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PURPOSE:
This Personnel Letter - 

· Establishes policy and furnishes organizational direction for use of the Career Transition Assistance Program and the use of Financial Planning services to eligible employees.
· Updates BPA policy to clarify the use of the Career Transition Assistance program and Financial Planning services.
· Supersedes Personnel Letter 351-2 dated November 2, 2001.
POLICY SUMMARY:
· Employees who have applied for a VSI, VSI/VERA, or VERA, or are subject to involuntary separation for reasons other than personal cause such as Reduction-in-Force, are eligible for Career Transition Assistance Program services.  Once an eligible employee has applied for and received management approval to use the Career Transition services, he/she will be given an authorization for services.

· Employees who face involuntary separation from or functional transfer out of the Federal service as a result of organizational or functional realignment or mission-delivery decisions impacting BPA business lines and/or support organizations, are eligible for Financial Planning Assistance services.  

· Career Transition Assistance and Financial Planning services are a combination of BPA resources and contracted services which may include, but are not limited to, individual career counseling, group workshops, job market research, career goal setting, resume writing, interviewing techniques, job search assistance (employer lists, secretarial service, resume preparation), group financial planning sessions and/or workshops, and individual financial planning training sessions and/or consultations.

I. ELIGIBILITY AND COVERAGE
A. Career Transition Assistance Program: Employees who have applied for a VSI, VSI/VERA, or VERA, or who are subject to involuntary separation for reasons other than personal cause, including Reduction-in-Force, are eligible for Career Transition Assistance Program services. Once an eligible employee has applied for and received management approval to use Career Transition services, he/she will be given an authorization for services, not to exceed the amount of $1,600 per employee. After receiving authorization, the employee has until their separation date from government service to register for Career Transition Assistance at BPA’s expense.  Employees may only receive this assistance once during their BPA career.
B. Financial Planning Assistance Program: Employees who face involuntary separation from, or functional transfer out of the Federal service as a result of organizational or functional realignment or mission-delivery decisions impacting BPA business lines and/or support organizations, are eligible for Financial Planning Assistance services. Eligibility is initiated by a BPA Vice President’s written declaration that employees within that Vice President’s subordinate organization may be impacted by those decisions or events. Impacted employees will then be eligible to apply for and receive Financial Planning Assistance services. The service provider(s) and specific services will be determined by BPA. Employees will participate through attendance at BPA sponsored Financial Planning sessions and/or individual assistance sessions/consultations, not to exceed $600 in value. In certain limited circumstances such as remote locations, limited availability of vendors or lack of competitive rates, costs in excess of $600 per employee, or the use of other vendors, may be authorized.  Employees may take advantage of Financial Planning Assistance services whenever authorized by their Vice President until their separation from BPA service.  
II. USE OF DUTY TIME TO ACCESS SERVICES
A. An eligible employee who has received authorization may spend up to 120 hours of duty time to use career transition assistance, including offsite training, resume and interview preparation, job placement counseling and job search.
B. An eligible employee who has received authorization for financial planning assistance may spend up to 40 hours of duty time to utilize such services whether in classroom, group, or individual consultation sessions.
C. Travel time in excess of one hour each day to access career transition assistance or financial planning assistance will not count towards the allotted hours for such services.  However, every effort will be made to provide services on-site in those locations where a sufficient number of impacted employees are accessing the services to warrant site delivery.     

III. USE OF BPA EQUIPMENT AND WORKSPACE FOR CAREER TRANSITION AND FINANCIAL PLANNING ASSISTANCE SERVICES
A. An eligible employee who has received an authorization to access career transition assistance or financial planning assistance services may also use BPA computer equipment, phones and workspace for support of these activities.  This is limited to the same period during which an employee is authorized to use either of the above services.  
IV. REFERENCES
· 5 CFR, Part 351

Roy B. Fox
Acting, Chief Human Capital Officer
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