[Agency Name] Staffing Plan
[Date]
Instructions: Submit this staffing plan and supplemental Hiring Detail Excel sheet no later than December 15, 2025 to OPM (staffing@opm.gov) and OMB (workforce@omb.eop.gov). 
Please reach out to OPM at staffing@opm.gov if you have questions or would like assistance reviewing your agency’s staffing needs and completing the plan. 
This document provides a template to guide agencies in the development of their Annual Staffing Plans that are required per the Executive Order 14356, Ensuring Continued Accountability in Federal Hiring and related Fact Sheet: President Donald J. Trump Ensures Continued Accountability in Federal Hiring
Issued on October 15, 2025, Executive Order 14356 directs sweeping changes to federal hiring policies aimed at streamlining the civilian workforce and reinforcing accountability. The order mandates that no federal position may be filled or created without approval under strict merit and strategic review processes. It establishes Strategic Hiring Committees across agencies, requires Annual Staffing Plans coordinated with OPM and OMB, and prioritizes hiring in areas like national security, immigration enforcement, and public safety. These measures are intended to sustain workforce reductions while ensuring mission-critical staffing aligns with the administration’s policy priorities.
The Annual Staffing Plan ensures that new career appointments are in the most mission-critical areas, aligned with Administration priorities, and implement the recruitment initiatives of the Administration’s previously issued Merit Hiring Plan. 
· Agencies’ Staffing Plans should be submitted to OPM and OMB by December 15, 2025. 
· Agencies shall comply with their Staffing Plans throughout the fiscal year, but may update their plans based on enactment of relevant appropriations or authorizing legislation, or otherwise amend their plans in coordination with OPM and OMB.
· Agencies shall submit updates to OPM and OMB at the beginning of each quarter, beginning with the second quarter of FY 2026.
Strategic Hiring Committee
The Strategic Hiring Committee will ensure hiring focuses on agency needs, the national interest, and Administration priorities. Strategic Hiring Committee should include the deputy agency head and the chief of staff to the agency head, along with such other senior officials as the agency head may designate. It should consist of 5-9 members, of which a majority are non-career appointees.
Instructions: provide the name and contact information for each member of your Strategic Hiring Committee.
Table A: Strategic Hiring Committee
	Name
	Title
	Political? (Yes/No)
	Email

	First Last (Chair)
	
	
	

	First Last
	
	
	

	First Last
	
	
	

	…
	
	
	

	
	
	
	

	
	
	
	



Executive Summary
Instructions: In tables B through E below, provide aggregate data from your agency’s staffing activities. Provide narrative responses to the additional questions in this section. 
In Table B, list each sub-office, including current and anticipated employee counts as of 9/30/25 and 9/30/26, contractor counts, and contractor spend for each sub-office. This will likely match the offices listed on your agency’s overall organization chart. An example entry has been shown below.
Table B: Staffing Plan by Office
	
	9/30/25
	9/30/26
	% Change vs. 9/30/25

	Office
	[bookmark: _Ref210765569]Pro Forma FTE[footnoteRef:1]  [1:  Number of employees excluding pending departures such as DRP participants or employees who have received RIF notices and have a known end date but are still on payroll today. This is the number of filled positions today – budgeted, vacant positions would be excluded. To avoid double counting across agencies, FTE excludes reimbursable staff performing work at other agencies. As an example, if an employee is doing half non-reimbursable and half reimbursable work, would be counted as 0.5 FTE. ] 

	[bookmark: _Ref210759892][bookmark: _Ref210765580]CTR[footnoteRef:2] [2:  Number of full-time equivalent contractors. For example, two contractors working 20 hour weeks together equal one full-time equivalent and a value of 1 would be entered. Would sum to total full-time equivalent contractors at the agency.] 

	[bookmark: _Ref210759930]CTR Spend[footnoteRef:3] [3:  Total annual spend on contractor full-time equivalents. This would be the all-in annual spend on contracts that provide services and would not include contract spend for goods or licenses that have no associated contractor personnel.] 

	FTE
	CTR
	CTR Spend
	FY26 Enacted Budget Headcount
	FTE
	CTR
	CTR Spend

	Office of the Director
	20
	10
	$3,000,000
	25
	5
	$1,500,000
	
	25%
	-50%
	-50%

	Office of the General Counsel
	
	
	
	
	
	
	
	
	
	

	Office of Legislative Affairs
	
	
	
	
	
	
	
	
	
	

	Office of CHCO
	
	
	
	
	
	
	
	
	
	

	Office of CFO
	
	
	
	
	
	
	
	
	
	

	Office of CIO
	
	
	
	
	
	
	
	
	
	

	Etc.…
	
	
	
	
	
	
	
	
	
	

	Agency Total
	
	
	
	
	
	
	
	
	
	



Instructions: In Table C, provide a bridge from current headcount to proposed staffing count at the end of FY26. Note that the % change column is relative to Pro Forma FTE net of  your agency’s headcount after any pending DRP or RIF departures. If the hire applies to multiple categories, pick the one that is most applicable to avoid double counting.
Table C: Employee Plan
	Employee Plan
	Number
	% Change vs. 9/30/25 PF

	9/30/25 FTE
	
	

	(-) Pending departures (DRP or RIF)
	
	

	9/30/25 Pro Forma (PF) FTE
	
	

	(+) New Hires related to Presidential priorities and focus areas (as indicated by EOs)
	
	

	(+) New Hires to fulfill statutory obligations 
	
	

	(+) New Hires in technology/STEM areas
	
	

	(+) New Hires in non-Presidential/non-statutory/non-technology/STEM
	
	

	(+) Hires to replace contractors
	
	

	      Subtotal: Planned FTE Additions
	
	

	(-) Retirements
	
	

	(-) Other regular attrition (i.e. non-retirement voluntary departures)
	
	

	(-) Performance Management (involuntary attrition for reasons including performance, misconduct, and mini-DRPs and other negotiated departures)
	
	

	(-) Attrition from RIF
	
	

	(-) Attrition from DRP
	
	

	(-) Other reductions
	
	

	      Subtotal: Planned FTE Reductions
	
	

	9/30/26 FTE
	
	



Instructions: In Table D, provide a bridge from the current number of full-time equivalent contractors to proposed contractor staff at the end of FY26. Please also provide total contractor spend on services, i.e. the spend on those contractors, not spend on contracts for goods or licenses.
Table D: Contractor Plan (Number and Spend)
	
Contractors (Services) Plan
	Number2
	% Change vs. 9/30/25
	Spend3
	% Change vs. 9/30/25

	9/30/25 full-time equivalent contractors
	
	
	
	

	(+) New contractors
	
	
	
	

	(-) Contractors eliminated
	
	
	
	

	(-) Contractors where function moved in-house
	
	
	
	

	9/30/26E CTR
	
	
	
	




Instructions: In Table E, provide information on the total FY 25 contract spend and planned FY 26 contract for each spend category.    
Table E: Contractor Spend Detail
	Contract (Services) Plan
	PSC
	FY 25 Spend 
	FY 26 Forecast

	Support (Professional/Management/Administrative)
	R
	
	

	IT and Telecommunication Services 
	D
	
	

	Social
	G
	
	

	Special Studies/Analysis Not R&D
	B
	
	

	Natural Resources Management
	F
	
	

	Technical Representative
	L
	
	

	Education/Training
	U
	
	

	All Other Services Contracts
	
	
	

	Total Services Contracts
	
	
	



National Security, Immigration Enforcement, and Public Safety
Instructions: In Table F, provide a list of positions performing national security, immigration enforcement, or public safety duties. 
Table F: National Security, Immigration Enforcement, and Public Safety Positions
	Office
	Position
	Occupational Series
	9/30/25 Pro Forma FTE1 
	9/30/26E FTE
	% Change vs. 9/30/25 PF

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Workforce Planning Factors
Instructions: At an agency level, provide answers to the questions below. To answer these questions, offices and subcomponents should do a thorough review of the services provided and appropriate staffing levels. Agencies are welcome but not required to share this additional detail in the staffing plan submission. 
Agencies should take a bottoms-up view to arrive at the appropriate staffing to support Presidential priorities, mission-critical areas and statutory obligations. Instead of anchoring to historical staffing levels, agencies should ask – what is the unit of work to be done after removing unnecessary steps and improving efficiency, and how many people are required to complete that work? Example analysis:
Example 1: We have an average caseload of 10. We have a 30-day deadline to respond and typically write 50 pages for each case. We eliminated unnecessary requirements so reports can now be 40 pages. Each employee can write 100 pages a month. Therefore, the appropriate staffing is 4 FTE (10 cases x 40 pages / 100 pages per employee). In the summer, our caseload doubles and we will meet this surge capacity with contractors, adding an additional 4 contractors for the 3 summer months.
Example 2: We expect to hire 1,000 people this year and offboard 4,000. Each hire takes an HR specialist 5 hours to onboard and each departure takes 2 hours. This implies 13,000 hours of work (5 hours x 1,000 hires plus 2 hours x 4,000 departures) and a need for 6.5 HR specialists. 
Example 3: We are working to digitize our website, which is directly supporting a Presidential priority. Right now, we have 2 program managers that oversee 4 contractors. We estimate we can hire 2 engineers directly who can build the website and sustain it. We will hire these 2, conduct a RIF for the 2 program managers, and terminate the contract for the 4 contractors.
Example 4: Our help desk gets 80 tickets per day, and each ticket takes 30 minutes to complete. Therefore, this function has 200 hours of work per week (80 tickets x 30 minutes x 5 days) and requires 5 full-time employees to appropriately staff. 
Example 5: Our agency has three different policy offices that deal with overlapping policy areas. Each policy office has a staff of 30. We estimate that the work of all three policy offices could be handled by 40 employees, provided we brought on the right skillsets. For example, across all three, we do not have enough subject matter expertise in an area that has emerged as a presidential priority, and we have long lacked appropriate expertise in data science. We will RIF two of the redundant policy offices, hire three data scientists, hire three new subject matter experts in areas that correspond to the emerging presidential priority, and hire four additional support employees. 

What are the areas where your agency plans to grow? Please address the following for all of the planned hires shown in Table C.
1. [bookmark: _Ref211447220]What is the specific Presidential priority, statutory obligation, or mission-critical need, such as Technology/STEM, supported by the hire(s)? Please explain how the agency defined each of these categories, including citation of specific Executive Orders or statutes as appropriate.

2. How was the appropriate staffing for this need determined? See examples in instructions above.


What are the areas your agency plans to reduce or restructure? Please address each of the following:
1. List all areas that do not align with Presidential priorities. As a starting point, consider how each agency function aligns with EOs and FY26 and FY27 budget. 

2. What functions support statutory obligations but exceed statutory requirements without directly supporting a Presidential priority?

3. Are there any efficiencies that may be created by removal of unnecessary management layers? Please describe the agency’s plan for management delayering.

4. Are there any efficiencies that may be created by elimination of duplicative or unnecessary functions and positions? Are there any efficiencies that may be created by effective and efficient distribution of workload across similar positions and shared skill sets?

5. Are there any efficiencies that may be created by consolidation of administrative functions? What administrative functions does the agency plan to consolidate?

6. Where can efficiencies be gained through technological or process improvements? How many FTE (if any) will be reduced upon completion of the project? Please describe.

7. How does the agency plan to improve performance management of low performing employees? Please also include a discussion of any resource needs, communications to supervisors, and any union considerations or changes to personnel policies.

8. What contracts are unnecessary and can be eliminated entirely or partially? What can be moved in-house to lower costs or provide a better service?



Workforce planning questions:
1. Describe how your agency will make use of early career hires to fill vacancies. What positions will be filled using early career hires? What skills will your agency target using early career hires? How will your agency recruit for early career hires? (Early career hires is defined as employees with less than five years’ experience, Pathways, interns, students, or trainees.)

2. What is your assessment strategy for new hires? How will the agency ensure that it is using technical or alternative assessments for all new hires graded GS-5 or above? Are there any assessments that the agency would particularly like to use for new hires? Does the agency believe that there are any custom or specialized assessments, either planned or actually in use, that would be useful for evaluating certain categories of new hires at the agency?

3. What are the largest skill gaps in your agency? How does the agency plan to close these skill gaps (hiring, training/mentoring, developmental assignments, etc.)? What is your timeframe for closing these skill gaps?

4. How many HR staffing contracts does the agency have in place?

5. How many recruitment contracts does the agency have in place?

6. How many contracts for industrial psychologists does the agency have in place? What is the annual spend? How many industrial psychologist contractors and employees does the agency have?

7. How many active Position Descriptions (PDs) does the agency have? How many PDs require updates, reclassification, or recertification in the next year? Note: Any PDs over 5 years old should be considered for update or recertification. 
	
Key Personnel Metrics
Instructions: For each of the following personnel KPIs in Table G, list current agency-wide metric and the agency projections by the end of FY26. Note that these metrics are from the Monthly Dashboard submitted to OPM and Sep-25 column should match your agency’s latest submission. Metrics should reflect September value unless otherwise noted as being for the full fiscal year.
Table G: Personnel KPIs
	Metric
	Sep-25
	Sep-26 Forecast
	Details, including when and how we will implement

	Merit Hiring
	
	
	

	% of new hires using skills-based assessments
	
	
	

	% of new hiring actions using shared certificates
	
	
	

	% of FTE who qualify as “Early Career” (less than 5 years’ experience, Pathways, interns, students, or trainees)
	
	
	

	Time to hire (average days between job posting and offer made)
	
	
	

	Time to onboard (average days between offer made and employee onboarded)
	
	
	

	% of GS-5 or above job postings that include the optional four questions
	
	
	

	Ratings & Awards
	
	
	

	% of SES employees with each rating level (i.e., % rated level 1, % level 2, etc.)
	
	
	

	% of non-SES employees with each performance rating in prior year. Show each rating scale (5 point, 4, 3, pass/fail).
	
	
	

	Average SES performance award as % of base salary.
	
	
	

	Average non-SES performance award as % of base salary. Show each rating scale (5 point, 4, 3, pass/fail).
	
	
	

	Distribution of SES awards – what % of award pool goes to each rating?  i.e., what % of the award pool for SES on a 5 rating scale went to 5’s, 4’s, 3’s, 2’s, and 1’s?
	
	
	

	Distribution of non-SES awards – what % of award pool goes to each rating? Show each rating scale (5 point, 4, 3, pass/fail) i.e., what % of the award pool for non-SES on a 5 rating scale went to 5, 4, 3, 2, and 1?
	 
	
	

	Performance Management
	
	
	

	% of Probationary employees up for certification who were certified
	
	
	

	% of all probationary employees terminated (not just those up for certification)
	
	
	

	% involuntary turnover due to performance management or misconduct (e.g., Chapter 43 terminations, Chapter 75, mini-DRP). Show as % of beginning FTE. Note that this is a metric for the full fiscal year.
	
	
	

	Average PIP length (days)
	
	
	

	% of employees on PIP who were terminated
	
	
	

	% of low performers receiving adverse action during the fiscal year (e.g., removal, suspension, reduction in grade, reduction in pay, etc.). Low performer defined as receiving lowest rating on performance scale. Note that this is a metric for the full fiscal year. 
	
	
	

	% of top performers receiving promotion. 
Top performer defined as highest two ratings on 4 or 5 point scale and highest rating on 3 point scale. Note that this is a metric for the full fiscal year.
	
	
	

	% of top performers that departed agency for reasons other than retirement. Note that this is a metric for the full fiscal year.
	
	
	

	Return to Office
	
	
	

	FTEs classified as fully in office as % of employees who are expected to be in office 
	
	
	

	% of FTEs with RTO exemptions (excluding DRP)
	
	
	

	How is RTO tracked? Badge data, network login location, self-reporting, etc.
	
	
	

	DEIA
	
	
	

	DEIA employees on admin leave with unknown termination date
	
	
	



FY26 Hiring Forecast Detail
Instructions: provide a list of all planned hires for FY26 using the Hiring Detail excel template shared alongside this document. Include both files when submitting.
