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110.1  PURPOSE  This chapter sets forth policies, responsibilities, and procedures for the purchase of corporate and individual memberships in societies, associations, and institutions and for the payment of dues for such memberships.  This chapter supersedes all other chapters and sections of chapters which address this issue.

110.2  POLICY

A.  BPA’s policy is to pay for memberships in societies, associations, and institutions when such membership is job-related, cost-effective, and not redundant.  The Administrator’s authority to authorize such payments is delegated to first-line managers, subject to the determination that these standards are met.

B.  BPA will not pay for individual memberships where BPA has a corporate membership.  BPA policy is to not pay for duplicate memberships.  An exception may be made based on demonstrated greater benefit to BPA with individual memberships as compared to corporate memberships.  Such exceptions must be approved by the Vice-President or Group Vice-President of the organization where the request originated.

110.3  RESPONSIBILITIES

A.  Requester is responsible for justifying whether the membership is in the best interest of Bonneville and must complete blocks 1-5 of BPA F 1130.01e.

B.  Requesting Organization (organization to which requester is assigned) is responsible for funding memberships it approves.

C.  Approving Officials (normally first level managers) must assure that membership is job-related, that corporate membership in the organization does not exist, that funds are available for the membership fees, and that the justification provided by the requester warrants the expenditure of funds.

D.  Staff Managers, or their designees, are responsible for providing support to the approving official while they are making their determination, and for concurring in the availability of funds.  Concurrence is required before the expenditure of funds is authorized.

E.  Manager, Library Services, is responsible for assuring that a current listing of corporate memberships is maintained and disseminated to Staff Managers or designees.

F.  Employees are responsible for maintaining their individual memberships in good standing, and for notifying their supervisors of any termination in membership.  The employee is responsible for notifying the subject organization (of which he/she was a member) that any refunds of amounts paid by Bonneville are to be made directly to Bonneville.

110.4  COVERAGE:  This manual chapter only authorizes the expenditure of funds for membership in subject organizations.  It does not authorize expenditures for other purposes.  It does not authorize donations of any type to such organizations.  It also does not authorize the expenditure of funds for publications which are not covered in the normal membership dues arrangement.  Additional publications may be requested through normal publication requests.

110.5  PROCEDURES

A.  The requester completes blocks 1-5 of BPA F 1130.01e and forwards the form through the supervisory chain to the approving official (who, depending upon organizational delegations, may be a first level manager).  Employee logon ID for individual membership or Vice-President logon ID for corporate membership (block 1) is mandatory and becomes the invoice number for payment.  Attach membership application and/or invoice to the form.

B.  The approving official, in collaboration with the organization’s Staff Manager or designee, completes block 6 and, if approved, forwards the form to the Staff Manager.  If the approving official disapproves the request, he/she returns the form to the requester with an explanation.

C.  The Staff Manager, or designee, completes block 7 and authorizes procurement of membership through either payment by the organization’s VISA or submittal of the form and additional documentation to DFRD-2 for payment.  Purchase of membership is not authorized until BPA Form 1130.01e has been fully completed as described above.  Employees who purchase a membership in advance with personal funds must submit an approved Individual Membership application form with the request for reimbursement.  If the manager denies the application, the employee will not be reimbursed.

D.  Following approval, a copy must be sent to Library Services, for Corporate database update purposes.

110.6  REFERENCE:  Section 11 (b) (11), Federal Columbia River Transmission System Act (P. L. 93-454), dated October 18, 1974, is the authority for this activity.

Transmittal Letter:  05/02                 Supersedes  10/26/99                               Responsible Organization:  Financial Services

[image: image1.png]