PBL ADMINISTRATIVE COST-CUTTING GUIDELINES

(February 2003 – March 2004)

I.  BACKGROUND

Due to the serious nature of BPA’s financial condition, it is important that all costs be scrutinized and reduced when appropriate.  This is especially true for “administrative” costs that are particularly prone to external review and publicity.  This set of guidelines seeks to provide guidance to PBL managers to assist them in reducing administrative costs in a reasonably consistent manner.

III.  OVER-ARCHING PRINCIPLES

Aside from the specific guidance provided further below, the following umbrella principles provide the basis for applying these guidelines:

1.  Managers will stay within or below cost-reduction targets.

2..  We are in a mission-critical mode.  Expenditures are limited to those deemed required or essential in order to avoid:

· Significant risk of revenue loss or rate increase

· Significant risk of reliability and infrastructure degradation

· Significant impairment of relationships with customers, constituents, Tribes and other governments 

· Significant environmental degradation

· Significant internal system failure (that could result in any of the above)

· Significant risk that national or regional policy decisions will cause any of the above to occur unless BPA is represented in a meeting

· Breach of legal or contract obligation
· Personal injury or breach of safety requirements  (added 3/3/03)

· Significant loss to BPA’s HPO program and structure (that could result in any of the above)  (added 3/3/03)
3.  VPs may further clarify for their organizations how to apply these mission-critical criteria.
4.  The expectation is that these guidelines will remain in effect at least through the second quarter of FY 2004.  Guidelines will be reviewed in April 2004 or anytime prior for appropriate revision.

IV.  SPECIFIC GUIDELINES
1. Travel – Limit travel to what is essential to mission critical work.  Then, consolidate meetings to reduce travel and use conference calls rather than face-to-face meetings whenever possible.  When it is determined that a face-to-face meeting is necessary, limit attendance to those required for decision-making or value-added information.

2. Training – Limit training to what is essential for mission critical work.  This means eliminate all discretionary training not associated essential training needed for performance of mission critical work.  

3. Attendance at Conferences --  Provided participation at the conference meets the mission critical definition, limit attendance to those who are scheduled to make presentations or who are required for decision-making or value-added 
information.  There will be no attendance at national/regional diversity conferences, but employee attendance at BPA diversity recognition events (Women’s History Month, etc.) within the employee’s commuting area is encouraged. 

4. Professional Memberships/Dues – Approve reimbursement or payment only if there is an immediate, mission-critical benefit to BPA in the near term.

5. Outside hiring – Fill vacancies from internal sources.  Mission critical outside hires or temporary contracting will only be considered when internal sources are exhausted.  All outside hires of new BPA employees will be handled on a case-by-case basis and must be first approved by the Sr. VP, with final approval by the COO.  Managers should contact their respective staff management representative for guidance and for several pre-approved exceptions to the COO approval requirement.

6. Overtime/Compensation Time Off – Reduce overtime to situations where there is an immediate need to get mission critical work done and deferral would trigger mission-critical consequences or lead to higher costs in the near-term. 1/

7. Retention Allowances – All retention allowances in PBL are terminated effective the first pay period in June, consistent with an agency-wide decision.  Any future retention allowances will depend on job market conditions, financial conditions, and will receive BPA Executive Board review. 

8. Other administrative areas that should follow the over-arching mission critical principles include the following.  This list is not exhaustive.

Recruitment and Relocation Bonuses

Advanced In-Hire Rates (Superior Qualifications Appointments)

Tuition Assistance to Students

Repayment of Student Loans

Payment of Travel and Transportation Expenses to the First Post of Duty

Payment of Relocation Expenses Other Than First Post of Duty (for certain discretionary expenses)

Discretionary Grade/Pay Retention

Pagers and Cell Phones

Moves and Office Furniture

_______________________________

1/  Most BPA annual employee positions are either the AFGE or PDL bargaining unit.  In general, both the AFGE and PDL bargaining agreements vest employees, not managers, with the discretion to decide whether to record such work time as overtime or compensatory time off.  Exceptions exist for both bargaining units if an FLSA-exempt employee is on a fixed work schedule (not flexi-schedule) and the overtime is regularly scheduled (i.e., scheduled in advance of the workweek).  For the PDL only, there is also an exception for FLSA-exempt employees whose salaries exceed the equivalent of the maximum rate for GS-10.

In addition, all employees covered by the Fair Labor Standards Act, regardless of their position is in a bargaining unit, cannot be compelled to earn compensatory time off in lieu of overtime.
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