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PERSONNEL LETTER (PL): 410-02, Chapter 3	DATE:  December 14, 2012

SUBJECT:	Tuition Assistance for Academic Degrees (TAAD)
[bookmark: _Toc225587072]Chapter 3, Tuition Assistance/Academic Degrees for Regular 
Workforce Employees
[bookmark: _Toc330891581]PURPOSE
This Personnel Letter – 
Describes specific policy and procedures for providing tuition assistance/academic degrees for Bonneville Power Administration (BPA) employees in the regular workforce.  Tuition Assistance/Academic Degrees for student employees under the Pathways program – Internships is covered exclusively under Chapter 2 of PL 410-02.
Revisions
· Creates a new Personnel Letter that is Chapter 3 of the group of Personnel Letters describing BPA’s TAAD program.
· Replaces guidance on Academic Degree Training currently in PL 410-01, Employee and Organizational Development and Training.

[bookmark: _Toc225587073][bookmark: _Toc330891582]POLICY SUMMARY
BPA may provide training for employees to obtain an academic degree when it contributes significantly to meeting identified agency training needs (e.g., a systemic training need that may be common within or across organizations), resolving specific staffing problems, or accomplishing strategic plans and business objectives.  The TAAD program is an effective tool to address BPA needs in critical skills areas that are not readily available in the labor market or where developing current employees through TAAD training may be more cost-effective than recruiting new employees with those skills.  TAAD training provides career development and growth opportunities to BPA employees consistent with BPA’s Employee Value Proposition (EVP).  TAAD training is not an entitlement or benefit and is not for the sole purpose of achieving an employee’s own personal educational goals.  Employees receive fair and equitable consideration for TAAD training opportunities and career development without regard to race, color, national origin, religion, age, sex, marital status, political affiliation or handicapping condition, and with proper regard for their privacy and constitutional rights.
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I. [bookmark: _Toc330891583][bookmark: _Toc225587074]COVERAGE
Permanent annual (General Schedule) and hourly employees who are in the regular workforce (regular workforce employees).  Tuition Assistance/Academic Degrees for student employees under the Pathways Internship program is covered exclusively under Chapter 2 of PL 410-02.
II. [bookmark: _Toc330891584]DEFINITIONS – See Chapter 1
III. [bookmark: _Toc225587075][bookmark: _Toc330891585]RESPONSIBILITIES – See Chapter 1
IV. [bookmark: a_1][bookmark: a_2][bookmark: a_3][bookmark: a_4][bookmark: _Toc330891586]GENERAL REQUIREMENTS
A. BPA may authorize training for employees to obtain an academic degree or graduate certificate if such training contributes significantly to:
1. Meeting an identified agency training need (e.g., a systemic training need that may be common within or across organizations);
2. Resolving an identified agency staffing problem; or
3. Accomplishing goals in the BPA strategic plan or business objectives.

B. The TAAD program is for academic degree training that supports BPA’s strategic business objectives and is not for the purpose of achieving an employee’s own personal educational goals.

C. Employees must complete TAAD training at a college or university that is accredited by a nationally recognized body (see definition in section II. of Chapter 1).  The listing of accrediting bodies is available through the U. S. Department of Education.

D. Employees are selected for TAAD training based on criteria consistent with the merit system principles set forth in 5 U.S.C. § 2301(b) in order to ensure equity and fairness.  Managers follow the procedures described in section IX. of this Personnel Letter except for situations described in paragraph E. below.

E. Managers must follow BPA’s Merit Promotion Program Plan, described in PL 335-01 for annual employees and PL 335-02 for hourly employees, when academic degree training is part of an authorized training agreement or provided in connection with selecting an employee for promotion or for a position that will lead to promotion when training is completed.

F. Employees selected for TAAD training must sign a Continued Service Agreement as described in section VIII. of this Personnel Letter prior to starting BPA-sponsored training.

G. Managers or other approving officials may not authorize TAAD training for the sole purpose of providing an employee an opportunity to: (1) obtain an academic degree/graduate certificate; or (2) qualify for appointment to a particular position where the degree is a basic requirement (e.g., Fishery Biologist, Electrical Engineer).

H. Employees selected and assigned to TAAD training must register for credit, complete all requirements, receive a grade for each class taken, and maintain performance and academic standards described in this Personnel Letter.  BPA does not pay for auditing classes under this program.

I. All intellectual property directly resulting from an employee’s TAAD training funded by BPA is the property of BPA.

J. Employees may not use BPA resources, such as time and materials, to complete coursework unless the coursework directly relates to and supports the employee’s BPA work assignments and the manager approves use of such resources in advance and in writing.  Written format includes email.
V. [bookmark: _Toc330891587]PAYMENT OF TUITION AND OTHER TRAINING COSTS
A. Training costs are paid from a business unit’s training funds.  Costs for TAAD training can be significant so TAAD training should be strategically planned and budgeted by the business unit executive.

B. Both BPA and the employee benefit from TAAD training.  Therefore, BPA may pay all or part of the allowable costs associated with an employee obtaining an academic degree or graduate certificate.  Covered costs will be identified in the notice publicizing the TAAD training opportunity.  Allowable costs are:
1. Pay (except overtime, holiday, or night differential pay) when approved by the employee’s manager.  The following applies:
a. At their discretion, managers may approve employees to attend training during duty hours or non-duty hours;
b. Attendance during duty hours may be charged to regular time, credit hours, annual leave or leave without pay (LWOP);
2. Tuition, course fees, and matriculation fees.  Matriculation fees are mandatory fees all students are required to pay in order to be enrolled as a degree-earning student at a college or university.  The following applies:
a. The amount and kinds of fees included as mandatory may differ from school to school, so fees that are mandatory (matriculation fees) are determined on a case-by-case basis depending on the school attended;
b. Matriculation fees do not include fees the student has incurred based on his/her action or decision, such as parking fees, credit card fees and late fees;
c. Fees the student is able to “opt” out from paying are not considered matriculation fees.  For example, at some schools students may be able to opt out of health services fees;
3. Library and laboratory services; 
4. Purchase or rental of books; and 
5. Training-related travel costs (e.g., travel and per-diem).
a. In exceptional situations, BPA may pay travel costs for employees attending training outside their commuting area;
b. A manager’s decision to pay travel costs must be supported by a compelling business case and authorized in accordance with BPA travel policy and requirements. 
[bookmark: _Toc225587077]
C. Materials, supplies, tools and equipment, unless identified above, are not allowable costs.

D. BPA will reimburse employees for training costs shown in section V.B. only when the employee has acquired pecuniary, out-of-pocket expenses.  Employees who receive other sources of financial assistance (e.g., student loans, scholarships, and grants) must not use such funds to pay the same expenses for which BPA will reimburse the employee.  Using BPA funds first will ensure that only appropriate costs are paid with BPA funds and that double payment will not occur.

E. BPA will pay allowable costs for tuition, fees and services the following ways:
1. Directly to the academic institution; or
2. Reimbursement to the employee upon submitting copies of specific and itemized bills/invoices and proof of payment.

F. BPA will pay travel costs, if authorized, in accordance with BPA travel policy and requirements.

G. Tuition assistance may be income subject to Federal and State income tax and the Federal Insurance Contribution Act (FICA) which obligates BPA to make tax withholdings from employees’ pay.  Employees receiving tuition assistance should review “Education Assistance” in IRS Publication 15B for specific tax treatment.
VI. [bookmark: _Toc330891588]ACADEMIC DEGREE PLAN
A. Each individual approved for TAAD training will have an Academic Degree Plan (Attachment B).  The plan includes the following:
1. A statement that articulates specifically how the training and resulting academic degree or graduate certificate significantly meets an identified agency training need (e.g., a systemic training need that may be common within or across organizations), or resolves specific staffing problems, or accomplishes goals in BPA’s strategic plan;
2. Description and schedule of the coursework and the degree or graduate certificate to be awarded upon completion of academic study; and
3. Costs that will be paid/reimbursed by BPA.  Costs should be estimated and itemized by category (i.e., tuition, fees, services and books).

B. The manager may subsequently modify or terminate the Academic Degree Plan.  Any changes may require amending the Continued Service Agreement as described in section VIII.D.
1. The plan may be modified to:
a. Change the employee’s curriculum; and/or
b. Adjust approved costs.  For example, if the funding commitment is by school term (semester or quarter) or on a year-by-year basis, an adjustment may be needed due to changes in BPA’s fiscal year budget levels.
2. The plan may be terminated:
a. If the employee does not meet performance, conduct and academic standards described in section VII.; and/or
b. Funding is not available. 

C. BPA will not make retroactive payment for courses that were not approved prior to attendance as part of the Academic Degree Plan. 
VII. [bookmark: _Toc330891589]PERFORMANCE, CONDUCT AND ACADEMIC STANDARDS
A. Employees must be in good academic standing as determined by their educational institution to continue TAAD training. 
1. Employees who for any reason fail or do not complete courses for which BPA incurs a cost will be required to repay all training costs for those specific courses.
2. Employees who are not in good academic standing and/or who terminate enrollment at their educational institution will be terminated from TAAD training.

B. Employees must have a current fully successful or equivalent (e.g., “Meets Expectations” or “Successful Performance”) or higher performance appraisal rating (or be progressing satisfactorily if a new hire) to be selected for TAAD training, and must maintain this rating throughout completing the academic degree plan.  If an employee has less than a fully successful or equivalent rating: 
1. BPA will suspend an employee’s TAAD training and all payment under section V. until performance returns to fully successful;
2. Employees will have 90 days to improve performance; and
3. BPA will terminate TAAD training if performance does not return to fully successful within the 90-day period.

C. Certain kinds of misconduct will result in suspension or termination of TAAD training.  A manager should consult with an Employee Relations Specialist in Human Capital Management (HCM) Performance Enhancement if conduct-related action is needed. 
VIII. [bookmark: _Toc330891590]CONTINUED SERVICE AGREEMENT FOR TAAD TRAINING
The information in this section is specific to Continued Service Agreements (Attachment C) for TAAD training and is in lieu of information on Continued Service Agreements in 
PL 410-01, Section VII., Employee and Organizational Development and Training.  

A. Requirements.
1. A Continued Service Agreement is required for TAAD training, regardless of the total number of training hours paid by BPA.
2. The employee must sign the Continued Service Agreement before starting the training.
3. The service commitment commences when the employee completes or terminates his/her Academic Degree Plan.

B. Service Commitment.  The service commitment is three (3) times with a maximum of six (6) times the number of hours of TAAD training as described in paragraph 1. below, or the amount of time shown in the chart in paragraph 2. below, whichever is greater.
1. An institution’s established contact hours are used to compute the length of TAAD training and the employee’s service commitment.  The service commitment is three (3) times the length of the training period.  The calculation for established contact hours to determine the training period is the number of academic credit hours assigned to a course(s) times the number of weeks in a term (quarter or semester) times the number of terms required to complete a degree or graduate certificate.  Only courses paid/reimbursed by BPA are included in the calculation.
For example:
	
	
3
	
credits

	Times (×)
	2
	courses (6 credits/quarter)

	Times (×)
	12
	weeks (one quarter)

	Equals (=)
	72
	contact hours

	
	
	

	 
	72
	contact hours

	Times (×)
	12
	quarters (needed to complete degree/graduate certificate)

	Equals (=)
	864
	contact hours

	
	
	

	 
	864
	contact hours

	Divided by  (÷)
	40 
	work hours/week

	Equals (=)
	22
	weeks (round to full week)

	
	
	

	 
	22
	weeks (length of training period)

	Times (×)
	  3
	(service commitment requirements per 5 U.S.C. § 4108)

	Equals (=)
	66
	weeks minimum service commitment 


2. The service commitment, when based on total cost of training, is shown in the following chart:
	Training Cost 
(including travel; excluding salary)
	Service Commitment

	$8,000 - $15,000
	12 months

	$15,001 - $25,000
	18 months

	$25,001 - $35,000
	24 months

	Greater than $35,000
	30 months



C. Impact of Non-pay Status While Completing Service Commitment:  Extended periods of leave without pay (LWOP) or other periods of non-pay status (i.e., 30 days or longer) while completing the service commitment require the service commitment to be extended by the total amount of time spent in a non-pay status with two exceptions as follows.  In these cases, time spent in a non-pay status will be fully counted on a day-for-day basis towards the completion of the service commitment in accordance with 5 CFR Part 353.
1. Employees receiving compensation from OWCP for on-the-job injury or illness; and
2. Employees serving in the uniformed services.

D. Amending the Continued Service Agreement:  BPA will unilaterally amend the Continued Service Agreement when warranted for the following reasons:
1. As required by applicable laws or regulations;
2. To change the service completion date and extend the service commitment resulting from periods of leave without pay (LWOP) or other periods during which the employee is in a non-pay status as described in section VIII.C.; and
3. To establish a different service commitment resulting from modifying or terminating the employee’s Academic Degree Plan as described in section VI.B.

E. Failure to Complete Service Commitment.
1. BPA has a right to recover training costs, except pay or other compensation (e.g., salary and benefits), from employees who voluntarily separate from BPA/Department of Energy before completing their service commitment.
2. Employees involuntarily separated from Federal service are not required to reimburse BPA for service commitment that isn’t completed.
3. Employees who leave BPA/Department of Energy to go to another Federal agency before completing their service commitment will be required to reimburse BPA for the period of service not completed.

F. Reimbursement Requirement.
1. Employees required to reimburse BPA for failure to complete their service commitment will repay a prorated amount of the total training costs against the remaining portion of the Continued Service Agreement as follows (calculations are based on calendar days):
a. A daily value for training as identified in the Continued Service Agreement;
b. The employee is credited for each day of service completed during the service commitment;
c. The employee is liable to BPA for the value of any service days not completed.
2. The BPA Treasury Manager may waive repayment, upon request, in whole or in part when, in his/her judgment, collection would be against equity and good conscience or not in the best interest of the United States.
3. If an employee fails to reimburse BPA for the amount owed, BPA may collect the amount owed using any means allowed by law.  If the employee fails to repay the amount within 30 days of separation, the repayment is subject to interest and late charges.
IX. [bookmark: _Toc330891591]PROCEDURES
Business units (e.g., Transmission Services, Power Services, and Corporate) have flexibility to implement the TAAD program in accordance with this Personnel Letter in a manner that meets their business needs.  Program implementation must be managed and budgeted at the executive level; program management may be delegated to executive staff or to a committee.  

A. Training Notice and Employee Selection.  Use these procedures when completed training does not result in a promotion that requires competitive selection through BPA’s Merit Promotion Program Plan as described in section IV.E.
1. The business unit with the training opportunity issues a training notice (Attachment A, Sample Training Notice for Tuition Assistance for Academic Degrees) to solicit employee interest.
2. Post the notice on BPA’s internal web for a minimum of ten (10) business days; public notice external to BPA is not required.  The notice will specify:
a. The type of degree or graduate certificate for which the employee will be trained;
b. A business reason for providing TAAD training (address the criteria in section IV.A. of this Personnel Letter);
c. Who may apply (may be limited to a specific business unit, see paragraph 3. below);
d. Criteria that is the basis for the selection decision;
e. Costs to be paid by BPA; and 
f. Requirement to sign a Continued Service Agreement upon selection.
3. The business unit may limit who may apply (the area of consideration) to the organizational element with the training opportunity if it provides sufficient candidates for selection, or may broaden to include all organizational elements within the business unit or BPA-wide. 
4. The selecting organization documents the selection decision at the bottom of the Training Notice and sends it to HCM Talent Development and Organizational Effectiveness, with the Academic Degree Plan (Attachment B) and signed Continued Service Agreement (Attachment C).
5. The selecting official or organization may, at their option, establish a board of senior employees and subject matter experts (SME) to help evaluate the applicants in order to recommend the best candidate.  
6. At the request of the successful selectee, they may have their selection publicized to the workforce.

B. Preparing an Academic Degree Plan and Monitoring Completion.
1. The employee and his/her manager collaboratively prepare the Academic Degree Plan (Attachment B) and send it, as stated in A.4. above, to HCM Talent Development and Organizational Effectiveness.
2. The employee provides his/her manager a copy of his/her transcript or grade report within 2 weeks after completion of each school term.
3. The manager determines if the employee meets performance, conduct and academic standards identified in section VII. or if the training program needs to be suspended or terminated.  The manager must notify HCM Talent Development and Organizational Effectiveness if the training will be suspended or terminated.  If terminated, the employee’s service commitment commences as described in section VIII.A.3.
4. The manager and employee collaboratively make changes to the Academic Degree Plan, when needed, and provide a copy to HCM Talent Development and Organizational Effectiveness.
5. The manager and employee amend and sign the Continued Service Agreement to change the service commitment, as needed, when the Academic Degree Plan is modified or terminated, and send the amended agreement to HCM Talent Development and Organizational Effectiveness.
 
C. Disbursement of Funds and Payment Verification.
1. Funds are disbursed each academic term (quarter or semester) based on approved costs identified in the Academic Degree Plan.
2. Employees will furnish HCM Talent Development and Organizational Effectiveness a copy of specific and itemized bills/invoices and proof of payment of out-of-pocket costs to be reimbursed for approved costs each academic term (quarter or semester) so that appropriate expenditure of funds can be verified.

D. Documentation in Human Resources Management Information System (HRmis).
1. Information on employee training is collected in HRmis in order to meet Office of Personnel Management’s (OPM) reporting requirements and BPA management’s information needs.
2. HCM Talent Development and Organizational Effectiveness enters into HRmis the specific courses the employee will attend that are paid by BPA as identified on the Academic Degree Plan.  Manager approval in HRmis for specific courses is not required.
3. Employees will validate completion of training by following the self-service training registration process for Updating External Attendance Status.

E. Monitoring, Amending and Verifying Completion of Continued Service Agreement.
1. HCM Talent Development and Organizational Effectiveness provides the signed original and any amended Continued Service Agreements to HCM Internal Operations for posting to the Official Personnel File (e-OPF).
2. The manager and employee amend and sign the Continued Service Agreement to change the service commitment, as needed, when the Academic Degree Plan is modified or terminated or if the employee has had an extended period of LWOP or other non-pay status as described in section VIII.C.  The manager sends the original amended agreement to HCM Talent Development and Organizational Effectiveness.
3. HCM Internal Operations monitors employee separations and position changes to determine if there is an active Continued Service Agreement warranting collection action, and if so, notifies BPA’s payroll organization.
4. Payroll processes collection unless the employee requests a waiver and the Treasury Manager approves it.
X. [bookmark: _Toc330891592]REFERENCES – See Chapter 1



/s/ Roy B. Fox

Roy B. Fox
Chief Human Capital Officer


Attachment A – Sample Training Notice – Tuition Assistance for Academic Degrees  
Attachment B – Model Academic Degree Plan 
Attachment C – Continued Service Agreement – Tuition Assistance for Academic Degrees
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 (
ATTACHMENT A
:
BONNEVILLE POWER ADMINISTRATION
TRAINING OPPORTUNITY
 TUITION ASSISTANCE FOR ACADEMIC DEGREE  
INTEREST ANNOUNCEMENT – 
(
insert number
)
)


OPENS:  (insert date)					CLOSES:  (insert date)


TRAINING OPPORTUNITY IN       (Insert the name of the organization with the training):

Announcing a (Insert the degree or graduate certificate and field; e.g., Masters Degree in Electrical Engineering - Wind Integration.) Training Opportunity.

Purpose:  (Provide business reason for providing TAAD training.  Address one of the criteria listed in Personnel Letter (PL) 410-02 Chapter 3, section IV.A.)
     


Note:  This training is not subject to BPA’s merit promotion plan since it is not for the specific purpose of preparing an employee for a position that will result in promotion.

WHO MAY APPLY:  Current permanent BPA employees in       (Insert the area of consideration – organizational unit as described in PL 410-02 Chapter 3, section IX.A.)  


SELECTION CRITERIA:
(Identify qualities/competencies, experience, performance and/or other factors to be assessed in making a selection decision.)
     

COSTS BPA WILL PAY:
(Identify the organization that will pay and the costs to be covered, such as tuition, matriculation fees, books, etc.  See section V. of PL 410-02 Chapter 3 for allowable costs.  Costs covered are at management discretion.)
     

CONTINUED SERVICE AGREEMENT:

Prior to beginning training, the selected employee will be required to sign an agreement to continue to work for BPA for a period of service based on the length of the training period.  
PL 410-02 Chapter 3 has information about how the service commitment will be calculated. 




HOW TO APPLY:

Complete a brief memorandum of interest that addresses how you meet the criteria listed above under “Selection Criteria”. 
 
Submit your memorandum, along with the completed supervisory acknowledgment statement below by close of business on (insert day of the week and date) to: (insert name and routing of contact in the business unit).

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 

SUPERVISOR’S ACKNOWLEDGEMENT

INTEREST ANNOUNCEMENT #      (insert number)

I acknowledge that                     has requested consideration for this training opportunity.

I understand that this interest announcement requires pre-approval from me and I approve this training for this applicant.

I am willing to allow this employee to attend training (check all that apply):

	|_|  During duty time
	|_|  During non-duty time
	|_|  Using annual leave
	|_|  Using leave without pay (LWOP)

I understand all training costs, as described in the interest announcement, will be approved and funded by       (Insert appropriate approval and funding authority, such as Senior Vice President for Transmission Services.)



Supervisor’s Signature: ______________________________    Date: _____________

Supervisor’s Title: __________________________________    Routing: ___________


* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 



SELECTION DOCUMENTATION

1. TAAD Training Opportunity, Interest Announcement #     



2. Candidates who applied (list all candidates who responded to the announcement):
     



3. Selected candidate (name/organization):      



4. Basis for selection (briefly describe why you chose the selected candidate):
     






___________________________________________________________________________

Authorizing Official Name and Title (Senior VP, COO, Deputy Administrator or his/her delegate):
     



Signature: ______________________________________________	Date: __________________



Attachment A – Sample Training Notice –	BPA Personnel Letter 410-02, Chapter 3
	Tuition Assistance		Human Capital Management
	for Academic Degrees		December 14, 2012



	[bookmark: _Toc330891594]ATTACHMENT B:  ACADEMIC DEGREE PLAN
Part I

	

	Privacy Act Information.  Authority: This information is being collected under the authority of 5 U.S.C. § 4115, a provision of The Government Employees Training Act.  Purpose and Use: Used in the administration of the Federal Training program to document approval of training for entry into the Human Resources Management Information (HRmis).  
Disclosure: Personal information provided in this application package is given on a voluntary basis.  Failure to provide this information, however, may result in ineligibility for participation in training programs.

	

	Business Need for Training (see criteria in Personnel Letter (PL) 410-02 Chapter 3, section IV.A.):      
	Degree/Graduate Certificate to be awarded:      

	Name:      
	Duty Location:      

	Occupational title/series/grade:      
	Organization:      

	Name and address of School:
     


	Initial Registration Date: 
     

Expected Graduation Date:
     
	Training Location:
(city/state)
     

	Check student status:
 |_|   Full-time 
       
 |_|   Part-time

	

	SHOW COURSES FOR DEGREE OR GRADUATE CERTIFICATE – insert additional rows, if needed.
(This plan and approved costs can be modified.  See section VI.B. in PL 410-02 Chapter 3 for guidance.)

	
	Course Title
(Only include courses to be paid by BPA)
	Course Dates
(mm/yy – mm/yy)
	Credit Hours
	Tuition Cost*
	Book Cost*
	Course Fees*

	
	*Only show amount BPA will pay.

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	

	6.
	
	
	
	
	
	

	7.
	
	
	
	
	
	

	8.
	
	
	
	
	
	

	9.
	
	
	
	
	
	

	10.
	
	
	
	
	
	

	11.
	
	
	
	
	
	

	12.
	
	
	
	
	
	

	13.
	
	
	
	
	
	

	14.
	
	
	
	
	
	

	15.
	
	
	
	
	
	

	

	I understand that course changes require prior approval by the authorizing official to ensure that substitute courses are consistent with this plan.
____________________________________________________                   _________________________________
Employee Signature							      Date





	ACADEMIC DEGREE PLAN
Part II

	

	TOTAL APPROVED COSTS
BPA may pay all or part of the allowable costs associated with an employee obtaining an academic
degree or graduate certificate.  See section V. of PL 410-02 Chapter 3 for allowable costs.

	

	ITEM
	AMOUNT
	*MATRICULATION FEES
(List specific fees and amount to be covered.  See section 
V.B.2. in PL 410-02 Chapter 3 for guidance.)

	a.  Tuition and course fees
	$
	     
	     

	b.  Books
	$
	     
	

	c.  Matriculation Fees*
	$
	     
	

	d.  Library/Lab Services
	$
	     
	

	e.  TOTAL:
	$
	     
	

	

	APPROVALS
Subsequent changes to this Academic Degree Plan may be made 
as described in section VI.B. of PL 410-02 Chapter 3.

	

	1a. Immediate Supervisor (Name and Title): 	     


1b. Signature	___________________________			1c.  Date  _______________

	2a. Authorizing Official (Senior VP, COO, Deputy Administrator or his/her delegate) (Name and Title):            


2b. Signature	___________________________			2c.  Date  _______________

	3a. Human Capital Management Review for Compliance (CHCO or his/her delegate) (Name and Title):            


3b. Signature	___________________________			3c.  Date  _______________

	

	MODIFICATION

|_|  Check box if this is a modification of the original Academic Degree Plan. 

       The original plan was approved (show date):  ___________________


Attachment B – Model Academic Degree Plan                                        BPA Personnel Letter 410-02, Chapter 3
Human Capital Management
December 14, 2012



[bookmark: _Toc330891595]ATTACHMENT C:  Continued Service Agreement
Tuition Assistance for Academic Degrees (TAAD), PL 410-02


1. This Continued Service Agreement (Agreement) is an agreement between the Bonneville Power Administration (BPA) and/or successor organizations and the employee (referred to as “I” or “me”).  I, (insert name), have read and understand this Agreement and the provisions of Personnel Letter (PL) 410-02 that describe continued service agreements for TAAD training and the basis for determining the service commitment.	

LENGTH OF SERVICE

2. I agree that in return for receiving $(insert total amount) in financial assistance for my attendance at (identify TAAD training institution), I will complete a (insert total required service period; e.g., 18 months) service period at BPA.  The required service period starts on (date) and terminates on (date).

a. I agree that the total potential liability for the required service period is $(insert training cost).
b. This amount has a daily (calendar day) value of $(insert amount). 

3. I agree that if I voluntarily leave BPA/Department of Energy (DOE), including to enter the service of another Federal agency after completing the training program described and prior to completing my required service period, I am liable to BPA for the value of any service days (calendar days) not completed.  The total potential liability amount will be reduced by the daily value identified in 2.a. for each day I was a BPA employee after my completion of the training program.

4. I agree that my required service period with BPA is still enforceable if my Academic Degree Plan is terminated and that this agreement will be amended to establish the appropriate required service period.  If I voluntarily leave BPA or I am separated due to ineligibility for continued employment, I am liable to BPA for the value of any service days (calendar days) not completed.  The total potential liability amount will be reduced by the daily value identified in 2.a. for each day I was a BPA employee after the termination of the training program.

TERMINATION OF ACADEMIC DEGREE PLAN

5. I agree that BPA can terminate my Academic Degree Plan if I do not meet the performance, conduct and academic standards described in PL 410-02 (Chapter 2 or 3, as applicable) or if BPA determines funding is not available.

REIMBURSEMENT

6. I agree that I must complete my required service period with BPA or other DOE departmental element. 

7. I agree that any amount that may be due BPA as a result of failure on my part to meet the terms of this Agreement will be repaid to BPA and may be withheld from any monies owed to me by BPA or may be recovered by other methods as allowed by law.

8. If I am determined to be indebted to BPA, I have the right to file a request for a waiver of any indebtedness that I may have to BPA under this service agreement based on a demonstration by me that BPA’s recovery of such indebtedness, in whole or in part, would be against equity and good conscience or against the public interest.  The filing of such a waiver request will not stay the operation of BPA’s debt collection procedures.  I must file the request with my immediate supervisor.


AMENDMENT

9. BPA will unilaterally amend this agreement for the following reasons:
· As required by applicable laws or regulations;
· To extend the service period resulting from periods of leave without pay (LWOP) or other periods during which I am not in a pay status (exception: absence due to uniformed service or compensable injury are creditable towards the required service period); and
· To establish a different service period resulting from modifying or terminating my Academic Degree Plan. 

10. I acknowledge that this agreement does not in any way commit BPA to continue my employment or payment of any training.



This Continued Service Agreement is not valid unless signed by all parties:


I agree to the terms and conditions identified in this Agreement:

	Employee Name (Print)
	
	Signature
	
	Date

	
	
	

	
	





By my signature below I certify that I have delegated authority to enter into this Agreement on behalf of BPA:

	Supervisor or Manager Name (Print)
	
	Signature
	
	Date

	
	
	

	
	





By my signature below I certify that I have reviewed this Agreement and verify it meets the terms and conditions of PL 410-02:

	HCM Authorized Employee Name (Print)
	
	Signature
	
	Date
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