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SUBJECT:  Travel and Transportation Expenses: First Post of Duty and Interviews

[bookmark: _Toc327798695]PURPOSE
This Personnel Letter – 
Provides guidance on reimbursement for travel to pre-employment interviews and to first post of duty.

Revisions
· Changes title to match corresponding regulations.
· Adds business objective.
· Adds summary.
· Replaces existing continued service agreement with eForm 1510.06, Relocation Travel Data for New Hire Employees (April 1, 2010).

[bookmark: _Toc327798696]BPA BUSINESS OBJECTIVE
The Bonneville Power Administration (BPA) relies on a highly skilled and talented workforce to successfully deliver its mission and business.  Recruitment flexibilities support BPA’s Talent Management Strategy to ensure BPA has the right skills and competencies to meet business objectives.  BPA managers may use the travel reimbursement described in this Personnel Letter to attract top candidates to interview or as part of the total compensation package to attract new employees.  BPA approving officials must balance the need to attract high-quality talent with costs to BPA ratepayers and the need to preserve workforce equity.

[bookmark: _Toc327798697]POLICY SUMMARY
Selecting officials may authorize travel reimbursement for eligible candidates to come to BPA for interviews or for new appointees relocating to their first duty post.  A new appointee receiving travel reimbursement to the first post of duty must sign a continued service agreement before BPA will reimburse any expenses.  Selecting officials will not select candidates or new appointees for reimbursement based on any personal relationship, patronage or nepotism and without regard to religious affiliation or non-affiliation, marital status, race, color, national origin, sex, age or physical handicap.  Selecting officials will consider all recruitment flexibilities and incentives available and select the most cost-effective combination necessary to attract the desired candidate.
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I. [bookmark: _Toc327798698]COVERAGE
This policy covers candidates or new appointees for permanent general schedule positions and hourly positions.  This policy excludes time limited appointments or positions filled by contract personnel.

II. [bookmark: _Toc327798699]DEFINITIONS

Approving Official
The Vice President, Executive Vice President, Senior Vice President, or delegate authorized to approve reimbursement to first post of duty requests.  The approving official must be at least one level above the selecting official unless the selecting official is at a Vice President level, in which case no further approval is needed.

Break in Service
A period when an individual is no longer on the rolls of an executive agency.

Candidate
An individual applying for a BPA position, whether a current federal employee or not.

Continued Service Agreement
Written agreement between BPA and an employee in which the employee agrees to a required service period in return for payment of travel and transportation expenses to first post of duty.  For the purposes of this policy, Relocation Travel Data for New Hire Employees (eForm 1510.06) is the continued service agreement.

First Post of Duty
The employee’s first work location for the Federal Government.

New Appointee
a) An individual who is employed with the Federal Government for the very first time (including an individual who has performed transition activities under section 3 of the Presidential Transition Act of 1963 (3 U.S.C. 102 note), and is appointed in the same fiscal year as the Presidential inauguration); 
b) An employee who is returning to the Government after a break in service (except an employee separated as a result of reduction in force or transfer of functions and is re-employed within one year after such action.  Such employees are considered transfer employees for the purpose of relocation entitlement); or 
c) A student trainee assigned to the Government upon completion of his/her college work.  A student is eligible for reimbursement either upon initial appointment or upon conversion, but not both.

Pre-employment Interview 
A candidate interview to: 
· Further assess competencies and/or technical/functional skills; 
· Enhance the selecting official’s ability to distinguish among candidates; 
· Interest qualified candidates, when a labor shortage exists for position/job; or 
· Interest qualified candidates in a hard to fill geographic location.

Selecting Official
The supervisor or manager making the selection.

Travel and Transportation Expenses
Costs associated with travel to a pre-employment interview or payment of travel and transportation expenses, including transportation of household goods, for a new employee’s move to his or her first Federal Government position.

III. [bookmark: _Toc327798700]RESPONSIBILITIES

A. Senior Vice-Presidents, Executive Vice Presidents and Vice-Presidents:

1. Determine the budget and allocate funding for travel expense reimbursement for interviews and travel to first post of duty.
2. Authorize reimbursement of travel and transportation expenses for pre-employment interviews and travel to first post of duty.
3. Re-delegate approval authority to appropriate level individual(s) within the organization.

B. Selecting Officials:

1. In coordination with the Human Capital Management (HCM) Recruitment and Staffing Advisor (RSA), determine which candidates will receive reimbursement for interview travel.
2. In coordination with the HCM RSA, evaluate all recruitment flexibilities, including reimbursement for travel to first post of duty, and determine the most cost-effective combination to attract the candidate.
3. Determine availability of funds to cover the expenses of travel for pre-employment interviews or for new appointees to first post of duty.

C. The Chief Human Capital Officer (CHCO) or his/her delegate:

1. Establishes the policy and procedures associated with the use of this authority.
2. Advises selecting officials on the use of the authorities covered by policy.
3. Notifies candidates when travel reimbursement is approved and advises them on the reimbursement process.
4. Works with Finance to obtain a signed continued service agreement for appointees selected for reimbursement to first post of duty.
5. Notifies Finance when a continued service agreement is broken.

D. Disbursement Staff, Finance:  Ensure managers, candidates and new appointees complete all necessary paperwork for travel reimbursements, and process reimbursements.

IV. [bookmark: _Toc327798701]PROCESS

A. Interviews.  Selecting officials may use this authority to reimburse candidates for travel to and from a pre-employment interview.  Selecting officials may not use this authority to reimburse post-selection workplace visits.  Reimbursement requires only selecting official approval.  No continued service agreement is required to use this authority for pre-employment interviews.

B. First Post of Duty.  Selecting officials may use this authority to reimburse appointees for eligible relocation expenses to the first post of duty.

1. A candidate may be eligible for interview reimbursement and, if selected as the appointee, first post of duty reimbursement. 
2. If the selecting official decides to use the authority to pay for travel to the first post of duty, BPA will reimburse the new appointee for all eligible travel and transportation expenses as described in the BPA Relocation Program: Users Guide for New Appointees.  Examples of eligible expenses include travel and transportation expenses and moving household goods as described in the guide.
3. BPA will not pay any reimbursements until the prospective new appointee has signed the continued service agreement (eForm 1510.06).  Once the prospective new appointee has signed the agreement, BPA may reimburse expenses even if they occur before the individual’s official start date.

C. Selecting Candidates for Reimbursement.  Selecting officials will work with the Recruitment and Staffing Advisor (RSA) to determine when to use this authority.  Selecting officials will choose candidates for reimbursement without regard to any personal relationship, patronage or nepotism, religious affiliation or non-affiliation, marital status, race, color, national origin, sex, age or physical handicap.  When deciding whether to use this authority for either interviews or travel to first post of duty, selecting officials will consider:

1. How critical the position is to meeting BPA business objectives;
2. Number of highly qualified candidates;
3. Current competitive market practice;
4. Special or unique qualifications of the candidate(s); 
5. Current budget; 
6. Whether interviewing via electronic means (in lieu of travel) is feasible;
7. Total value of all recruitment incentives considered for this candidate; and
8. Any other information, such as employment data for the local commuting area or difficulty filling previous vacancies

V. [bookmark: _Toc327798702]REFERENCES
· 5 U.S.C., Chapter 57
· 5 CFR Part 572, Travel and Transportation Expenses, New Appointees and Interviews
· Federal Travel Regulations (FTR) (41 CFR, Chapters 301-304)
· BPA Relocation Program: Users Guide for New Appointees



/s/ Roy B. Fox

Roy B. Fox
Chief Human Capital Officer
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