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Section 1:  Action Officer Details

Organization:  This is the organization originating the request.
Requestor:  Action officer name
Date:  Initiation date of request 
Requestor E-Mail:  Email address of action officer
Requestor Phone:  Contact number for action officer
Subject:  This should provide a short descriptive title for the change being requested.  Use the same title when submitting action in CATMS. 

Section 2:  Change Request Overview

1)  Action Type:  Select value for type of action being requested (Addition, Deletion or Modification).  If requesting both organization and manpower change, select action type for both fields.   
2)  Desired effective date:  Please note that the validation process by the M&O Office could take 30 days or longer, depending on the complexity of the request. Personnel or contracting actions typically take 90 days or longer after requirements have been approved and funded.) 
3)  Executive Summary.   Provide a short description of what manpower and/or organizational change(s) are being requested along with a high-level justification for the requested changes. 

Section 3:  Organization Change Details

1)  Describe proposed action, in detail. For example: establishing a new organization, combining a new with an existing organization, transferring an external organization to DHA, transferring an internal organization within DHA, revising an existing organizational structure, or disestablishing an organizational unit.  
2) Summary of “why” action is needed?  Provide detail on any factors driving the need for the action, e.g., new or revised directives or CONOPS, changes to mission/function statements, planned efficiencies, etc. and attach the related references within the PDF.
3)  What is the structure of the new organization? Attach a copy of the proposed organization diagram as well as your current Official Organization Chart which can be obtained at https://info.health.mil/cos/manpower/SitePages/Home.aspx  (see site Nav>Libraries>Organization Charts).  
4) What are the Functions and Tasks to be performed by the new organization?  Please provide a list of Major Functions and Task this organization to be responsible for.  Attach a new or revised function statement for each affected organizational units.  (A Function Statement is a brief description of the primary functions of the organizational element). 
5) Will there be any manpower requirements changes resulting from the proposed action? (If so, explain each change using section 4, below.) 



6) Will there be any HR impacts to existing personnel?  Examples of HR impacts include need for realignment of Military, Civilian position to different organization, geographic location, supervisor.

Section 4:  Manpower Change Details: 

1) Describe the nature of the proposed action: requesting additional manpower, changing approved requirements, transferring approved requirements from one organization to another, or eliminating existing requirements. 
2)  Summary of “why” action is needed? Identify factors driving the need for the action, e.g., new or revised directives or CONOPS, changes to mission/function statements, planned efficiencies, etc. and attach the related references. 
3) Will this be a change to an existing requirement?  Check appropriate box(s)	
4)  Will this be a supervisory requirement?  Check appropriate box(s) and include grade of position this new requirement will report to.
5) Manpower Requirement Detail:  This detail can be found on the JTD.  A current copy of the JTD is available at https://info.health.mil/cos/manpower/SitePages/Home.aspx .  See Site Nav>Libraries>DHA JTD 
6) Offset Detail – an offset is an authorized or funded position that will be used to resource the new or unfunded requirement - detail can be found on the JTD.
4) Is this an enduring requirement?  Enduring indicates that the requirement is not temporary in nature, that the mission to be accomplished has no foreseeable end date. 
5) Is the requirement inherently governmental or military essential?  Definition of inherently governmental or military essentiality can be found in DoDI 1100.22, Enclosure 3
	6) Will there be HR Impacts?  Example include realignment of Military, Civilian position to different organization, geographic location, supervisory change or change in occupational series or grade.


Section 5:  Coordination

When the document is completed, the requesting action officer will load into CATMS and coordinate routing in accordance with coordination sheet
