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PERSONNEL LETTER (PL):  410-04	DATE:  April 2, 2013

SUBJECT:	Corporate and Individual Memberships

[bookmark: _Toc351460232]PURPOSE
This Personnel Letter establishes Bonneville Power Administration’s (BPA) policies, responsibilities, and procedures for the purchase of corporate and individual memberships in societies, associations, and institutions, and for the payment of dues for such memberships.  
[bookmark: _Toc351460233]BPA BUSINESS OBJECTIVE
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 memberships supports employee development to enhance performance and accomplish strategic goals.  
[bookmark: _Toc351460234]POLICY SUMMARY
Bonneville Power Administration will pay for memberships in societies, associations and institutions when such membership is job-related, cost-effective, and not redundant.
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I. [bookmark: _Toc351460235]COVERAGE
This policy addresses corporate and individual BPA employee memberships.  This policy does not address grants and sponsorships (refer to BPAM Chapter 155), Bonneville Financial Assistance Instructions, or acquisition of membership related publications.  This policy also excludes certifications, which Personnel Letter 410-03 covers.

II. [bookmark: _Toc351460236]RESPONSIBILITIES
A. [bookmark: _Toc350763691]Employees: 
1. Maintain individual memberships in good standing;
2. Notify supervisors of any termination in membership;
3. Notify the society, association or institution (of which he/she was a member) that any refund of amounts paid by BPA are to be made directly back to BPA;
4. Request individual or corporate membership and provide justification for whether the membership is within the best interest of BPA (see eForm 1130.01e).
B. Supervisors: 
1. Ensure there are funds available for membership fees;
2. Approve/disapprove membership requests;
3. Ensure approved membership requests are job-related and the justification warrants the expenditure of funds;
4. Ensure corporate membership does not exist before approving individual membership;
5. Forward copies of approved forms to Accounts Payable for processing;
6. Forward requests for individual membership to Vice President (VP), Executive VP or Senior VP when a corporate membership exists and the employee has requested an exception.
C. [bookmark: _Toc350763705][bookmark: _Toc350763706]CHCO, through his or her delegates:  Maintains a current list of corporate memberships (through the BPA library) and makes available to BPA employees via the BPA Intranet.

III. [bookmark: _Toc351460237]POLICY
A. BPA derives authority to pay for corporate and individual memberships through the Federal Columbia Rivers System Transmission Act.
B. BPA’s policy is to pay for memberships in societies, associations, and institutions when such membership is job-related, cost-effective, and not redundant.  The organization which requested/acquired the membership is responsible for budgeting and funding the payment of the membership dues.
C. When BPA has purchased a corporate membership, it will not purchase an individual membership.  The VP, Executive VP or Senior VP of the requesting organization may make an exception.

IV. [bookmark: _Toc351460238]PROCEDURES
A. The employee (requester) completes the BPA Membership Request and Approval Form 1130.01e and forwards the form to his/her supervisor for approval or disapproval.
B. The approving official completes the remainder of the BPA Membership Request and Approval Form 1130.01e and forwards a scanned copy of the form and any further documentation to the Accounts Payable-FTD email box for payment.
C. Accounts Payable will forward a copy of the approved request to the BPA library.

V. [bookmark: _Toc351460239]REFERENCES
Section 11 (b) (11), Federal Columbia River Transmission System Act (P. L. 93-454), dated October 18, 1974, codified at 16 U.S.C. 838 (i)(b)(11), is the authority for this activity.




/s/ Roy B. Fox

Roy B. Fox
Chief Human Capital Officer
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