of Columbia Department of Corrections 
eligible under subpart K of this part, or 
 
    (iii) Displaced Panama Canal Zone employees eligible under subpart L of this part. 
 
    (4) Any other candidate (under appropriate selection procedures) (optional). 
 
    (b) The following actions are subject to the above order of selection and are covered under this 
subpart: 
 
    (1) Competitive appointments (e.g., from registers or delegated examining); 
 
    (2) Noncompetitive appointments to the competitive service (e.g., the types listed in part 315, 
subpart F of this chapter, as well as Outstanding Scholar and Bilingual/Bicultural appointments made 
under the authority of the Luevano consent decree); 
 
    (3) Movement between agencies (e.g., transfer), except as provided for in paragraph (c)(8) of this 
section or part 351 of this chapter; 
 
    (4) Reinstatements (except as provided for in paragraph (a)(2) of this section); and 
 
    (5) Time-limited competitive appointments of 121 days or more, including all extensions, except as 
provided in (c)(11) of this section. 
 
    (c) The following actions are not covered under this subpart: 
 
    (1) Selections from an agency's internal Career Transition Assistance Plan or Reemployment 
Priority List as described in subparts F and B of this part respectively or any other internal agency 
movement of current agency employees; 
 
    (2) Appointments of 10 point veteran preference eligibles (CP, CPS, and XP), if reached through 
an appropriate appointing authority; 
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    (3) Reemployment of former agency employees who have regulatory or statutory reemployment 
rights, including the reemployment of injured workers who have either been restored to earning 
capacity by the Office of Workers' Compensation Programs (OWCP), or who have received a notice 
that their compensation benefits will cease because of recovery from the disabling injury or illness; 
 
    (4) Temporary appointments of under 121 days (including all extensions); 
 
    (5) An action taken under part 351 of this chapter; 
 
    (6) The filling of a position by an excepted appointment; 
 
    (7) Conversion of an employee of the same agency who is serving on an excepted appointment 
that confers eligibility for noncompetitive appointment into the competitive service, e.g., conversion of 
a veterans' readjustment appointee to a career conditional appointment under Sec. 315.705 of this 
chapter; 
 
    (8) Noncompetitive movement of employees between agencies as a result of interagency 
reorganization, interagency transfer of function, or interagency mass transfer; 
 
    (9) The reemployment of a former agency employee who retired under a formal trial retirement and 
reemployment program, and who seeks reemployment with that agency under the program's 
provisions, and within the program's applicable time limits; 
 
    (10) An action taken by the agency head or his or her designee pursuant to the settlement of a 
formal complaint, grievance, appeal, or other litigation; 
 
    (11) Extensions of temporary or term actions, up to the full period allowed, provided that the 
original action, upon which the extension is based, was made on or before February 29, 1996 (the 
effective date of the interim regulations); or for actions initially made after February  
29, 1996, the original vacancy announcement must have specified that the position was open to 
ICTAP candidates, and that if they were found well-qualified, would be afforded selection priority. The 
original announcement must have stated that an extension was possible without further 
announcement. This exception includes extensions granted by OPM to the 2 or 4 year limit allowed 
for temporary and term appointments, respectively; 
 
    (12) The reappointment of former employees with their agency into hard-to-fill positions, the duties 
of which require unique skills and experience necessary to conduct a formal skills-based training 
program for the agency; 
 
    (13) The retention of individuals whose positions are brought into the competitive service under 
Sec. 316.701 or Sec. 316.702 of this chapter and subsequent conversion, when applicable, under 
Sec. 315.701 of this chapter; 
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    (14) The retention of an employee for whom OPM has approved a rule 5.1 variation; 
 
    (15) The placement of a member of the Senior Executive Service under 5 U.S.C. 3594;  
 
    (16) Assignments made under the Intergovernmental Personnel Act (IPA) as provided in part 334 
of this chapter. 
 
    (17) Interagency details; 
 
    (18) Exchange of employees between agencies to avoid involuntary separations, under plans 
approved by OPM (i.e., interagency job swaps);  
 
    (19) Transfer or reinstatement of an individual who meets the eligibility requirements of Sec. 
330.704 to a position having promotion potential no greater than the potential of a position the 
individual currently holds or previously held on a permanent basis in the competitive service and did 
not lose because of performance or conduct reasons; 
 
    (20) The voluntary transfer of employees from one agency to another under a Memorandum of 
Understanding or similar type of agreement when both agencies and the affected employees agree to 
the transfer. 
 
[62 FR 31323, June 9, 1997, as amended at 64 FR 40509, July 27, 1999; 65 FR 47830, Aug. 4, 2000] 
 
Sec. 330.706  Notification of displaced employees. 
 
    (a) In addition to meeting the requirements of  
Sec. 330.602(a)(1)(iv) and Sec. 330.607(a), at the time it issues a specific RIF separation notice or 
notice of proposed removal for declining a directed reassignment or transfer of function outside of the 
local commuting area, an agency must give each of its eligible employees information in writing about 
the special selection priority available to them under the Interagency Career Transition Assistance 
Plan. Such information must contain guidance to the employee on how to apply for vacancies under 
the ICTAP, and what documentation is generally required as proof of eligibility. 
 
    (b) Agencies must take reasonable steps to ensure eligible employees are notified of all vacancies 
the agency is filling and what is required for them to be determined well-qualified for the vacancies. 
 
    (c) Each agency is required to advise, in writing, ICTAP candidates who apply for specific 
vacancies within its local commuting area of the results of their application, and whether or not they 
were found well-qualified. If they are not found well-qualified, such notice must include information on 
the results of an independent, second review conducted by the agency. If an applicant is found well-
qualified, and another well-qualified surplus or displaced candidate is selected, the applicant must be 
so advised. 
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Sec. 330.707  Reporting vacancies to OPM. 
 
    (a) Agencies are required to report all competitive service vacancies to OPM when accepting 
applications from outside the agency (including applications for temporary positions lasting 121 or 
more days), except when they elect to fill a position by the transfer or reassignment of an ICTAP 
eligible from another agency. 
 
    (b) Content. Notice to OPM of job announcements must include the position title, location, pay plan 
and grade (or pay rate) of the vacant position; application deadline; and other information specified by 
OPM. In addition, for all positions reported, agencies are required to provide OPM with an electronic 
file of the complete vacancy announcement or recruiting bulletin, which must contain: 
 
    (1) Title, series, pay plan, and grade (or pay rate); 
 
    (2) Duty location; 
 
    (3) Open and closing dates, plus any other information dealing with how application receipt will be 
controlled, such as the use of early cut-off dates; 
 
    (4) Name of issuing agency and announcement number; 
 
    (5) Qualification requirements, including knowledges, skills, and abilities; 
 
    (6) Entrance pay; 
 
    (7) Brief description of duties; 
 
    (8) Basis of rating; 
 
    (9) What to file; 
 
    (10) Instructions on how to apply; 
 
    (11) Information on how to claim veterans' preference, if applicable; 
 
    (12) The agency's definition of well-qualified and information on how CTAP and/or ICTAP 
candidates may apply, including proof of eligibility required;  
 
    (13) Equal employment opportunity statement; and 
 
    (14) Reasonable accommodation statement. 
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    (i) An agency may use wording of its choice that conveys the availability of reasonable 
accommodation. An agency must not list types of medical conditions or impairments as appropriate 
for accommodation, and must keep the wording simple. 
 
    (ii) We recommend using the following statement: 
 
    ``This agency provides reasonable accommodation to applicants with disabilities where 
appropriate. If you need a reasonable accommodation for any part of the application and hiring 
process, please notify the agency.  Determinations on requests for reasonable accommodation will be 
made on a case-by-case basis.'' 
 
[62 FR 31323, June 9, 1997, as amended at 66 FR 63906, Dec. 11, 2001] 
 
Sec. 330.708  Application and selection. 
 
    (a) Application. 
 
    (1) To receive this special selection priority, eligible employees must apply directly to agencies for 
specific vacancies in the local commuting area within the prescribed time frames, attach the 
appropriate proof of eligibility as described in paragraph (a)(2) of this section, and be determined well-
qualified by the agency for the specific position. 
 
    (2) Employees may submit the following as proof of eligibility for the special selection priority: 
 
    (i) RIF separation notice, or notice of proposed removal for declining a directed reassignment or 
transfer of function to another commuting area; 
 
    (ii) Documentation, e.g., SF-50, Notification of Personnel Action, showing that they were separated 
as a result of reduction in force, or for declining a transfer of function or directed reassignment to 
another commuting area; 
 
    (iii) Official certification from an agency stating that it cannot place an individual whose injury 
compensation has been or is being terminated; 
 
    (iv) Official notification from OPM that an individual's disability annuity has been or is being 
terminated; or 
 
    (v) Official notification from the Military Department or National Guard Bureau that the employee 
has retired under 5 U.S.C. 8337(h) or 8456. 
 
    (b) Selection. In making selections, an agency will adhere to the overall order of selection set forth 
in Sec. 330.705. In addition, the following apply: 
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    (1) An agency cannot select another candidate from outside the agency if eligible employees are 
available for the vacancy or vacancies. 
 
    (2) If two or more eligible employees apply for a vacancy and are determined to be well-qualified, 
any of these eligible employees may be selected. 
 
    (3) If no eligible employees apply or none is deemed well-qualified, the agency may select another 
candidate without regard to this subpart. (This flexibility does not apply to selections made from the 
agency's Reemployment Priority List as described in subpart B of this part.) 
 
    (c) An agency may select a candidate from its Career Transition Assistance Plan or Reemployment 
Priority List, as described in subparts F and B of this part respectively, or another current agency 
employee (if no eligible employees are available through its CTAP) at any time. 
 
Sec. 330.709  Qualification reviews. 
 
    Agencies will ensure that a documented, independent second review is conducted whenever an 
otherwise eligible employee is found to be not well-qualified. The applicant must be advised in writing 
of the results of the second review. 
 
Sec. 330.710  [Reserved] 
 
Sec. 330.711  Oversight. 
 
    OPM is responsible for oversight of the Interagency Career Transition Assistance Plan for 
Displaced Employees and may conduct reviews of agency activity at any time. 
 
(End) 


