BONNEVILLE POWER ADMINISTRATION
HUMAN CAPITAL MANAGEMENT
Portland, Oregon



PERSONNEL LETTER (PL):  410-03	DATE:  April 29, 2013

SUBJECT:  Professional Certifications

[bookmark: _Toc356217758]PURPOSE
This Personnel Letter provides guidance on the authority to reimburse employees for professional certification and licenses.

[bookmark: _Toc356217759]BPA BUSINESS OBJECTIVE
Bonneville Power Administration (BPA) relies on a highly skilled and talented workforce to successfully deliver the agency mission and business.  BPA’s employee development program supports its Talent Management Strategy to ensure BPA has the right skills and competencies to deliver its business outcomes.  Reimbursement for professional certifications supports employee development to enhance performance and accomplish strategic goals.  

[bookmark: _Toc356217760]POLICY SUMMARY
BPA may reimburse an employee’s expenses to obtain or renew certifications or licenses as described in 5 U.S.C. 5757.  To qualify for reimbursement, a certification must be on the approved certification list maintained by Human Capital Management (HCM).  Placement on the HCM approved list does not make certification a job requirement; employees may demonstrate the knowledge, skills or credibility via other methods.  Reimbursement is subject to budget availability. 
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I. [bookmark: _Toc356217761]COVERAGE
This policy covers fees for certifications except for those covered by negotiated agreements, membership dues and fees in professional membership associations covered by paragraph 21.03(c) of the BPA/PDL collective bargaining agreement.  This policy does not cover training costs (see Personnel Letter 410-01) or Tuition Assistance for Academic Degrees (see Personnel Letter 410-02).  This policy covers all BPA federal employees, regardless of appointment.

II. [bookmark: _Toc356217762]DEFINITIONS

Certification
For purposes of this policy, a certification shows an individual has demonstrated a pre-determined level of knowledge and skill to perform in his or her profession, occupation or role.  Certification is awarded by a third-party, standard-setting organization. 

License
A certification (typically government issued) conveying legal permission to practice in a given field or endeavor.  In some cases, a licensing entity may use the term certification rather than license.  This policy uses the term certifications to include both certifications and licenses.

Tier II Organization 
An organization within the Bonneville Power Administration designated by a two-letter code, such as NS or NT.

III. [bookmark: _Toc356217763]RESPONSIBILITIES

A. Employees:
1. Maintain receipts for qualifying licenses and certifications.
2. Complete eForm 2230.06e and submit to supervisor or manager for approval.

B. Supervisors/managers:
1. Request reimbursement on employee’s behalf.
2. Budget for appropriate license and certification reimbursement.
3. Ensure requested reimbursements meet all criteria outlined in this policy.

C. Disbursements:  Process reimbursement requests.

D. CHCO, through his or her delegates:
1. Develops and maintains policy. 
2. In consultation with Disbursements, develops and maintains central list of approved licenses and certifications.

IV. [bookmark: _Toc356217764]POLICY

A. BPA may reimburse an employee’s expenses to obtain or renew licenses or certifications as described in 5 U.S.C. 5757 in accordance with the requirements listed below. 

B. BPA will only reimburse employees for license or certification exam fees (initial or renewal) if they are listed on the approved certification list (http://internal.bpa.gov/EmployeeCenter/Training/Documents/Approved%20Certification%20List.docx).

C. Human Capital Management maintains the approved license and certification list and, in conjunction with Disbursements, reviews and updates it periodically in accordance with the HCM policy review cycle.  Managers may contact HR Help to request adding a license or certification to the list.

D. Employees and managers may contact HR Help for a list of approved licenses and certifications.  Certifications/licenses on the approved HCM list meet all four of the following criteria:
1. Align to strategic objectives;
2. Are approved by a Tier II Vice President or manager in organizations with no vice president;
3. Meet criteria (a) or (b) below.  Note that except when required by law, the certification/license itself is not required for the position.  Instead, the certification/license is one way to: 
a. Demonstrate knowledge, abilities, and  skills required in the position, occupation or role as identified in the position description; OR
b. Confer credibility required for successful outcomes in the position, occupation or role;
4. Have a set of criteria individuals must meet to qualify for the certification.

E. Fee reimbursement is subject to budget availability.  Reimbursement on one occasion does not guarantee payment of future certification/license-related expenses.

F. If there are multiple eligible employees and limited funds, supervisors and managers will reimburse license or certification fees based on business strategic objectives and position description need. 

G. BPA will only reimburse employees upon successful completion of the exam or the license or certification process.  If an employee takes a license or  certification test and fails, then subsequently retakes the test and passes, BPA will reimburse the original testing fee if it is higher than the retesting fee(s).  BPA will pay only one fee; either the original or a retesting fee, whichever is higher.

H. Supervisors and managers may request reimbursement on behalf of an employee by submitting the following information to HCM:
1. eForm 2230.06e; 
2. Receipt showing proof of payment;
3. Proof of passing the exam or license or certification process; must list name of certification/license; and
4. Certification/License Validation Form (see Appendix A).

I. Approval of the reimbursement request does not mean the license or certification in question is a minimum qualification, quality ranking factor, or selective factor for the title, occupation or series for the employee’s position.  For questions about recruitment and selection requirements, contact HCM.

J. Supervisors and managers may not use this authority on behalf of any employee occupying or seeking to qualify for appointment to any position excepted from the competitive service because of the confidential, policy-determining, policy-making, or policy-advocating character of the position; e.g., Schedule C in the excepted service.




V. [bookmark: _Toc356217765]REFERENCES / RESOURCES

· 2002 Defense Authorization Act
· 5 U.S.C. 5757
· OPM Fact Sheet:  Certifications



/s/ Roy B. Fox

Roy B. Fox
Chief Human Capital Officer


Appendix A:  Certification/License Validation Form

BPA Personnel Letter 410-03
Human Capital Management
April 29, 2013
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[bookmark: _Toc356217766]APPENDIX A:  CERTIFICATION/LICENSE VALIDATION FORM

	BPA F 2230.03e
(05-13)
	U.S. DEPARTMENT OF ENERGY
BONNEVILLE POWER ADMINISTRATION
	Electronic Form Approved by Forms Mgmt. 05/10/2013

	CERTIFICATION/LICENSE VALIDATION REQUEST

	Privacy Act Statement: Collection of this information is authorized by 5 USC § 5757. This information will be used by BPA to process qualified employee professional certification expenses. Compliance is voluntary; however, failure to provide the requested information may delay or preclude reimbursement. Authorized routine uses of this information may be found in Privacy Act System of Records DOE-18, “Financial Accounting System.”

	Instructions: Supervisor/Manager: Complete this form and sent to FTD-2 along with:





· 
	· Completed e-form BPA F 2230.06e.


· 
	· Receipt showing proof of payment.
· Proof of passing the license of certification process; must list certification or license name and number (if applicable).




	· The Certification or License must be on the approved HCM List. Please contact HR Help for an up-to-date list if you cannot access link.

	Note: Reimbursement may be taxable as a fringe benefit. Employees should consult their tax professional for assistance.

	1. Employee Name
	2. Title, Series and Grade

	[bookmark: Text1]     
	[bookmark: Text2]     

	3. Supervisor/Manager Name
	4. Certification or License Name and Number (if applicable)
	5. Date Passed*

	     
	     
	     

	6. This is:
	7. Do you have money budgeted for this expense?
	8. Fee

	[bookmark: Check1]|_| Initial Certification/License       |_| Renewal
	|_| Yes		|_| No**
	0.00

	*Date passed must be after the effective date of the policy permitting certification/license payment.
**You must have money budgeted to complete the reimbursement. Reimbursement of certification/license fees does not guarantee reimbursement of future expenses related to the certification or license. However, you should consider the cost and frequency of continuing education and renewal fees before approving payment.

	SUPERVISOR/MANAGER APPROVAL

	I have reviewed Personnel Letter 410-03, Professional Certifications and Licenses. I certify that this request meets all requirements outlined in Personnel Letter 410-03.

	(Printed/Typed Name) Manager/Supervisor 
	(Signature) Manager/Supervisor 
	Org Code
	Date

	[bookmark: Text3]     
	
	[bookmark: Text4]     
	[bookmark: Text5]     


								File Code; FI-17       Retention; See Agency File Plan


