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1.  Types of Organizational Changes.  The most common types of organizational changes that occur within NAVSEA Headquarters and require approval include:


a.  Realigning workload,


b.  Reassigning manpower,


c.  Transferring functions,


d.  Establishing functions, and


e.  Disestablishing functions.

2.  Approval of Organizational Changes

a.  Approval by SEA 00, SEA 09, or SEA 00B is required for all changes to the organization at or above the Division level (i.e., at Levels 2 and 3 - see Chapter 2 of this Headquarters Organization Manual, Figure 2-1).  Procedures for changing the organization of shore activities can be found in references (a) and (b).


b.  Changes below the Division level (i.e., Levels 4, 5, and 6) require approval by the cognizant Deputy Commander or Command Staff Office Director, subject to prior review by SEA 09B1 for conformance with NAVSEA organizational guidelines.


c.  Deputy Commanders and Command Staff Office Directors must ensure that all organizational structures comply with the current Command policy on manpower, staffing, and position management.  In this context, SEA 09B1 will ensure that all proposed organizational changes are reviewed by SEA 09B2 and SEA 09B5.

3.  Process for Implementing Organizational Changes

a.  SEA 00B and SEA 09B assigned SEA 09B1 the responsibility for coordinating all NAVSEA Headquarters organizational changes.  In this capacity, SEA 09B1 reviews all proposed organizational changes to ensure:  (1) conformity with the NAVSEA organizational guidelines, (2) appropriateness of the organizational structures and staffing alignments, (3) non-conflict of responsibilities with other organizations, and (4) proper documentation formats.


b.  The process for implementing Headquarters organizational changes at or above the Division level (Levels 2 and 3 shown in Chapter 2 of this Headquarters Organization Manual, Figure 2-1) is depicted in Figure 3-1 and described in detail below:


(1) During the developmental phase of implementing an organizational change, the originating office first consults with SEA 09B1 for initial guidance and develops a concept briefing and/or a decision package proposing the organizational change.  The originating office also completes an Organizational Change Approval Sheet (see Figure 3-2) for inclusion with the concept package for senior management approval.


(2) SEA 09B1 reviews the organizational concept package for completeness, clarity, compliance with NAVSEA guidance, and compatibility with the NAVSEA organizational structure and staffing alignment.


(3) The originator presents the organizational concept to the appropriate senior management and obtains pre-implementation approval. 



(4)  SEA 09B1 meets with the originator and together they identify all NAVSEA organizations that may be impacted by this change and who should participate in the review, approval, and implementation.  SEA 09B1 and the originator also identify potential problems which may occur during execution of the organizational change.


(5) SEA 09B1 coordinates the review and implementation of the organizational change with the participating NAVSEA codes.  SEA 09B1 holds a “kick-off” meeting with the appropriate subject matter specialists to discuss possible issues or concerns, assign tasks, and determine a schedule for implementing the change.


 
(6) The subject matter experts from the participating NAVSEA codes provide inputs, resolve issues and concerns, and complete their assigned tasks.



(7) The originating organization drafts the formal documentation to initially announce and implement the change.  This documentation is normally a NAVSEA Notice which will include an overall statement of the new or revised responsibilities, reasons for the change, actions to implement the change, and an effective date.  If appropriate, the NAVSEA Notice should include a list of affected personnel that will facilitate the preparation of the necessary civilian personnel reassignment actions.



(8) SEA 09B1 assists the originator with finalizing the draft NAVSEA Notice and coordinates the review process.  SEA 09B1 ensures that all interested and affected NAVSEA organizations are informed of the impending change and given the opportunity to provide their comments.  SEA 09B1 coordinates and tracks the concurrence package until final signature approval is obtained. 




(9) SEA 09B1 officially issues the NAVSEA Notice and announces the organizational change to the distribution list via 

e-mail.  SEA 09B1 will ensure that the Notice is posted on the NAVSEA Corporate Intranet Organization web site and to the SEA 09B1 area of the Campus Document Management System (CDMS-LiveLink). 




(10) The NAVSEA action organizations complete the required tasks as outlined in the Notice including realignment of functions, personnel and funds for implementing the Notice. 

 



(11) Within 90 days of the NAVSEA Notice being signed and issued, the originating organization revises their organization’s section of the NAVSEA Headquarters Organization Manual, including a list of "Responsibilities" and, as appropriate, an organization chart.  



(12) SEA 09B1 will ensure that the revision to the Headquarters Organization Manual is posted on the NAVSEA Corporate Intranet Organization web site and the SEA 09B1 area of CDMS-LiveLink.


c.  The process for implementing organization changes below the Division level (Levels 4, 5, and 6 shown in this Headquarters Organization Manual, Chapter 2, Figure 2-1) is as follows:



(1) The originating NAVSEA organization submits a draft implementation notice or memorandum to SEA 09B1 for review and assistance prior to approval by the responsible Deputy Commander. If appropriate, the Notice or memorandum should include a list of affected personnel that will facilitate the preparation of the necessary civilian personnel reassignment actions.



(2) SEA 09B1 provides the same organizational support for these changes, as appropriate, as for the process described above in paragraph 3.b.1-12.  Once SEA 09B1 and the originating organization reach agreement on the NAVSEA Notice, SEA 09B1 will assist with the coordination of the review and signature process.



(3) The originating organization officially issues the NAVSEA Notice or memorandum and announces the organization change to the distribution list via e-mail.  SEA 09B1 will ensure that the Notice is posted on the NAVSEA Corporate Intranet Organization web site and to the SEA 09B1 area of CDMS (LiveLink).



(4) The NAVSEA action organizations complete the required tasks as outlined in the Notice including realignment of functions and personnel for implementing the Notice.



(5) Since the responsibilities of organizations below the Division level will not be included in the NAVSEA Headquarters Organization Manual, changes at or below levels 4, 5, and 6 do not require input to the Manual.
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INTENTIONALLY

ORGANIZATIONAL CHANGE APPROVAL SHEET

1.  Date:___________________________                          

2.  Originator:_____________________________Code:_________

3.  Type of Organizational Change (check all that apply):  

a. Establishing organization___________________ 

b. Disestablishing organization________________

c. Transferring functions______________________




d.  Realigning workload_________________________

d. Reassigning manpower________________________

4.  Description:  Briefly describe the proposed organizational change:

5.  Background:  Briefly explain the reason/background for the proposed change:

6.  Billets:  Are new billets required:________Total___________ 


Civilian_________________    Military______________________         

(Attach a list of positions and grades and indicate: (1) civilian or military; (2) full-time, part-time, or detailed; and (3) type of personnel action)

7.  Space:  Are additional and/or reconfigured spaces required?_______      # New spaces________________ # Reconfigured spaces________________

8.  Adverse Impacts:  

a. Changing Congressional Districts?_____________________

b.  Relocating personnel geographically?__________________

c.  RIFs/SIPs?____________________________________________



d.  Other?________________________________________________

9.  Funding:  Identify the funding source: 
10. Responsibilities:  List the major responsibilities of the proposed organization:

11. Issues/Concerns:  What, if any, issues or concerns are involved with this organizational change?

Approved:

_________________________



_______________________

       (Name)






  (Date)
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