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PERSONNEL LETTER (PL):  250-04	DATE:  April 18, 2013

SUBJECT:  Organization Changes

[bookmark: _Toc353980715]PURPOSE
This Personnel Letter provides guidance on reorganizations and organization name changes.
Revisions:
· Updates job titles and responsibilities.
· Updates guidelines for preparation and submission of organization change proposals.
· Adds business objectives.
· Supersedes PL 250-04 dated August 5, 2005.

[bookmark: _Toc353980716]BPA BUSINESS OBJECTIVES
The Bonneville Power Administration (BPA) relies on its workforce to successfully deliver BPA’s mission and business.  BPA managers organize their programs and work processes; establish, modify and abolish positions; and assign work to efficiently and effectively meet BPA’s mission, business requirements and strategic objectives.  BPA managers will make organizational changes only when there is a clear return on investment of ratepayer dollars.

[bookmark: _Toc353980717]POLICY SUMMARY
BPA may make organizational changes when the change:
· will improve efficiency, effectiveness or collaboration;
· will improve the ability to meet business requirements;
· is necessary to meet regulatory requirements; and/or
· better aligns the organization to BPA’s mission and strategic objectives.

Managers will engage with Human Capital Management (HCM) in the planning stage and throughout the change process.  Managers will thoroughly evaluate all potential impacts of the change and proceed only when there is a clear return on investment to BPA.  Personnel changes are effective the beginning of the first payroll that will end in the new quarter. Other changes are effective the first day of the new quarter.
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I. [bookmark: _Toc353980718]COVERAGE
This policy covers all BPA federal employees, regardless of their employment duration. This policy covers reorganizations, name changes, realignments and reassignments.  This policy does not cover reductions in force, furloughs, or transfers of function, which are covered by 
PL 351-01 and PL 890-01.

II. [bookmark: _Toc353980719]DEFINITIONS
Agency Decision Framework (ADF)
A BPA-specific standardized, repeatable decision-making process.  The ADF uses specific templates available on the BPA internal website.

Business Unit
A legal or reporting entity, or subset of an entity, that keeps a balanced set of books. Separate Business units are set up when significantly different accounting and reporting rules and regulations exist. 

Crosswalk
A spreadsheet used in an organizational change to show how employees will change supervisors or routing codes.

Organization
A group within BPA arranged by tier level and identified with a lettering system.  In the example below, N represents the business unit segment; NJ is a sub-group of N, and NJR is a sub-group of NJ.
	LEVEL
	EXAMPLE

	Tier I
	N

	Tier II
	NJ

	Tier III
	NJR

	Tier IV
	NJRF (not all groups have a tier IV)



Organization Name Change
A change to an organization’s title (limited to 30 characters).

Realignment
Movement of an employee and employee’s position when: 
1. An organization change or transfer of function occurs; 
2. The employee stays in the same agency; and 
3. There is no change in the employee’s position, grade or pay.

Reassignment
Changing an employee from one position to another without promotion or change to lower grade, level or band.  Reassignment includes: 
1. Movement to a position in a new occupational series, or to another position in the same series; 
2. Assignment to a position that has been re-described due to the introduction of a new or revised classification or job grading standard; 
3. Assignment to a position that has been re-described as a result of position review; and 
4. Movement to a different position at the same grade but with a change in salary that is the result of different local prevailing wage rates or a different locality payment.

Reorganization
A planned elimination, addition, or redistribution of duties or functions in an organization.  
May involve, but is not limited to:
1. Creating a new organization;
2. Abolishing an existing organization;
3. A change in the geographic location of a position or positions (note that a change of duty station by itself is not a reorganization);
4. A reassignment or realignment accompanied by a change in position description.

III. [bookmark: _Toc353980720]RESPONSIBILITIES
A. Chief Human Capital Officer (CHCO) through his or her delegates:
1. Establishes and maintains the organization change policy.
2. Processes organizational changes in the system of record.
3. Evaluates impact on position management and position classification and 
reclassifies positions as required.
4. Notifies labor unions of proposed organization changes when required and negotiates impact and implementation as required.
5. Prepares an action plan and obtains appropriate signatures.  Maintains confidentiality and restricts information to a need-to-know basis.
6. Provides guidance (through Strategic Business Partners) to managers during the organizational change process.  Determines the level of analysis required for each reorganization.  Provides long range guidance and planning to minimize the number of reorganizations. 
7. Ensures reorganizations comply with regulatory requirements, BPA policies, and OPM guidance.

B. Managers:
1. Consult with the HCM Strategic Business Partner (SBP) prior to planning any organizational changes.
2. Ensure organization changes align to BPA’s mission and objectives.
3. With the HCM SBP, determine whether an ADF is appropriate prior to designing the new organization.  Possible criteria include, but are not limited to, reorganizations that:
a. Impact more than 25 employees (except name changes); and/or
b. Change more than one reporting relationship.
4. Consult with the Budget Analyst to discuss the reorganization package.
5. Complete the reorganization package and submit by the deadline HCM provides in the packet.

C. Agency Compliance and Governance:  Maintains functional statements in the Bonneville Power Administrative Manual (BPAM).

D. Finance:
1. Financial Information Systems: 
a. Provides/approves organization codes.
b. Implements organization code changes and title changes, as requested, to existing, active-status entities in Asset Suite (involving Work Orders, Contracts, Purchasing, Accounts Payable, and Inventory).
2. Budget Planning and Manager Support:
a. Completes budget calculations.
b. In conjunction with the Financial Information Systems group, develops work order crosswalks.
c. Processes work order adjustments.

IV. [bookmark: _Toc353980721]REALIGNMENT/REASSIGNMENT
A. Purpose
1. Realignment is appropriate when a function or function(s) changes organizations.
2. Reassignment is appropriate when an employee moves to a different position (see definitions).

B. Process
1. The manager will define the business objective(s) and complete the first section of the reorganization packet. 
2. The manager will consult with the HCM SBP.
3. The HCM SBP or the manager will notify:
a. RSA assigned to the business unit;
b. Manager, Talent Acquisition;
c. Labor Relations; and
d. Appropriate Budget Analyst.
4. The manager will complete the reorganization packet and submit to the Reorganization Coordinator (RC).
5. Union Review is not required for realignment actions.  However, union review is required on reassignment actions.

V. [bookmark: _Toc353980722]REORGANIZATIONS
A. Purpose
1. Reorganizations must have clearly stated business objectives and align to the organizational strategy and BPA mission.
2. Reorganization is appropriate when:
a. The change will improve efficiency, effectiveness or collaboration;
b. The change will improve the ability to meet BPA mission and business requirements;  
c. The change is necessary to meet regulatory requirements; and/or
d. The change better aligns the organization to BPA’s strategic objectives. 

B. Process
1. The manager will define the business objective(s). 
2. The manager will consult with the HCM SBP and determine whether additional analysis is required.  Additional analysis may include:
a. An ADF, which may require Tier II manager or Vice President approval; and/or
b. An organizational alignment analysis.  The HCM SBP will provide guidance and support in this process.  
3. The HCM SBP or the manager will notify:
a. RSA assigned to the business unit;
b. Manager, Talent Acquisition;
c. Labor Relations; and
d. Appropriate Budget Analyst.
4. The manager will design the new organization and work with the HCM Recruitment and Staffing Advisor on classification and position management.
5. The manager will notify the RC.
6. The RC will prepare an action plan and provide it to the manager.  The action plan will contain deadlines for submitting the required information.
7. The manager will complete the reorganization package and submit to the RC.
8. The manager will prepare an implementation and communication plan with the help of the Talent Development and Organizational Effectiveness (NHT) group, if appropriate. 

C. Considerations
1. When a reorganization adds or removes duties from one or more positions, the manager will work closely with HCM to evaluate whether the change impacts:
a. Status under the Fair Labor Standards Act (FLSA);
b. Position title, series or grade.
2. Reorganization may result in the need to take personnel actions covered by Reduction-in-Force (RIF), Transfer of Function, or Non-disciplinary Adverse Action laws and regulations.  Managers will work with HCM to identify potential impacts and plan for actions needed to comply with regulatory requirements and BPA policies.
3. Reorganizations that result in downgrades are subject to applicable grade and pay retention regulations.  See PL 536-01 for more information.
4. The effective date of any personnel change is always the first day of the first pay period that will end in the new quarter.  The effective date for all other transactions is the first day of the new quarter.

D. Reviews and Approvals
1. Managers will consult with the appropriate approver (see chart below) before completing the reorganization package.  Managers must allow four to six months for the entire reorganization process.  Refer to Appendix A for a sample timeline.
2. The RC will send the reorganization package to Labor Relations and the Reorganization Group.  HCM maintains the Reorganization Group that includes, but is not limited to, Labor Relations, IT and others within HCM.
a. The Reorganization Group has 10 business days to review the package. 
b. Union(s) has/have a minimum of 21 calendar days to review and comment on the package.
c. HCM requires 14 business days to process the changes.  HCM will not process the changes until after union review.
3. HCM will obtain the signatures needed (see chart below for the approval levels required).

	REORGANIZATION SCOPE
	APPROVALS REQUIRED

	Involves one business unit
	· Strategic Business Partner (SBP)
· Manager, Labor Relations 
· Manager, Talent Acquisition
· Chief Human Capital Officer (CHCO)
· Vice President
· Senior Vice President

	Involves two or more business units
	· All of the above (the Vice Presidents and Strategic Business Partners for each business unit involved), plus
· Chief Operating Officer (COO)


VI. [bookmark: _Toc353980723]ORGANIZATION NAME CHANGES
A. Purpose
1. A name change must have a clear business objective.
2. The new name must be unique and identifiable and is limited to 30 characters.
3. A manager may change an organization name for any of the following reasons:
a. To better align with industry best practices.
b. To clarify the organization’s purpose or function to customers.

B. Process
1. The manager will consult with the HCM SBPs and the RC.
2. The manager will prepare the reorganization package and submit it to the RC.
3. Union review is not required.  All else is the same as the reorganization package.
4. Once the manager submits the package, HCM will process the organization name change the same way a reorganization package is processed.

VII. [bookmark: _Toc353980724]REFERENCES
· Personnel Letter 536-01, Grade and Pay Retention 
· Personnel Letter 351-01, Reduction in Force
· Personnel Letter 551-01, Fair Labor Standards Act
· 5 CFR Part 250-01, Personnel Management in Agencies
· 16 USC 832, Bonneville Project Act of 1937 (as amended)


/s/ Roy B. Fox
Roy B. Fox
Chief Human Capital Officer

Attachments:	Appendix A:	Manager Action Checklists
		Appendix B:	Reorganization/Name Change Package Checklist
Appendix C:	Reorganization Package
Appendix D:	Other Documents

BPA Personnel Letter 250-04
Human Capital Management
April 18, 2013
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[bookmark: _Toc304556281][bookmark: _Toc353980725]APPENDIX A:  MANAGER ACTION CHECKLISTS

Manager Checklist:  Reorganizations

· Determine business objectives and business justification.

· Consult with Human Capital Management Strategic Business Partner.  Determine what additional analysis, if any, is required.

· Decide upon best course of action.  Develop proposed organizational chart.

· Contact Human Capital Management Reorganization Coordinator.  

· Work with Human Capital Management on classification and position management, if required.

· Develop reorganization package.

· Contact Human Capital Management Training and Development.  Develop communication plan.


Manager Timeline:  Reorganizations

The following timeline is an example for a typical reorganization.  The first three boxes may vary according to the complexity and scope of the change.  The fourth box is the same for all reorganizations, regardless of scope or complexity.

Note:  Once all forms are signed and in HCM, HCM will send to the union(s).  The union(s) has/have a minimum of 21 calendar days to review and comment on the reorganization package.  HCM needs 14 business days to process the changes.  HCM will not process the changes until after the union review.


 (
Implement
) (
Submit Reorg Package 
to HCM
) (
Establish Plan
) (
Set
Business Objectives
) (
Contact HCM; Notify of Upcoming Reorg
)






 (
4
 months 
before effective date
) (
5
 months 
before effective date
) (
6 months 
before effective date
) (
3
 months 
before effective date
)

[bookmark: _Toc304556282][bookmark: _Toc353980726]
APPENDIX B:  REORGANIZATION/ORGANIZATION NAME CHANGE PACKAGE CHECKLIST

Manager prepares:

· Business Justification

· Organization Code Crosswalk (obtain codes from Financial Business Analyst)

· Employee Crosswalk (include regular employees and students)

· Temporary Assignment Crosswalk (include regular employees and students)

· Contractor Crosswalk

· Work Order Crosswalk (work with the appropriate Budget Analyst)

· Proposed organizational chart(s) 

· Proposed functional statement(s) 

· Position descriptions (contact your RSA for assistance)

· FTE/Budget Transfer Form (complete only the sections related to changing the FTE allocation and budget adjustment; leave blank the individual employee section)


HCM adds:

· Existing organizational chart(s) 

· Existing functional statement(s)


The manager must complete each item by the deadline indicated in the reorganization packet or HCM may process the reorganization the following quarter.





[bookmark: _Toc353980727]APPENDIX C:  REORGANIZATION PACKAGE

Reorganization Package:  Business Justification
Managers:  The following document is based on the Agency Decision Framework (ADF). 
If you prefer, use the ADF template found on BPA connection.

	ORGANIZATION NAME:
	

	PERSON COMPLETING FORM:
	

	POINT OF CONTACT:
	

	DESIRED EFFECTIVE DATE:
	
	NO. OF POSITIONS IMPACTED:
	


	
	DECISION PROCESS: ORGANIZATION CHANGES 

	What is your business objective? What problem are you trying to solve?








	How does your objective align to the agency strategic direction?









	Who are the decision makers?  (In this case, the decision refers to whether or not to proceed with the reorganization.  If you decide to proceed, the reorganization itself will require approvals as identified in the policy.)







	What is the context of the decision and projected timeframe?







	What are your decision evaluation criteria?



Who needs to be involved in the decision?






	What are the current risks to achieving the business objective (i.e., what are the risks of status quo)?





	What are the alternatives? Include status quo, the proposed reorganization, and any others.







	What is the recommendation and why?







	What is the final decision and who made it (e.g., proceed with the reorg, pending required approvals, or maintain status quo)?







	What is the action plan (required forms, communication, change management, etc.)?









If the decision is to proceed with the reorganization, 
please submit this completed form with the remainder of the packet.




APPENDIX C:  REORGANIZATION PACKAGE – Continued

Reorganization Package:  Organization Code Crosswalk

The Organization Code Crosswalk must be completed so that every change in the organization is described in the appropriate manner.
	Action
	Organization Name
	New Org 
Name
	New Org Name – Abbreviated
(30 characters maximum)

	Org Code
	New Org Code
	Location of the Duty Station for the Org
	Dept ID Hierarchy (Financial)
	Default Work Order/Task/ABM for Time Entry*
	Supervisor’s Name
	Supervisor’s Position No.

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


*	Use an old work order as default or create a new work order with an old organization code.  If a new work order is needed, please contact the organization’s Budget Analyst.

When an organizational change is processed, data in the BPA system must be updated.  Information is also forwarded to DOE to update agency organization coding in the departmental system.  The following are sample entries for the most common types of changes.  Please follow the example that best matches your needs.
· New – the addition of a new organization code.
· Rename – a change to the name of an organization, with no change to the organization code.
· Inactivate – organization code is no longer being used.


APPENDIX C:  REORGANIZATION PACKAGE – Continued

Reorganization Package:  Employee Crosswalk

Please complete this crosswalk for all regular BPA employees and students impacted by the reorganization except temporary assignments, which are covered in the following pages.  Please note:
· HCM will process all actions as realignments unless you check the reassignment column.
· Changes to staff that occur during the approval process may require that the HCM Reorganization Coordinator update the crosswalk.

NOTE: It may be helpful to print a report from HRmis to capture all active employees.   

	REALIGNMENT
	REASSIGNMENT

	Moving one or more employees and their positions to a different organization within BPA without changing the position, grade or pay.
	Moving an employee from one position to another without a grade change.  The employee’s occupational series may or may not change during reassignment.




	HRmis ID
	Logon ID
	Name
	Old Org
	New Org
	HRmis Pos No.
	Reassign?
	Change Duty Station to:
	Supvr.
Position No.

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




APPENDIX C:  REORGANIZATION PACKAGE – Continued

Reorganization Package:  Temporary Assignment Crosswalk

Complete a separate crosswalk for positions currently on temporary assignments (e.g., Details and Temporary Promotions).  Include only employees who will not return to their permanent positions of record prior to the reorganization and will remain on temporary assignment.  Upon completion of the temporary assignment, the employee will return to the permanent position of record in the new organization. 

NOTES:  
· Include employees on temporary assignments outside the organization to capture their new permanent position of record for their return.
· The SF-50, Notification of Personnel Action, remarks column, will be annotated to reiterate the conditions of the temporary action and the NTE date.
· It may be helpful to print a report from HRmis to capture all active employees and contract personnel.  

	HRmis ID
	Logon ID
	Name
	Perm Position of Record Org Code
	Temp Assign
Org Code
	New Temp Assign Org Code
	New Perm Position Org Code
	Temp
HRmis Pos No.
	Perm HRmis Pos No.
	Temp Assign
Supvr.
Pos No.

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


NOTE:  If there are no employees on temporary assignment, 
please indicate “Not Applicable” and include in the package.



Reorganization Package:  Contractor Crosswalk

	HRmis
ID
	Logon ID
	Name
	Old Org
	New Org
	Reports to
(COTR Name)
	Company Name
	COTR Reports to (Supvr. Pos No.)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


NOTE:  If there are no contract workers impacted by the changes, 
please indicate “Not Applicable” and include in the package.

APPENDIX C:  REORGANIZATION PACKAGE – Continued

Reorganization Package:  Work Order Crosswalk

Instructions:
· The purpose of the “Work Order Crosswalk” is to change the cost center accounting values, as needed, on existing entities (contracts, CPAs, CRs, MRs, invoices, purchase orders, etc.) in Asset Suite.
· Work with the appropriate Budget Analyst to complete this form.  For questions specific to Asset Suite, contact Diane Hollister at ext. 4372.

Questions:
1. The proposed reorganization (select one):

· Is creating a new department, but no existing entities* will require a cost center change. 
NO IMPACT.

· Is moving people and work one-to-one from one department to a new department, and the cost center for all existing entities* must change to the new cost center.  ALL places where the following existing cost center exists in Asset Suite (contracts, etc.) should be changed to this new cost center:

	CURRENT (OLD) COST CENTER
	CHANGE TO NEW COST CENTER

	
	

	
	


(Append additional rows if needed)

· Is moving people and work one-to-many (one cost center to more than one), or many-to-one (more than one cost center, to one).  If you have this kind of reorganization, please contact the Financial Business Analyst who works with reorganizations.

*	Existing entities include:  work order tasks, CRs, contracts, CPAs, CCRs, Pcards, Invoices, POs, receipts, picks, issues, requisitions, or MRs.

2. Is an old (current) organization code being made obsolete as a result of this reorganization?

 Yes.  List these: _________________________________________________________________
 No.


	Name of person completing form:
	

	Today’s date:
	





[bookmark: _Toc353980728]APPENDIX D:  OTHER DOCUMENTS

Reorganization Package:  Action Plan
(HCM will prepare)

Reorganization Name: _____________________________________________________________________

Proposed Reorganization Effective Date: _____________________________________________________


Reorganization Members:	HCM Reorganization Coordination (RC), RSA, Organization’s Point of Contact (POC), Manager(s), Budget Analyst for Organization, HCM Strategic Business Partner, and anyone else involved in the reorganization.


	No.
	Action Item(s)
	Due Date(s)
	Responsible Individual(s)

	1
	Organization’s POC:  Submit Reorganization Package:
· Business Justification 
· Organization Code Crosswalk
· Employee Crosswalk
· Temporary Assignment Crosswalk
· Contractor Crosswalk
· Work Order Crosswalk
· Proposed Organizational Chart
· New/updated functional statements
· Position Description(s), if applicable
	
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3]Organization’s POC (name)

	2
	HCM RC: Email Manager, Budget Planning to confirm new/updated org codes can be used.
	
	HCM RC (name)

	3
	Organization’s POC: Contact Talent Development and Organizational Effectiveness (NHT) group to discuss change management.
	
	Organization’s POC (name)

	4
	HCM RC: Send reorganization package to Reorganization Group for 10-day review.
	
	HCM RC (name)

	5
	HCM RC: Send reorganization package to Labor Relations; they will send out for minimum 21-day union review.
	Tentative date due back from union review
	HCM RC (name)

	5a
	Send packet to Labor Organizations.
	
	HCM LR

	6
	HCM RC: Send Approval Page out for signatures while the package is with the union(s). 
	
	HCM RC (name)

	7
	HCM RC: Send email to Reorganization Group once union review has been completed. 
	
	HCM RC (name)

	8
	HCM RC: Send email to HRmis Team to find out which actions can be mass uploaded (one month before effective date). 
	
	HCM RC (name)

	9
	HCM RC: Send ECN Crosswalk to Reorganization ECN Team (at least 2 weeks before effective date).
	
	HCM RC (name)

	10
	HCM RC: Enter realignment actions into HRmis (at least 2 weeks before effective date) only if not being mass uploaded by HRmis Team, and send an email to the RSAs letting them know which reassignment actions they need to enter into HRmis. 
	
	HCM RC (name)




