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SUBJECT:  GRADE AND PAY RETENTION
PURPOSE 
This Personnel Letter 
·  Describes regulatory provisions and Bonneville Power Administration (BPA) policy associated with the grade and pay retention for BPA employees occupying “annual” (General Schedule) positions.  
Revisions
· Updates terminology, definitions, and provisions to reflect regulatory changes resulting from the Workforce Flexibility Act of 2004 and subsequent clarifying regulations issued in November, 2008;

· Clarifies exclusions from eligibility for grade retention, and adds general information about how retained grade/pay is treated for other purposes.

· Changes the reference for priority consideration procedures from PL 330-1, “Career Transition Assistance Program” to PL 335-1, “BPA Merit Promotion Plan and Implementation Procedures for Annual Positions.”

· Outlines procedures for requesting optional grade or pay retention.

· Adds an attachment with a form for requesting optional grade or pay retention.

· Adds an attachment with instructions on how to apply for priority consideration.
· Supersedes Personnel Letter No. 536-1, Grade and Pay Retention  dated January 13, 1999.  
POLICY SUMMARY

Employees whose grade or pay would otherwise be reduced as a result of an involuntary personnel action or other personnel action determined to be in the best interest of the Government may be eligible for grade or pay retention.  In general, grade retention is applicable in reduction-in-force (RIF) or reclassification actions while Pay retention may be used to address adverse salary impacts that would otherwise occur as a result of a management action.  Under circumstances described in paragraphs IV.C.1 and V.C.1 of this Personnel Letter, management may grant optional grade or pay retention.  In deciding to extend optional grade or pay retention to employees, managers will review all available alternatives with the assistance of the Human Capital Management organization and make decisions based upon sound business practices and pay-setting guidance from the Office of Personnel Management (OPM).
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I.
DEFINITIONS
Comparison Rate
The highest rate of basic pay (after geographic conversion) that applies to the fourth step of the grade in the case of a position under the General Schedule; or, for BPA hourly employees the single basic hourly rate of pay.

Covered Pay System
The General Schedule pay system, a prevailing rate system (including the Federal Wage System), or a special occupational pay system (see 5 USC Chapter 53, subchapters III, IV, and IX).
Employee
An employee as defined in 5 U.S.C. 5361 and 5342. 
Geographic Conversion
Determining grade or pay entitlements when an employee is moved to a different official worksite in a new location where a different pay schedule or covered pay system applies.
Employment on a temporary or term basis
Employment under an appointment having a definite time limitation or designated as temporary or term.

Management action 
An action (not for personal cause) by an agency official not initiated or requested by an employee which may adversely affect the employee’s grade or rate of basic pay.  An employee’s placement in or transfer to a position under a formal employee development program established by an agency for recruitment and employee advancement purposes (e.g. Career Intern Program) is considered a management action even though an employee initiates or requests placement or transfer.

Official Worksite

The location of an employee’s position of record where the employee regularly performs his or her duties as documented on an employee’s Notification of Personnel Action (SF-50 or equivalent).  (See 5 CFR 531.605 for additional discussion as needed).

Position of Record
An employee’s official position (defined by grade, occupational series, employing agency, Law Enforcement Officer status, and any other condition that determines coverage under a pay schedule, other than official worksite), as documented on the employee’s most recent Notification of Personnel Action (SF 50 or equivalent) and current position description.  A position to which an employee is temporarily detailed is not documented as a position of record.  For an employee whose change in official position is followed within 3 workdays by a reduction in force resulting in the employee’s separation before he or she is required to report for duty in the new position, the position of record in effect immediately before the position change is deemed to remain the position of record through the date of separation.

Rate of basic pay
The rate of pay fixed by law or administrative action for the position held by a GS employee before any deductions and including a GS rate, a special rate, a locality rate, a retained rate but exclusive of additional pay of any kind such as premium pay (i.e. overtime, Sunday, Standby pay),  differentials (i.e. night or environmental), or allowances.
Rate schedule
A specific set of rates or rate ranges within a pay schedule.   

Reasonable Offer 
An offer in writing for a position with a grade equal to or higher than the retained grade that also meets the following conditions:  1) the offer must be in writing and must include an official position description for the offered position; 2) the offer must inform the employee that entitlement to grade or pay retention will be terminated if the offer is declined, and that the employee may appeal the reasonableness of the offer; 3) the offered position must be of a tenure equal to or greater than that of the position creating the grade or pay retention entitlement; 4) the offered position must have a work schedule providing for no fewer hours of work per week or per pay period than the position held before the action; and, 5) the offered position must be in the same commuting area as the employee’s position immediately before the offer, unless the employee is subject to a mobility agreement or a published agency policy requires employee mobility. 


Reduction in grade or pay at an employee’s request
A reduction in grade or pay that is:  (1) initiated by the employee for his or her benefit, convenience, or personal advantage, including consent to a demotion in lieu of demotion for personal cause; and (2) not caused or influenced by a management action.  Voluntary reduction in grade or pay by an employee in lieu of a management directed action for personal cause is considered to be at the employee’s request.
Reduction in grade or pay for personal cause 
A reduction in an employee’s grade or pay based on the conduct, character, or unacceptable performance.  If an employee is reduced in grade or pay for inability to perform the duties of his or her position because of a medical or physical condition beyond the employee’s control, the reduction is not for personal cause.

Reorganization
The planned elimination, addition,  redistribution or restructuring of functions or duties either wholly within an agency or between agencies.


Temporary promotion 
A time-limited promotion with a not-to-exceed date at the end of which the employee is expected to return to his/her position of record or one of like grade/pay.
Temporary reassignment
A time-limited reassignment with a not-to-exceed date at the end of which the employee is expected to return to his/her position of record or one of like grade/pay. 
II.  
RESPONSIBILITIES
A.
Managers and Supervisors:

1.
Review and assess changes to positions that may result in reclassification;


2. 
Implement reorganizations and identify affected employees and positions; 

3.
Request use of optional grade and pay retention and submit it through the next higher levels of management for review and/or concurrence and then to the CHCO or his/her delegate for approval; and,

4.
Provide priority consideration for employees granted mandatory grade or pay retention as set forth in this Personnel Letter and in accordance with the requirements in Personnel Letter 335-1 (rev), “BPA Merit Promotion Plan and Implementation Procedures for Annual Positions.”


B.

Employees:

1. 
Keep informed regarding grade and pay retention requirements; and,

2. 
Complete and submit appropriate documentation as required, such as an application for priority consideration.  


C.
Chief Human Capital Officer (CHCO) or his/her delegate:

1. 
Ensures appropriate policies and procedures are developed and available for Human Capital Management (HCM) staff to use when advising managers on possible options regarding grade and pay retention; 
2. 
Approves requests for the use of optional grade or pay retention in accordance with applicable rules and regulations.  Responsibility for approving requests that are on an organizational level (i.e., not case specific) will be retained by the CHCO.
3. 
Provides advisory services to management regarding classification, reorganization and restructuring, position management, retained grade and pay options.
4. 
Provides counseling and information to impacted employees.

III. COVERAGE
A. 
This Personnel Letter applies to all employees occupying “annual” General Schedule positions at BPA. Employees occupying Senior Executive Service (SES) positions and employees occupying “hourly” positions are not covered, although employees moving from hourly positions to annual positions may be eligible for pay retention as described in this Personnel Letter.
IV.
GRADE RETENTION

A.
General

1.
Grade Retention may be provided for a period of two years to an employee who is moved from his/her position to a lower-graded position under the same or a different covered pay system as a result of RIF, reclassification, or reorganization, subject to the conditions outlined in Sections B and C below. 
2.
However, grade retention may not be provided to any employee who (see 5 CFR Part 536 for additional exclusions):

a. 
Is reduced in grade for personal cause or at the employee’s request;

b.
Was employed on a temporary or term basis immediately before the action causing the reduction in grade; 

c.
Moves between positions not under a covered pay system, from a position under a covered pay system to a position not under a covered pay system, or from a position not under a covered pay system to a position under a covered pay system.

d.
Does not satisfactorily complete a supervisory or managerial probationary period and is removed from that position; 
e.
Is entitled to a saved rate under 5 CFR 359.705 based on removal from the Senior Executive Service; or
f.
Is reduced in pay upon termination of a critical position pay authority.

B.
Mandatory Grade Retention

1.
An employee in a covered pay system who is placed in a lower graded position under a covered pay system as a result of a reduction-in-force (RIF) is entitled to retain the grade immediately held before the action only if the employee has served for at least 52 consecutive weeks in one or more positions in a covered pay system at one or more grades higher than the grade of the position in which the employee is being placed.    
2.
An employee whose position under a covered pay system is reduced to a lower grade based on a reclassification process (as described in 5 CFR 536 Subpart B) is entitled to grade retention based on a reclassification only if, immediately before the reduction in grade, his/her position had been classified at that grade or at a higher grade for a continuous period of at least one year prior to the reclassification. 
3.
An employee who is placed on mandatory grade retention is entitled to priority consideration under Personnel Letter 335-1, BPA Merit Promotion Plan and Implementation Procedures for Annual Positions.  Instructions on applying for priority consideration are provided in Attachment B of this Letter, “How to Apply for Priority Consideration.”


C.
Optional Grade Retention
1.
Optional grade retention may be used when a major reorganization or reclassification decision is announced in writing that could affect an employee and the employee opts to move to a lower graded position (either at the employee’s initiative or in response to a management-initiated offer) on or before the date the reorganization or reclassification is effected.  Optional grade retention is intended to assist management in achieving needed organizational changes by providing incentives to employees to voluntarily change positions without impact to pay or other benefits.  However, there must be sound business reasons for granting grade retention.   In BPA, approval for the use of optional grade retention may be on an organizational level (applying to a particular affected organizational unit or units) or may be case-specific (applying to an individual employee).  Recruitment and Staffing Advisors (RSA) in the HCM Talent Acquisition organization should be consulted in developing written requests.  In all cases, requests must be submitted in writing and address the following factors:

a.
Rationale as to the reasons grade retention is required;

b.
The impact to BPA if the request is disapproved;

c.
Actual or potential cost savings the organization will accrue by invoking this flexibility; and,



d.

Consideration of other pay-setting options and their applicability, including the use of highest previous rate (in the case of individual requests for optional grade retention).
2.
Requests for optional grade retention on a case specific basis must be initiated by the gaining supervisor.  (Note:  if the employee changes positions but not supervisors, the immediate supervisor is the “gaining” supervisor). The gaining supervisor completes all required data on Attachment A, “Request and Justification for Optional Grade or Pay Retention” and forwards it through the next levels of management to the Talent Acquisition Manager.  
3.
Requests for optional grade retention on an organizational level must be initiated by the manager of the organization affected by the reorganization or reclassification.  For example, if a reorganization announced in writing affects the Transmission Services line of business, the Senior VP for that organization would initiate the request.  The “Request and Justification for Optional Grade or Pay Retention” must be submitted to the Chief Human Capital Officer (CHCO) for approval.
4.
The Talent Acquisition Manager or CHCO, as appropriate, completes the regulatory and compliance review.  In reviewing requests on an organizational level, the CHCO will determine whether there is a need to limit or narrow the coverage of optional grade retention in the requesting organization.  The Talent Acquisition Manager or CHCO approves/disapproves the request, documents his/her determination on the “Request and Justification for Optional Grade or Pay Retention” and notifies the requestor.  
5.
The approved “Request” is filed on the left side of the (or each) affected employee’s Official Personnel Folder (OPF).  In addition, a copy of the approved Request will be retained in Talent Acquisition files.
D.
Period of Grade Retention and Applicability of Retained Grade
1.
Generally, an employee is entitled to retain the grade held immediately before the reduction in grade action for a period of 2 years beginning on the date the employee is placed in the lower-graded position, unless grade retention is terminated (see 5 CFR 536, Subpart B for additional rules).

2.
The employee’s retained grade is treated as the employee’s grade for almost all purposes, including pay administration, benefits (retirement, life insurance, etc.) and premium pay (see 5 CFR 536, Subpart B for more information).  The retained grade may not be used as the employee’s grade in certain situations, such as reduction-in-force, to determine if the employee is exempt or non-exempt from FLSA, and as otherwise stated in the regulations.
3.
If another action occurs that entitles the employee to grade retention while he/she is already on grade retention or he/she becomes covered by a different pay schedule (because of a change in the position of record, official worksite, or establishment of a new pay schedule) while on grade retention, the employee’s rate of pay must be determined in accordance with 5 CFR 536 Subpart B to decide further entitlements.


E.
Loss of Eligibility for or Termination of Grade Retention

1.
Mandatory Grade Retention:  Eligibility for grade retention ceases if any of the following conditions occurs at any time after the employee has received written notification of reduction in grade; or, grade retention that has commenced will be terminated if any one of the following conditions occurs:
a.
The employee has a break in service of 1 workday or more;

b.
The employee is reduced in grade for personal cause or at the employee’s request (based on the grade of the employee’s position of record rather than the employee’s retained grade);

c.
The employee moves to a position under a covered pay system with a grade that is equal to or higher than the retained grade (excluding temporary promotions);

d.
The employee declines a reasonable offer of a position with a grade equal to or higher than the retained grade;

e.
The employee elects in writing to terminate the benefits of grade retention; or

f.
The employee moves to a position not under a covered pay system.

2.
Optional Grade Retention:  Eligibility for optional grade retention ceases if any of the following occurs at any time after management informs the employee of an impending reorganization or reclassification that could result in a reduction in grade, but before the commencement of the 2 year period of grade retention:

a.
Any of the conditions in paragraph 1 above occur, except that an employee’s request for placement in a lower-graded position, in lieu of displacing another employee at his or her grade under RIF procedures, is not a declination of a reasonable offer for grade retention purposes; or

b.
The employee fails to enroll in, or comply with, reasonable written requirements to assure full consideration under a program providing priority consideration for placement. 

F.
Pay upon Loss of Eligibility or Termination of Grade Retention
1.
If an employee loses eligibility for grade retention based on any of the conditions in Section E above, the employee’s rate of basic pay must be set in accordance with the pay-setting rules and pay rate applicable to the employee’s position of record.  Unlike an employee whose grade retention expires after two years, an employee whose eligibility is lost or terminated is not entitled to pay retention. 
V.
PAY RETENTION


A.
General

1.
An employee whose rate of basic pay would otherwise be reduced (after application of any geographic conversion rules) as a result of a management action is entitled to retain his or her existing rate of basic pay.  Pay retention may apply to an employee who is in a covered pay system or who is moving to a position under a covered pay system from a position not under a covered pay system as long as the individual is an “employee” as defined in 5 CFR 536, Subpart A while in the non-covered pay system.

2.
However, Pay retention may not be granted to any employee who (see 5 CFR 536, Subpart A for additional exclusions):

a.
Is reduced in grade or pay for personal cause or at the employee’s request;

b.
Was employed on a temporary or term basis immediately before the action causing the reduction in grade or pay;

c.
Is entitled to receive a saved rate of basic pay under 5 CFR 359.705 because of removal from the Senior Executive Service;

d.
Moves between positions not under a covered pay system or from a position under a covered pay system to a position not under a covered pay system;
e.
Is reduced in pay for termination of a critical position pay authority; or
f.
Waives or elects to terminate eligibility for mandatory or optional grade retention for the same action that results in a reduction in pay. 


B.
Mandatory Pay Retention

1.
Pay retention must be granted to an employee who moves between positions under a covered pay system, or from a position not under a covered pay system to a position under a covered pay system, and whose payable rate of basic pay otherwise would be reduced (after application of any geographic conversion rules) due to:

a.
Expiration of the 2-year period of mandatory grade retention;

b.
A reduction-in-force or reclassification action when the employee does not meet the eligibility requirements for grade retention. 
c.
A management action that places an employee in a non-special rate position or in a lower-paid special rate position from a special rate position; 

d.
A management action that places an employee under a different pay schedule;

e.
A management action that places an employee in a formal employee development program, including BPA’s Upward Mobility and Career Intern Programs;
f.
A reduction or elimination of scheduled rates, special schedules, or special rate schedules (excluding statutory reduction in scheduled rates of pay under the General Schedule or prevailing rate schedule).
2.
Pay Retention must also be provided to an employee when the application of the General Schedule promotion increase rules in 5 CFR Part 531 results in a rate of basic pay that exceeds the maximum rate of the highest applicable rate range for the employee’s new position.  A retained rate is created only when the employee’s existing rate before promotion exceeds the maximum rate of the grade to which promoted.  The employee’s existing rate becomes the employee’s retained rate under these rare circumstances. 
3.
An employee who is placed on mandatory pay retention because he/she does not meet the eligibility requirements for mandatory grade retention (is reduced in grade based on RIF or reclassification) is entitled to priority consideration under Personnel Letter 335-1, BPA Merit Promotion Plan and Implementation Procedures for Annual Positions.  Instructions on applying for priority consideration are provided in Attachment 1 of this Letter, “How to Apply for Priority Consideration.”

C.
Optional Pay Retention  

1.
Optional pay retention may be provided to an employee not entitled to mandatory pay retention whose payable rate of basic pay otherwise would be reduced as a result of a management action.  If an employee’s official worksite changes in conjunction with an action that might permit optional pay retention, the geographic conversion rule in 5 CFR Part 536, Subpart C must be applied before determining whether the employee’s basic rate of pay would be reduced.  In BPA, approval for the use of optional pay retention may be on an organizational level (applying to a particular affected organizational unit or units) or may be case-specific (applying to an individual employee).  Recruitment and Staffing Advisors (RSA) in the HCM Talent Acquisition organization should be consulted in developing written requests.  In all cases, requests must be submitted in writing and address the following factors:
a.

Rationale as to the reasons pay retention is required;

b.

The impact to BPA if the request is disapproved;

c.

Actual or potential cost savings the organization will accrue by invoking this flexibility; and,


d.

Consideration of other pay-setting options and their applicability, including the use of highest previous rate (in the case of individual requests for optional pay retention).


2.
Requests for optional pay retention on a case-specific basis must be initiated by the gaining supervisor.  (Note:  if the employee changes positions but not supervisors, the immediate supervisor is the “gaining” supervisor). The gaining supervisor completes all required data on Attachment A, “Request and Justification for Optional Grade or Pay Retention” and forwards it through the next levels of management to the Talent Acquisition Manager.

3.
Requests for optional pay retention on an organizational basis must be initiated by the manager of the organization affected by the management action (which includes, but unlike optional grade retention is not limited to, reorganization or reclassification).  For example, if a management decision affects all employees in the Transmission Services line of business, the Senior VP for that organization would initiate the request.  The “Request and Justification for Optional Grade or Pay Retention” must be submitted to the Chief, Human Capital Officer (CHCO) for approval.  
4.
The Talent Acquisition Manager or CHCO, as appropriate, completes the regulatory and compliance review.  In reviewing requests on an organizational level, the CHCO will determine whether there is a need to limit or narrow the coverage of optional pay retention in the requesting organization.  The Talent Acquisition Manager or CHCO documents his/her determination on the “Request and Justification for Optional Grade or Pay Retention” and notifies the requestor.

5.
The approved “Request” is filed on the left side of the (or each) affected employee’s Official Personnel Folder (OPF).  In addition, a copy of the approved Request will be retained in Talent Acquisition files.

D.
Determining Entitlement to Pay Retention When the Employee’s Worksite Changes  
1.
If an employee is changed to a new official worksite where different pay schedules apply, in conjunction with an action that may provide entitlement to pay retention, the geographic conversion rules must be applied to first determine if the employee is entitled to pay retention and, if entitled, what the specific entitlement will be in terms of the retained rate of pay. Pay retention eligibility and the retained rate will be based on converting the employee’s rate of basic pay to any pay schedules in effect for his her position in the new location.  A reduction in an employee’s rate of basic pay resulting solely from a geographic conversion is not a basis for entitlement to pay retention (see 5 CFR 536, Subpart C).
2.
If an employee already receiving pay retention is changed to a new official worksite where different pay schedules apply, the employee’s retained rate of basic pay must be converted to the new location before re-determining pay retention entitlements. 


E.
Period of Pay Retention and Treatment of Retained Rate: 

1.
In general, pay retention will cease to apply when an employee’s retained rate (after all pay adjustments, geographic conversions, etc.) becomes equal to or lower than the maximum rate of the highest applicable rate range for the grade of the employee’s position or when eligibility is lost or terminated under F. below.  A retained rate will not be terminated based on entitlement to an equal or higher rate of basic pay during a temporary promotion or temporary reassignment, but will be held in abeyance during that temporary period.
2.
The employee’s retained rate is considered the employee’s rate of basic pay for the purpose of computing or applying retirement deductions, contributions, and benefits; life insurance premiums and benefits; premium pay; severance pay; lump sum payments for annual leave, and other purposes outlined in 5 CFR 536, Subpart C.


F.
Loss of Eligibility for or Termination of Pay Retention
1.
Eligibility for pay retention (mandatory or optional) ceases if any of the following conditions occurs at any time after the employee has received written notification that his or her pay is to be reduced, and entitlement to pay retention terminates if any of the following conditions occurs after the commencement of pay retention:


a.
If the employee has a break in service of 1 workday or more;


b.
If the employee is reduced in grade for personal cause or at the employee’s request (based on the grade of the employee’s position of record);

c.
If the employee is entitled to a rate of basic pay under a covered pay system which is equal to, or higher than, the employee’s retained rate excluding a rate resulting from a temporary promotion or temporary reassignment; 


d.
If the employee declines a reasonable offer of a position the rate of which is equal to or higher than the employee’s retained pay; or,
e.
The employee moves to a position not under a covered pay system.

VI.
DOCUMENTATION AND COUNSELING REQUIREMENTS

A.
The Office of Personnel Management (OPM) requires, when an employee is entitled to grade and/or pay retention, that an explanatory letter be issued to an employee with the Notification of Personnel Action (SF-50) that officially establishes the employee’s entitlement to grade and/or pay retention.  The letter shall describe the circumstances warranting grade and/or pay retention and the nature of that entitlement.  The SF-50 and the letter will be filed as a permanent part of the employee’s Official Personnel Folder (OPF).
B.
Additionally, all employees who are entitled to grade and/or pay retention shall receive counseling from an HCM RSA regarding this entitlement, and information on the process for  receiving priority consideration for vacancies (when applicable).  

C.
An employee  offered optional grade retention in anticipation of a reduction in grade must otherwise be eligible and must be informed in writing that a declination of an offer of optional grade retention will not affect his/her entitlement to grade retention if he/she is later actually moved to the lower-graded position. 

VII.
APPEAL OF TERMINATION OF BENEFITS 
A.
Except as noted in paragraph E. below, an employee whose grade or pay retention benefits are terminated on the grounds the employee declined a reasonable offer of a position (i.e. equal to or greater than his or her retained grade or pay) may appeal the termination of benefits to the Office of Personnel Management (OPM).  

B.
An appeal must be filed in writing with OPM not later than 20 calendar days after being notified that his or her grade or pay retention benefits have been terminated.  The written appeal must include  the reasons why the employee believes the offer of a position was not a reasonable offer.

C.
OPM may conduct any investigation or hearing it determines necessary to ascertain the facts of the case.  

D.
If a decision by OPM on an appeal requires corrective action by BPA, including retroactive or prospective restoration of grade or pay retention benefits, BPA will effect such corrective action.   

E.
Termination of benefits based on a declination of a reasonable offer by a bargaining unit employee may be reviewed under the applicable negotiated grievance and arbitration procedures in accordance with 5 U.S.C., Chapter 71, and the terms of the applicable bargaining agreement.  A bargaining unit employee may not appeal a termination of benefits to OPM if the applicable grievance procedure provides for review.  

F.
Decisions issued by OPM shall be considered final decisions.  OPM  at its discretion may reconsider an original appellate decision when new and material information is presented, in writing, by the employee or by BPA, which establishes a reasonable doubt as to the appropriateness of the original decision.  The request must show that the new and material information being provided was not readily available when the original decision was issued.  A request for reconsideration of an original appeal decision must be submitted to OPM within 30 calendar days of the date of  such decision.

VIII.
REFERENCES

· 5 U. S.C., Chapter 51, Classification

· 5 CFR, Part 511

· 5 U.S.C, Chapter 53, Subchapter VI, Grade and Pay Retention

· 5 CFR, Part 536, Grade and Pay Retention

· Personnel Letter No. 335-1, BPA Merit Promotion Plan and Implementation Procedures for Annual Positions
· Personnel Letter No. 531-3, Determining Discretionary Rates of Pay for General Schedule Positions

Roy B. Fox
Chief Human Capital Officer

ATTACHMENT A
Request and Justification for Optional Grade or Pay Retention
IMPORTANT NOTES: 

The purpose of this worksheet is to provide a standardized means for BPA managers/supervisors to document, evaluate, and decide upon the appropriateness of granting optional grade or pay retention to employees on an individual, case-by-case basis or on an organization-wide basis in accordance with the provisions of PL 536-1.  
A. IDENTIFYING INFORMATION

INDIVIDUAL EMPLOYEE REQUESTS
	1. Employee’s Name:


	2.  Requesting Official Name and Title:

	3. Organization and location of current   

     position:


	4.  Organization and location of offered or  

     requested position:



	5. Position Title, Series, Grade, Step, and   

    annual salary of employee:


	6.  Position Title, Series, and Grade of 
     offered or requested position:




B. IDENTIFYING INFORMATION

ORGANIZATIONAL REQUESTS
	1.  Requesting Official’s Name and Title:



	2. Affected Organization:


	3.  Affected Location:



	4. Affected Positions by Title, Series, and  

    Grade:


	5. Number of Affected Employees:




C. BASIS AND JUSTIFICATION FOR REQUEST
	1. REQUEST IS FOR:  (select one but not both if request is for individual employee)

	□ 1A. OPTIONAL GRADE RETENTION 

□ 1B. OPTIONAL PAY RETENTION




	2. BASIS FOR REQUEST (select one)

	□ 2A. Reorganization announced in writing (identify organization affected and date of announcement):

□ 2B. Reclassification decision (identify positions affected and date of announcement):
□ 2C. Management Action (describe):


	3. JUSTIFICATION  Provide narrative addressing the following factors – attach extra pages if needed:

a. Why grade or pay retention is required or should be offered to affected employee(s);

b. The impact to BPA if the request is disapproved;

c. Actual or potential cost-savings that the organization will accrue by using this flexibility (for   “blanket” organization-wide requests);

d. Consideration given to other pay-setting options and their applicability (i.e. highest previous rate).

	


REVIEWING/CONCURRING OFFICIAL(S) RECOMMENDATION
(At each organizational level between Submitting Official and Approving Official)
	I HAVE REVIEWED THE REQUESTING OFFICIAL’S  JUSTIFICATION FOR GRANTING OPTIONAL GRADE OR PAY RETENTION AND RECOMMEND THE FOLLOWING ACTION:

	□ APPROVE
	□ DISAPPROVE

	_________________________________________________  __________________________________________
1st Reviewer Signature                                                                 Organization Code                 Date                                                                                                      



	□ APPROVE
	□ DISAPPROVE

	_________________________________________________ ___________________________________________ 
2nd Reviewer Signature, if required                                             Organization Code                  Date                                                                          



	□ APPROVE
	□ DISAPPROVE

	_________________________________________________ ___________________________________________                  3rd  Reviewer Signature, if required                                             Organization Code                   Date                                                                          




FINAL APPROVAL

	I HAVE REVIEWED THE DOCUMENTATION OF THE SUBMITTING AND REVIEWING OFFICIALS FOR REGULATORY AND POLICY COMPLIANCE AS REFLECTED IN POLICY LETTER 536-1 AND HAVE ARRIVED AT THE FOLLOWING DECISION:

	□ APPROVE
	□ DISAPPROVE

	_________________________________________________ ____________________________________                                                                                            

        Signature of  Chief Human Capital Officer                             Organization Code                 Date      
                 or Talent Acquisition Manager                                



	


ATTACHMENT B
How to Apply for Priority Consideration

Purpose:  This document describes the rights, responsibilities and requirements for employees who are entitled to “priority consideration” as a result of placement on mandatory grade retention or placement on mandatory pay retention because they do not meet the eligibility requirements for mandatory grade retention as described in Section IV B, 1 or 2 of this Personnel Letter.  

1.  Definition:

“Priority Consideration” means that an employee will receive bona fide consideration for an appropriate vacancy without having to compete with other candidates for selection consideration. It is a permissible exception to competitive merit promotion requirements.  Being granted “priority consideration” does not mean entitlement to selection.  The selecting official has the right to select or non-select a candidate who is eligible for priority consideration.

2.  Applying for Priority Consideration: 

To receive priority consideration, the eligible employee must apply for an appropriate vacancy within the timeframes specified in the vacancy announcement and must submit all required application materials as stated in the vacancy announcement.  The employee must also attach appropriate documentation (e.g. a copy of Standard Form 50, Notification of Personnel Action showing grade or pay retention or a copy of the specific downgrade notice) issued by the HCM organization as evidence of his/her eligibility for priority consideration.   

3.  Appropriate Vacancy:

An appropriate vacancy is one that meets the following criteria as determined by the HR Specialist with authority for making such determinations:

· The promotion potential is no greater than that of the position from which the employee was reduced in grade;
· It is within the same local commuting area (LCA) as the employee’s position of record;

· It is a position for which the employee is “well qualified.”  To be considered “well qualified”, the employee must:  meet OPM minimum qualification standards, meet applicable selective factors, meet any special qualifying conditions approved by OPM, be able to satisfactorily perform the duties of the position upon entry; and demonstrate experience, knowledge, skills, and abilities which clearly exceed OPM minimum qualification requirements, including being evaluated at the “3” or equivalent rating level on all KSA’s or competencies associated with the position being filled.  

4.  Termination of Eligibility for Priority Consideration:

Eligibility for priority consideration will terminate when one or more of the following events occur:

· The employee is placed in a position with a grade equivalent to the grade from which reduced.

· The employee declines the offer of a position that is a “reasonable offer” as defined in this Personnel Letter.
· The employee resigns, transfers, or retires from BPA.

· The employee has received priority consideration for re-promotion for a period of 2 years from the date of the action that conferred eligibility for priority consideration.

5.  Referral to the Selecting Official:

A candidate eligible for priority consideration will be referred to the selecting official ahead of competing merit promotion candidates but not ahead of candidates with a higher level of priority, such as those with reemployment rights granted by law or regulation, those with selection priority under the CTAP, etc.  If there are other candidates eligible for priority consideration under this authority, the names will be listed in alphabetical order.  
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