BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER NO. 300-1 (Revised)


DATE:  November 7, 2003
SUBJECT:  Commitment to Hire

I. PURPOSE

The purpose of this issuance is to set forth Bonneville Power Administration (BPA) policy associated with making appointment commitments to hire external individuals for hourly jobs and annual positions in the competitive and excepted (students, attorneys, and SES) service.

II. PURPOSE OF REVISION
The purpose of this revision is to update BPA policy associated with making appointment commitments to hire external individuals for hourly jobs and annual positions.  This Personnel Letter supersedes Personnel Letter 300-1 (Revised), dated November 12, 1991.

III. POLICY
All external selected individuals for vacant hourly jobs and annual positions shall be provided written notification of their selection within 2 full business days.  If time does not permit a written offer, at the request of management, Personnel Services may make a firm verbal commitment for employment to be subsequently confirmed in writing.

IV. COVERAGE
All appointments, temporary and permanent, are covered by this issuance.

V. REFERENCES
A. The conditions identified in this issuance are in regulatory compliance with all of the references listed in BPA Manual Chapter 400/300A, Employment.

B. BPA Manual, Chapter 21, Internal Delegations of Authority

C. Personnel Letter No. 213-1, Student Career Experience Program

D. Personnel Letter No. 213-2, Student Temporary Employment Program

E. Personnel Letter No. 250-2, Delegation of Personnel Authority

F. Personnel Letter No. 250-3, Establishing Effective Dates for Accessions and Changes in Grade, Pay, Position, or Work Schedule

G. Personnel Letter No. 296-2, Processing Accessions for Employees with Prior Federal Service

H. Personnel Letter No. 315-2, Probationary and Trial Periods for New Employees

I. Personnel Letter No. 316-1, Temporary Limited Appointments

J. Personnel Letter No. 316-2, Policy on Term Employment Appointments

K. Personnel Letter No. 340-1, Part-Time Employment

L. Personnel Letter No. 530-1, Multiple Wage Rate Scale for Employees in the Student Temporary Employment Program Performing Hourly Work

M. Personnel Letter No. 530-3, Recruitment/Relocation Bonuses and Retention Incentives for Hourly Employees

N. Personnel Letter No. 531-2, Advanced In-Hire Rate (Appointments Above the Minimum Rate of the Grade Because of Superior Qualifications

O. Personnel Letter No. 531-3, Determining Discretionary Rates of Pay for General Schedule Positions

P. Personnel Letter No. 537-1, Repayment of Student Loans

Q. Personnel Letter No. 572-1, Reimbursement of Travel and Transportation Expenses for Pre-employment Interviews and Travel to First Post of Duty

R. Personnel Letter No. 575-2, Recruitment Bonuses, Relocation Bonuses, and Retention Allowances for Annual Employees

S. BPA Records Manual

T. 5 CFR, Part 293, Personnel Records

VI. AUTHORITY TO MAKE APPOINTMENT COMMITMENTS
Only Personnel Services staff with written delegated Personnel Authority may make final offers of employment. 

VII. PROCEDURES

Managers may conduct initial/tentative employment discussions with prospective appointees, including a proposed entrance-on-duty date, and salary requirements of the selectee.  Managers are encouraged to use the checklist in Appendix A to guide them through a tentative offer of employment. 

1. Prospective appointees must be cautioned against resigning from or otherwise terminating current employment or turning down a firm offer of other employment until the tentative offer of employment is approved and a firm offer is made by Personnel Services.  

2. A firm offer of employment may not be made (unless a deviation for exception is requested and approved by the Manager, Acquiring and Positioning [CHP]) until all required documentation and selection material is:

a. Sent to the appropriate Staff Manager for coordination, and review to ensure all material is complete and enclosed; and 

b. Received by Personnel Services (CHP). 

Inquiries from applicants regarding the status of the job/position for which they applied should be referred to the appropriate Personnel Services staff.

VIII. RECORDKEEPING
Only official records that are authorized by 5 CFR, Part 293, Personnel Records, BPA Records Manual, and BPA policy, may be maintained.

Godfrey C. Beckett

Manager, Human Resources, Diversity and EEO

Appendix A

External Job Offers

Introduction:  This checklist is developed to assist managers who wish to make a firm job offer to external selectees.   Authority to make external job offers must be approved (in advance) by the Manager, Acquiring and Positioning Human Resources.  Questions regarding using this checklist should be addressed to your Client Service Representative.  

	Step
	Action
	Additional Info

	1
	Manager completes selection process and determines selectee(s) for position.  Note: Reference checking has been completed at this point in the selection process.
	

	2
	Manager contacts Personnel Services for regulatory compliance (rule of 3, etc.)
	Note--no additional action may be taken without this step--document conversation with CSR.

	3
	Prior to contacting selectee, manager completes following determinations:
	

	
	
	

	
	a) Relocation expenses authorized Y  N
	See relocation flysheet with certificate; complete information on Selection Documentation Checklist

	
	b) Relocation allowance authorized   Y   N

	If yes, must meet checklist requirements of Personnel Letter     572-1, Appendix B.  Note:  can’t offer both relo/recruit bonuses.

	
	c) Recruitment bonus authorized   Y   N
	If yes, must meet checklist requirements of Personnel Letter 572-1,Appendix A.  Note:  can’t offer both relo/recruit bonuses.

	
	d) Advanced in-hire rate authorized Y  N
	See Personnel Letter 531-1 for details.

	
	e) Student Loan Repayment authorized  Y N
	See Personnel Letter 537-1 for details.

	
	f) Position covered under Consecutive/Accelerated Promotion and Training Program        Y  N
	See Personnel Letter 335-7 for details.

	
	g) Manager coordinates his/her Administrative Staff for appropriate documentation and obtains approvals where required (3a-f above)
	See required approvals in personnel letters

	
	h) Manager contacts selectee and tenders job offer based on decisions made in 3a-f above; makes adjustments to salary and pay flexibilities; completes changes and approvals to documentation

· Review employment conditions with selectee, including:

· Frequent travel

· Probationary period requirement

· Check announcement
	Must document contacts in order to by-pass if applicant not available.

	
	i) Establish tentative entrance on duty date to be confirmed by Personnel Services
	Provide applicant sufficient time to give notice at current job; provide applicant sufficient time to transfer/move if relocation expenses authorized.

	
	j) Selecting official forwards completed package, including Selection Documentation Checklist (BPA Form 3330.08e) through Administrative Staff to Employment Center


	Manager provides Personnel Services with a date to notify non-selected applicants.  

	4
	a) Personnel Services reviews documentation for completeness/regulatory compliance

b) Confirms entrance on duty date with selectee by phone.


	Review and contact completed within 24 hours.

	5
	Personnel Services confirms job offer through FedEx offer letter

· Notifies Processing Center of EOD.


	

	6
	CHP forwards Offer letter, etc., to Processing, Admin staffs, selecting official with final information.  
	


Notes/Comments:  

Personnel Letter No. 300-1(Revised), November 2003     
Supersedes PL 300-1, dated November 12, 1991

Human Resources, Diversity and EEO
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