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200.0 Purpose

This chapter refers the reader to the Bonneville Power Administration (BPA)’s Payroll internal Website for policies and procedures related to salary and wage payments, payroll deductions, and time and attendance reporting.  Combined with relevant law, regulations, and case law, this issuance governs BPA’s administration of its payroll program.

200.1
Definitions

Executive – All Senior Executive Service employees or their acting.
200.2
Policy

It is BPA’s policy to complete its payroll processing in an accurate and timely manner to meet the U.S. Treasury’s payroll processing schedule.  In compliance with Federal, state and local law, BPA withholds all mandatory and optional deductions, and those that are properly authorized and adequately documented from employee salaries when due.  Funds withheld from employee salaries will be accurately credited to the appropriate accounts.  Payments to employees are generally recognized as wages in accordance with Federal, state, and local laws.
Time and attendance data and payroll data are processed and maintained in a system approved by the Chief Financial Officer.  The costs associated with payroll are recorded as required by BPA’s organic statutes - for commercial business reporting, as well as rate recovery. Cost reporting data capture for reporting includes:  business unit, department, account (capital or expense) project, task, detailed cost element (DCE) and activity based management code (ABM). 

A. Employee-initiated documents such as direct deposits and W-4s are processed in an accurate and timely manner.

B. Time and Leave records are processed and submitted in a timely and accurate manner in accordance with current BPA policy and Federal regulations and the information is appropriately safeguarded in accordance with the Privacy Act and OMB Regulations.
C. Timely action is required when resolving problems with pay and leave for employees.
200.3
Responsibilities
A.   The BPA Treasurer has delegated authority to administer the Agency’s debt collection procedures.
B.
The Disbursement Operations Manager is responsible for planning, directing, and administrating BPA’s payroll program, formulating payroll policies to support BPA’s overall business objectives.
C.  The Chief Human Capital Officer is generally responsible for:  employee pay and leave policy, pay actions and paysetting; position classification and compensation; hours of work; benefits tables and data reporting requirements. 
D.  Employees are responsible for accurately reporting time worked and leave taken using the prescribed method for every pay period.  Employees are also responsible for verifying their pay and deductions each pay period for accuracy.
E. Supervisors, acting supervisors, or designees must certify that the time worked and leave taken by their direct report employees for the preceding pay period are correct.
F. Only Executives or individuals approved by the Chief Financial Officer may assign responsibility for time and leave approval of their direct reports to an accountable employee who is not currently a supervisor.  This must be documented in an Assignments of Responsibility Memorandum, via BPA’s established process for assignment of responsibility.   A copy of the Assignment of Responsibility Memorandum must be submitted to the Payroll office before the ability of the employee to certify may be established.   
200.4
ProcedureS

The Payroll Policy and Procedures section of the Disbursement Operations’ internal Website provides guidance and instructions for payroll-related matters and is available through the Pay intranet site located on BPA Connection.

Applicable forms include

A.
IRS form W-4, Employee’s Withholding Allowance Certificate 

B.   IRS form W-2, Wage and Tax Statement

C.
FMS Form 2231e, FASTSTART Direct Deposit, FMS 2231e
200.5 References

A. Bonneville Project Act of 1937, 16 USC 832, Public Law 75-329, H.R. 7642

B. The Federal Columbia River Transmission System Act of 1974, 16 USC 838, Public Law 93-454, S. 3362

C. The Pacific Northwest Electric Power Planning and Conservation Act of 1980, 16 USC 839, Public Law 96-501, S. 885
D. The Fair Labor Standards Act of 1938, 29 USC 201, 52 Stat. 1060


E. Privacy Act of 1974, 5 USC 552a, Public Law 93-579

F. Debt Collection Act of 1982, 5 USC 5514, Public Law 97-365

G. Debt Collection Improvement Act of 1996, 31 USC 3701, Public Law 104-134

H. Treasury Financial Manual, Chapter 3
I. Human Resources & Payroll System Requirements, GAO/AIMD-00-21.2.3, March 2000
J. Maintaining Effective Control Over Employee Time and Attendance Reporting, GAO-03-352-G, January 2003
K. State Taxing Authority Guidance
L. Code of Federal Regulations, Title 5
M. Personnel Letter No. 610-05, Hours of Duty
N. Personnel Letter No. 610-01, -02, -04, and -06 through -15, Compressed Work Schedules
O. Personnel Letter No. 630-01, Chapters 01-13 Leave Administration
P. Personnel Letter No. 550-1, Overtime, Compensatory Time, Premium Pay, and Adjustment of Work Schedules for Religious Observance
Q. Collective Agreement between the Administrator, Bonneville Power Administrator and the Columbia           Power Trades Council (CPTC)
R. Internal Revenue Service Circular E, and other publications and regulations from the IRS, when applicable
S. Payroll Manual
T. BPA Payroll Website, http://internal.bpa.gov/EmployeeCenter/Pay/Pages/Pay.aspx
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