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	MEMORANDUM FOR:
	All NOAA Employees

	FROM: 
	Sandra R. Manning
Director for Workforce Management Office

	SUBJECT: 
	Issues to Consider and Complete to Conduct an Orderly Shutdown


 
The Workforce Management Office (WFMO) offers the following information during the 2011 Federal Government Shutdown:
· Unless instructed otherwise by your supervisor, you must complete your shutdown functions within the first four (4) hours of work day.
· Unless otherwise designated by your supervisor, today you will be paid for the amount of hours worked, not to exceed four (4) hours. The remaining of your hours for today will be in a non-pay status (furlough).
· Your furlough letter provides you information about the furlough and additional information such as an Unemployment Compensation fact sheet.
· There will be no admittance to the federal facility until official notice to return to duty is received.
· You are not authorized to perform work while furloughed, and therefore, you are not authorized to utilize any government-issued equipment while on furlough (e.g., blackberry, laptop, government vehicle, etc.).
· You are not authorized to remotely access government IT systems (e.g., Department webmail, Commerce Learning Center, VPN access to networked applications or information, etc.) to conduct any official business, even if those equipment/services remain available and functional.
· Although Department policies allow for limited personal use of government resources (including IT resources such as an official email account or government-issues phone), no use of government/services remain available and functional.
During your paid hours of work today you must:
· Secure all personal belongings and effects, personal financial paperwork related to employment (SF-50, Life and health insurance information, Leave and Earning statements, etc.), and other personnel documentation.
· Take personal belongings home or at least lock them up in your work area.
· Prepare out of office messages for your e-mail and voicemail (see suggested script below).
· Log off all workstations, laptops, servers. Shut down printers, copiers, and any non-networked computers, and leave networked computers turned on unless you receive local bureau-level guidance recommending turning off networked machines.
· Do not remove government issued equipment, including laptops. It is ok to remove a government issued wireless device (blackberry or cell phone) to ensure they are secure and not lost upon your return. However, please keep in mind you will not be able to use these devices during a shutdown.
· Take any food stored home, clean out refrigerators, microwaves.
· Unplug all space heaters and coffee makers.
· Turn off all lights.
· Place trash outside of the office door in the main corridor for pick-up (the cleaning contractor can only pick up trash from hallways and bathrooms during a shutdown).
· Water plants or take them with you when you leave.
· Lock inside and main doors leading to the outside corridor.
· Provide your supervisor with all updated contact information.
· Log into WebTA system and validate time and attendance for the current pay period through today. Input hours worked today up to four hours provided for shutdown. Record the rest of the shutdown day and the rest of the pay period as "furlough." Corrected T & A's would have to be done if the funding bill is passed and made retroactive.
· Ensure time and attendance is validated by the timekeeper for absent employees and certified by the managers before leaving.
· Receive a copy of the creditor obligation letter stating to creditors that you are in non-pay status and seeking flexibility in payments.
· Retrieve any medications or records from the Health Unit that may be needed during the shutdown.
· Stay tuned to local news or check the OPM web site at http://www.opm.gov for status of shutdown. Or, call the Commerce information line at 202-482-7400 or 877-860-2329.
Suggested Out of Office Message for E-mail and voicemail:
I am currently unavailable to take e-mails (or phone calls in the case of voicemail) because of the shutdown of government operations. If you leave a message, I will be unable to respond until funding has been appropriated and the shutdown ends. I sincerely regret this inconvenience.
Employee Assistance Program (EAP) Services
· The Employee Assistance Program (EAP) will continue to provide services for Federal employees and their families http://www.wfm.noaa.gov/employees/eap.html.
· The national service center will remain open 24/7 and can be reached at 1-800-222-0364 (1-888-262-7848-TTY).
· Counselors are available via this phone number, and employees can also be linked to counselors in their area for services, whether or not federal buildings are open for business. In addition, legal and financial resources will be available by telephone at the same number listed above.
· These services are free and confidential.
Resources:
· Frequently Asked Questions (FAQs) for Shutdown Furloughs from the Office of Personnel Management (OPM):
http://www.opm.gov/furlough/FAQ/furloughfaq.pdf
· Information on Benefits and the Impact of a Furlough from OPM:
http://www.opm.gov/oca/leave/HTML/LWOP_eff.asp
· TSP Guidance on the Impact of a Shutdown:
http://www.wfm.noaa.gov/pdfs/TSP_Guidance_Shutdown2011.pdf
· Unemployment Compensation Information for Federal Employees:
http://www.wfm.noaa.gov/pdfs/UnemplCompInfo2011.pdf
· Administrative Law Advisory 1: Ethics Rules During a Furlough:
http://www.wfm.noaa.gov/pdfs/Advisory1EthicsRules.pdf
· Administrative Law Advisory 2: Emergency Furlough FAQs for Employees
http://www.wfm.noaa.gov/pdfs/Advisory2FurloughFAQforEmployees.pdf
· OAS Guidance to Bureaus in the Event of a Government Shutdown:
http://www.wfm.noaa.gov/pdfs/OASShutdownGuidance2011.pdf
· DOC Federal Credit Union: https://www.docfcu.org/
· Blank Timesheet in place of WebTA System, if needed:
http://www.wfm.noaa.gov/pdfs/Blank_timecard.pdf
If you have problems viewing this email, an html format is provided here:
http://www.wfm.noaa.gov/emails/2011Furlough.html
___________________________________________________________________ 
This message was generated for the Director, Workforce Management Office by the 
NOAA Information Technology Center/Financial and Administrative Computing Division.
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