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ARTICLE 1

COVERAGE
Section 1
Coverage
A. The following employees are included in the bargaining unit covered by this Agreement: All

non-supervisory, professional, and non-professional general schedule, wage grade, and term
employees of Public Debt.

B. The following employees are excluded from the bargaining unit covered by this Agreement:
All management officials; supervisors as defined in 5 USC 7103(a)(10); employees engaged
in Federal personnel work in other than a purely clerical capacity; any employee primarily
engaged in investigations or audit functions relating to work of individuals employed by
Public Debt whose duties directly affect the internal security of Public Debt; confidential
employees; Student Temporary Employment Program employees and temporary employees.

1. Consistent with law, employees occupying the following positions are examples of
confidential employees for purposes of this Agreement:

a. Secretary to the Commissioner/Deputy Commissioner

b. Secretary to an Assistant Commissioner/Deputy Assistant Commissioner or
equivalent

C. Secretary to a Division Director/Deputy Division Director or equivalent

d. Secretary to a Branch Manager or equivalent

€. Secretary to a Section Chief or equivalent
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ARTICLE 2

PRECEDENCE OF LAWS AND REGULATIONS
Section 1
Laws and Regulations
In the administration of all matters covered by this Agreement pursuant to the policy set forth in the
Civil Service Reform Act (CSRA), officials and employees are governed by existing and future
statutes; Government-wide rules and regulations in effect upon the effective date of this Agreement;
Government-wide rules and regulations issued after the effective date of this Agreement that do not
conflict with this Agreement; and any other appropriate Department of the Treasury policies and
regulations which do not conflict with this Agreement.
Section 2

Personnel Directive System

To the extent that provisions of the Public Debt Personnel Directive System are in specific conflict
with this Agreement, the provisions of this Agreement will govern.
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ARTICLE 3

EMPLOYEE RIGHTS

Section 1

Participation in Labor Organization

A.

An employee has the right, freely and without fear of penalty or reprisal, to form, join, and
assist a labor organization or to refrain from any such activity, and each employee shall be
protected in the exercise of this right. Except as otherwise expressly provided in the CSRA
of 1978, the right to assist a labor organization extends to participation in the management of
the organization and acting for the organization in the capacity of an organization
representative, including presentation of its views to officials of the Executive Branch, the
Congress, or other appropriate authority.

Nothing in this Agreement shall require an employee to become or remain a member of a
labor organization or to pay money to the organization except pursuant to a voluntary written
authorization by a member for the payment of dues through payroll deduction or through
cash payment.

The initiation of grievances in good faith by employees will not cause any reflection on their
standing with their supervisor or on their loyalty or desirability to their organization.
Employees and their employee representatives involved in the exercise of their statutory
rights or in the exercise of their contractual rights as outlined in this contract shall be assured
freedom from restraint, interference, coercion, discrimination, intimidation, or reprisal.

Public Debt agrees to introduce incoming employees to the appropriate National
Treasury Employees Union (NTEU) steward. At that time, the steward will have
the opportunity to present the following information card:

NATIONAL TREASURY EMPLOYEES UNION
CHAPTER

The exclusive representative for all eligible employees in Public
Debt is Chapter * of the National Treasury Employees
Union (commonly known as “NTEU”). So that NTEU Chapter

* may provide maximum service to employees, NTEU
invites you to furnish the following information on a self-addressed
card:
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NAME

Last First MI
ADDRESS
Number & Street City State & Zip
SSN HOME PHONE
DIVISION BRANCH
NTEU MEMBER? YES NO
DUES PAID BY: WITHHOLDING CASH
NTEU INSURANCE: LIFE ACCIDENT _ INCOME
NAME OF SPOUSE:
*The blanks are to be filled in with the number of the appropriate
NTEU Chapter.
Section 2
Dignity

Public Debt and NTEU will recognize and respect each other's dignity and the dignity of all
employees in the formulation and the implementation of personnel policies and practices.

Section 3
Outside Employment

A. With advance approval, an employee may engage in outside employment or other outside
activity (with or without compensation) that does not:

1. Interfere with the efficient performance of their official duties.

2. Possibly bring discredit on or cause unfavorable and justifiable criticism of the
Government.

3. Reasonably result in a conflict of interest, or apparent conflict of interest, with

official duties and responsibilities.

4. Violate any law, Executive Order, or any applicable rule or regulation.
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B. An employee who wants to pursue outside employment or other outside activities requiring
advance approval must submit an Outside Employment or Business Request, PD F 3514, to
the immediate supervisor for approval by the Human Resources Division prior to the
employee engaging in such employment or activities.

C. An employee will normally submit the application at least ten (10) workdays prior to
engaging in such employment or activity. Public Debt will normally process the application
within ten (10) workdays of receipt.

D. If mitigating circumstances prevent processing the application within ten (10) workdays of
receipt, Public Debt will notify the employee promptly. If mitigating circumstances prevent
the employee from submitting the application ten (10) workdays prior to engaging in such
employment or activities, the employee will notify Public Debt promptly.

E. Such approval will not be subsequently denied except when new facts or circumstances
become known to Public Debt that would warrant denial for the reasons set forth in Section
3A. of this Article.

F. If an employee's request is disapproved, Public Debt’s reasons for denial will be noted on the
application. Employees may grieve the denial of a request in accordance with Article 32 of
this Agreement.

Section 4

Off-Duty Conduct

An employee's conduct during off-duty hours, which does not adversely reflect on the integrity of

Public Debt, will not have an adverse effect on any evaluation of the employee's performance unless

such conduct has a direct impact on the employee's ability to perform the job.

Section S

Supervisory Instructions

In the event of a difference of opinion between an employee and his or her supervisor on a matter

pertaining to the way in which work should be done, the employee shall comply with the lawful

instructions of the supervisor. The supervisor shall assume full responsibility for those instructions

if they are carried out in the manner prescribed by the supervisor. The employee shall have the
option in such situations of faithfully and accurately reducing the supervisor's instructions to writi
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writing and the supervisor shall initial these written instructions if they faithfully and accurately
reflect the instructions given. Nothing in this section shall be construed as affecting Public Debt’s
right to assign work as prescribed by law.

Section 6
Political Activity

Public Debt and NTEU agree that employees may engage in partisan political activities to the extent
allowed by law.

Section 7
Pay

A. Public Debt and NTEU agree that employees have a right to receive proper pay in a timely
manner subject to the conditions under the direct control of Public Debt.

B. Upon request, Public Debt will offer assistance to employees filing a request for waiver of
overpayment received in good faith consistent with governing rules and regulations.

C. An employee will be provided with a replacement salary payment as soon as
possible after notifying Public Debt that it failed to provide the employee with a
salary payment that was regularly due.

Section 8
Investigatory Interviews

Prior to beginning an investigatory interview, Public Debt shall inform the
employee of the specific nature of the matter to be discussed and whether it involves or
potentially involves criminal or administrative misconduct.

A. Employees will be notified of their rights pursuant to 5 USC 7114(a)(2)(B) to be
represented by NTEU during an investigatory interview as described in Article 5,
Section 2A.2. This notification may be given orally or in writing prior to the
beginning of the interview. If during an interview an employee who is not initially
the subject of an investigation provides information that would potentially make
the employee the subject of an investigation, the employee will be advised orally
or in writing of their rights.
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B. Where the subject of an investigation is being interviewed regarding possible criminal
misconduct, the employee shall be entitled to all rights and protections provided by law.
(e.g. Miranda and Kalkines Warnings: See Appendices B and C.)

C. When the person being interviewed is accompanied by a representative furnished by NTEU,
the role of the representative includes, but is not limited to, the following:

1. Clarifying questions
2. Clarifying answers
3. Assisting the employee to provide favorable or extenuating facts
4. Advising the employee
D. Public Debt is entitled to require truthful employee responses to questions in

matters of official interest.

Section 9

Participation in United States Savings Bond Program

While recognizing that the United States Savings Bond Program is beneficial, Public Debt
recognizes that participation by employees in this program shall be voluntary. Therefore, employees
will not be adversely affected by their refusal or failure to participate in the program.
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ARTICLE 4
EMPLOYER RIGHTS
Section 1
5 USC 7106(a)
Nothing in this Agreement shall affect the authority of Public Debt:

A. To determine the mission, budget, organization, number of employees, and internal security
practices of the Employer.

B. In accordance with applicable laws—

1. To hire, assign, direct, lay off, and retain employees, or to suspend, remove, reduce
in grade or pay, or take other disciplinary action against such employees.

2. To assign work, to make determinations with respect to contracting out, and to
determine the personnel by which Public Debt operations shall be conducted.

3. With respect to filling positions, to make selections for appointments from—
a. Among properly ranked and certified candidates for promotion, or
b. Any other appropriate source.
4. To take whatever action that may be necessary to carry out Public Debt’s mission

during emergencies.
Section 2
5 USC 7106(b)
Nothing in this Article shall preclude Public Debt, at its election, from negotiating on the numbers,

types, and grades of unit employees or positions assigned to any organizational subdivision, work
project, or tour of duty, or on the technology, methods and means of performing work.
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ARTICLE 5
REPRESENTATION RIGHTS AND DUTIES
Section 1
Exclusive Representative
NTEU has exclusive recognition as the labor organization representing bargaining unit employees.
NTEU is entitled to act for and negotiate collective bargaining agreements covering all unit
employees in the unit. NTEU is responsible for representing the interests of all employees in the
unit without discrimination and without regard to labor organization membership.
Section 2
Attendance at Meetings/Orientation
A. NTEU shall be given the opportunity to be represented at:
I. Any formal discussion between one or more representatives of Public Debt and one or more
unit employees or their representatives concerning any grievance or any personnel

policy or practice or other general condition of employment.

2. Any examination of a unit employee by a representative of the Employer in
connection with an investigation, if:

a. The employee reasonably believes that the examination may result in
disciplinary action against the employee, and

b. The employee requests representation.

B. NTEU shall be provided thirty (30) minutes at the conclusion of each orientation session to
address new unit employees. NTEU will be provided advance notice of such orientation
sessions and will be granted official time for its presentation. Employee attendance will be
voluntary.

Section 3

Notification of Employee Rights

Public Debt shall annually inform employees of their rights under Section 2A.2. of this Article.
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Section 4
Collective Bargaining Agreement

Public Debt and NTEU, through appropriate representatives, shall meet and negotiate in good faith
for the purpose of arriving at a collective bargaining agreement. In addition, Public Debt and NTEU
may determine appropriate techniques, consistent with the provisions of Section 7119 of the CSRA,
to assist in any negotiation.

Section 5

Refusal to Represent

NTEU may refuse to represent employees in statutory appeals; for example, before outside agencies
such as the Merit Systems Protection Board (adverse actions) or the Equal Employment Opportunity
Commission (discrimination appeals). NTEU may refuse to represent employees in other matters
where employees have the statutory right to choose other representatives (for example, replies to
proposed suspensions, adverse actions, reductions in grade, or removals based on unacceptable
performance).

Section 6

Negotiations/Furnishing Data

The duty of Public Debt and NTEU to negotiate in good faith under Section 1 of this Article shall
include the obligation:

A. To approach the negotiations with a sincere resolve to reach a collective bargaining
agreement.
B. To be represented at the negotiations by duly authorized representatives prepared to discuss

and negotiate on any condition of employment.

C. To meet at reasonable times and convenient places as frequently as may be necessary, and to
avoid unnecessary delays.

D. In the case of Public Debt, to furnish to NTEU, or its authorized representative, upon request
and, to the extent not prohibited by law, data:

1. Which is normally maintained by Public Debt in the regular course of business;
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2. Which is reasonably available and necessary for full and proper discussion,
understanding, and negotiation of subjects within the scope of collective bargaining;
and

3. Which does not constitute guidance, advice, counsel, or training provided for
management officials or supervisors, relating to collective bargaining.

E. If agreement is reached, to execute on the request of any party to the negotiations a written
document embodying the agreed terms and to take the necessary steps to implement such
agreement.

Section 7

Agency Head Review

A. An agreement between Public Debt and NTEU shall be subject to approval by the head of
the Agency.

B. The head of the Agency shall approve the agreement within thirty (30) days from the date
the agreement is executed if the agreement is in accordance with the provisions of the CSRA
and any other applicable law, rule, or regulation (unless the Agency has granted an exception
to the provision).

C. If the head of the Agency does not approve or disapprove the agreement within the thirty
(30) day period, the agreement shall take effect and shall bind Public Debt and NTEU
subject to the provisions of the CSRA and other applicable laws, rules, or regulations.

D. A local agreement subject to a national or other controlling agreement at a higher level shall

be approved under the procedures of the controlling agreement or, if none, under regulations
prescribed by the Agency.
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ARTICLE 6

UNION OFFICIAL TIME

Section 1

Stewards

Public Debt agrees to recognize stewards designated by NTEU.

A. The number of stewards will be as follows:

1. Chapter 190 may designate one (1) Chief Steward, one (1) Assistant Chief
Steward, and thirty (30) stewards-at-large.

2. Chapter 269 may designate one (1) Chief Steward, one (1) Assistant Chief
Steward, and eight (8) stewards-at-large.

B. NTEU agrees to provide Public Debt with a complete list of stewards and alternate stewards.

C. NTEU will advise Public Debt of steward assignment changes at least three (3) workdays
before the effective date of such changes.

D. An alternate steward may perform labor relations responsibilities in the absence of the
steward and when the steward is unavailable because of job responsibilities or other union
assigned responsibilities.

E. Each steward and alternate steward must be a bargaining unit employee.

Section 2

Bank Time/Reasonable Time

A.

Each chapter shall receive a bank of official time at the beginning of each contract year.
Each chapter shall determine the distribution of its official time. The total amount of time in
each chapter bank for each contract year shall be determined as follows:

1. Chapter 190 will be receive two and one-half (2 1/2) hours of official time for each

bargaining unit employee in Chapter 190 on the rolls on the effective date of this
Agreement and at the beginning of each subsequent contract year.
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Chapter 269 will receive three and one-half (3 1/2) hours of official

time for each bargaining unit employee in Chapter 269 on the rolls on the
effective date of this Agreement and at the beginning of each subsequent
contract year.

The bank of official time created in Section 2A. of this Article shall be used for the following
purposes:

1.

10.

11.

12.

13.

Conferring with employees on matters for which remedial relief may be sought under
this Agreement.

Investigating matters for which employees may seek remedial relief under this
Agreement.

Interviewing and preparing witnesses.

Reviewing documents of the Employer which are not available during non-duty
hours (copies of documents which are relevant to the matter being investigated will
be provided to the union steward upon request).

Preparing grievances or grievance appeals.

Preparing statutory complaints or appeals.

Preparing replies to notices of proposed disciplinary, adverse, or unacceptable
performance actions.

Preparing for joint labor-management activities authorized by this Agreement.
Preparing for arbitration of grievances or adverse actions.

Preparing reconsideration statements in connection with denied
within-grade step increases.

Attending NTEU-sponsored training as referenced in Section 3 of this Article.

Meeting with National Staff Representatives of NTEU in connection with
grievances, arbitrations, or ULP charges.

Participating in Federal Labor Relations Authority investigations or hearing
preparations as representatives of NTEU.
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14.

15.

16.

Preparing and maintaining records and reports required by the Department of Labor.

Participating in any other activity which CSRA allows employees to use official
time.

Engaging in lobbying activities on matters concerning employees’ conditions of
employment.

Each recognized Steward, Assistant Chief Steward, Chief Steward, and Chapter President
shall receive a reasonable amount of official time for the following purposes:

L.

2.

Attending joint labor-management meetings as provided for in this Agreement.
Conferring or meeting with the Employer on matters other than negotiations.
Presenting grievances.

Participating in hearings or meetings held under statutory complaints and appeals
procedures.

Attending formal discussions between the Employer and employees or employee
representatives concerning grievances, personnel policies and practices, or other
matters affecting general working conditions of employees in the unit.

Addressing orientation sessions pursuant to Article 5, Section 2B.

Attending meetings with Public Debt for the purpose of presenting replies to notices
of terminations of probationers when terminated for post-employment reasons, or
notices of proposed terminations of probationers when based on pre-employment

reasons.

Attending meetings with Public Debt for the purpose of presenting reconsideration
replies in connection with the denial of within-grade step increases.

Attending any examination of an employee in the unit by a representative of Public
Debt in connection with an investigation if:

a. The employee reasonably believes that the examination may result in
disciplinary action against the employee, and

b. The employee requests NTEU representation.
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10. For the purpose of participating in arbitration hearings.

An affected employee shall receive a reasonable amount of official time to take part in the
activities referenced in Sections 2B. and 2C. of this Article. However, in those instances
where NTEU acts as the representative of more than one (1) grieving employee on one (1) or
more grievances involving the same facts and the same issue, official time will be granted to
employees in accordance with the following formula:

No. of employee No. of employees
grievants authorized official time

1-3

4-10

11-19

20 or more

-3

AW N =

By mutual agreement between Public Debt and NTEU, the number of employees in a
grievance meeting may be increased.

Union officials participating in labor-management partnership activities and/or other
cooperative effort activities will notify their supervisors in accordance with Section 5A. of
this Article. Time spent on partnership activities will be recorded on PD 4388-1. Time
spent participating will not be charged to bank time under this Article.

Section 3

Training

A.

During the first year of this Agreement, up to twenty-four (24) hours of bank time will be
granted for attending nationally sponsored training in the administration of this Agreement to
Stewards, Assistant Chief Stewards, Chief Stewards, and Chapter Presidents, subject to the
work requirements of Public Debt. For each subsequent contract year, up to eight (8) hours
of bank time will be granted for this purpose.

During the life of this Agreement, stewards who did not use the bank time allowed in
Section 3A will be granted up to eight (8) hours of bank time annually for the purpose of
training in the administration of this Agreement.

In addition to the bank time provided for in Sections 3A. and 3B., each chapter will receive a

bank of 1000 hours per contract year to attend nationally sponsored training, chapter
sponsored formal training, or other labor relations training seminars, symposiums, and
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one (1) time training sessions. Unused training hours may be carried over from contract year
to contract year. The training bank time for each chapter will be capped at 1500 hours per
contract year.

D. Travel to and from training sessions will be taken from the 1000 hour bank.

E. At the employee's option, any additional time needed to attend training sessions may be
taken as annual leave or leave without pay, subject to the work requirements of Public Debt.

Section 4

National Sponsored Events

Upon thirty (30) calendar days notice, Public Debt may authorize annual leave or leave without pay
to any NTEU National Officers, the President, First Vice President, Second Vice President,
Secretary, Treasurer, and Chief Steward of each chapter for the purpose of attending national
conventions or business meetings sponsored by the National Office.

Section 5

Notification Procedures

A.

Union representatives or employees engaging in activities authorized under this Article will
make arrangements with their immediate supervisor when requesting to use official time
and/or leave their work area. Such arrangements will include the general nature of the
activity involved and should allow the supervisor to contact the representative or employee,
if necessary. Except when precluded by work requirements or work schedules, the
supervisor will honor such requests.

By mutual agreement, the steward and immediate supervisor may devise notification
procedures that meet the requirements of this Section.

If a representative must enter a work area for a brief interaction with an employee
concerning representational issues, the representative agrees not to disrupt the work area.
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ARTICLE 7

DUES WITHHOLDING

Section 1

Eligibility

This Article permits eligible employees who are members of NTEU to pay dues through the
authorization of voluntary allotments from their compensations. This Article covers all eligible
employees who:

A. Are members in good standing with NTEU.

B. Have voluntarily completed Standard Form 1187, Request and Authorization for a Voluntary
Allotment of Compensation for Payment of Employee Organization Dues.

C. Receive compensation sufficient to cover the total amount of the allotment.

Section 2

NTEU Responsibilities

NTEU agrees to assume responsibilities for:

A.

Informing and educating its members on the voluntary nature of the system for union dues
allotment, including the conditions under which the allotment may be revoked.

Purchasing and distributing to employees Standard Form 1187.

Forwarding properly executed and certified Standard Form 1187(s) to the Human Resources
Division on a timely basis.

Forwarding employee revocations (memorandum or Standard Form 1188, Revocation of
Voluntary Authorization for Allotment of Compensation for Payment of Employee
Organization Dues) to the Human Resources Division when such revocation is submitted to
NTEU.

Informing the Human Resources Division of the name of any participating employee who
has been expelled or ceases to be a member in good standing with NTEU within ten (10)

workdays of the date of such final determination.
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F. Informing the Human Resources Division of any change in the formula for membership
dues.

G. Returning magnetic tape(s) with protector to the NFC as soon as possible.

H. Informing Public Debt of changes in certification and remittance procedures as listed in
Section 3.

Section 3

Certification and Remittance

Certification and remittance procedures shall be as follows:

A. Dues will be wire transferred to the bank account designated by NTEU.

B. Dues tapes will be mailed to the Director of Information Systems, National
Treasury Employees Union, Suite 600, 901 E St., NW, Washington, DC
20004.

C. NTEU’s National President or any chapter officer who has submitted proper
notification to the Human Resources Division is authorized to make the
necessary certification of Standard Form 1187.

Section 4

Public Debt Responsibilities

Public Debt agrees to be responsible for processing voluntary dues allotments of dues in accordance
with this Article. Public Debt will:

A.

Upon receiving a properly certified Standard Form 1187, Human Resources Division stamps
the date received on the back of the form and forwards it to the payroll office within three (3)
workdays of its receipt.

Provide information to NFC for withholding dues on a biweekly basis.

Authorize NFC to provide biweekly, sufficient magnetic tape reels to contain information on
the Record Format, Record Format Positions, and the total gross amount deducted for all
employees, the total amount of prescribed costs retained, and the net amount remitted.

Discontinue allotments when required by OPM and Department of the Treasury regulations.
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Authorize NFC to withhold new amounts of dues upon certification from the NTEU
National President as long as the amount has not been changed during the past twelve (12)
months.

Authorize transmittal of remittance checks to the allottee designated by NTEU.

Authorize transmittal of magnetic tape reels pursuant to Section 3B. of this Article to NTEU
or its designee.

Upon receiving the properly executed Standard Form 1188 or other revocation document,
the Human Resources Division, stamps the date received on the form or other revocation
document and forward the original and copy to the payroll office within three (3) workdays
after receipt.

Will provide local NTEU Chapters a copy of Standard Form 1188 or other revocation
documents received in the Human Resources Division within three (3) workdays. A copy of
the form need not be provided to NTEU if it was initialed by the Chapter President or
designated official when submitted to the Human Resources Division.

Provide each NTEU Chapter a listing of all employees’ status each pay period including
their bargaining unit positions.

Provide NTEU National an electronic file each January, April, July, and October which
will contain the names, grades and steps, position titles, divisions, branches, groups,
units, sections, posts-of-duty, job position series, whether CSRS or FERS, years of
service, appointment types (career, career conditional, temp, term, etc.), work
schedules, and dues withholding status for all employees in the unit.

Section 5

Allotment Changes

The Parties to this Agreement agree that the formula for dues to be deducted as allotments
from compensation may not change more frequently than once each twelve (12) months.
NTEU will pay no fee for these services.

Section 6

Overpayments

Each pay period, the Employer will forward a copy of any bill for dues overpayments, with
an accompanying document prescribed by the Debt Collection Act of 1982, to the
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Administrative Controller, National Treasury Employees Union, Suite 600, 901 E Street,
NW, Washington, DC 20004. This bill will identify amounts which were reimbursed to
employees as a result of dues withholding, and the pay periods in which the overpayments
were made to NTEU. The document accompanying the bill will include a statement that
debts due to the government for more than thirty (30) days are subject to interest, to the
extent required by law, as well as Treasury Department policy regarding the assessment of
other fees if delinquent. The bill sent to NTEU will request payments be made payable to
“U.S. Department of Agriculture” and will specify that the payment and a copy of the bill be
mailed to an address designated on the bill for the USDA National Finance Center. The
right of NTEU to request a waiver of overpayment in accordance with 4 CFR 101 or to
dispute the amount of the overpayment will also be contained in the accompanying
document. A copy of the bill and accompanying document will be forwarded to the Human
Resources Division for use in determining the start of the period for requesting waivers by
NTEU.

Upon receipt of the amount due from NTEU the accounts receivable for the applicable pay
period will be closed. If a waiver or partial waiver of overpayment is requested timely by
NTEU, the Employer will suspend collection of the amount in question pending
adjudication by the Employer in accordance with 4 CFR 101. The personnel office that
processed the request for waiver will notify the local NTEU Chapter of the determination.

Section 7

Errors in Withholdings

A.

The total error in the amount of dues withheld shall be adjusted as soon as practical after the
error has been detected by Public Debt or written notification of an error is received from
NTEU or an employee.

When an underpayment to an employee results in an overpayment to NTEU (e.g., Public
Debt fails to timely terminate dues withholding after receiving a properly submitted
employee request), Public Debt will refund the payment to the employee in accordance with
Section 6A. of this Article.

When Public Debt fails to commence dues withholding timely or otherwise fails to remit
dues owed, Public Debt will pay the full amount to NTEU and recoup the funds from the
employee’s salary through an adjustment subject to the employee’s right to seek waiver of
overpayment. When the total amount owed by the employee is less than twenty-five ($25)
dollars, the entire amount will be withheld in one (1) pay period, to the extent it does not
exceed fifteen (15) percent of disposable pay. When the total amount owed by an employee
is more than twenty-five ($25) dollars, the deductions will be made in accordance with the
Debt Collection Act.
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When an adjustment is made to an employee’s salary to recoup dues withholding and the
amount to be deducted is twenty-five dollars ($25) or more, the employee will be issued
written notification by the USDA National Finance Center of the Employer’s intent to
offset in accordance with the Debt Collection Act of 1982. This notification will contain
information relating to the amount and nature of the debt and additional information
required by the Debt Collection Act of 1982 as implemented in 31 CFR Part 5, Subpart B.
When an adjustment is made to an employee’s salary to recoup dues withholding and the
amount to be deducted is less than twenty-five dollars ($25), the employee will be given a
written explanation stating the amount to be withheld and the pay period in which the
adjustment will occur. This notification will be prepared by the Personnel Office. This
notice shall notify employees that:

1. They have the right to request a waiver of overpayment pursuant to 4 CFR Part 91.

2. Denials of employee requests for waiver of overpayment will be subject to the
grievance procedure as outlined in Article 32 of this Agreement.

Public Debt and NTEU will resolve disputes arising out of dues withholding situations at
the local level. If the matter is not resolved, either party may invoke expedited arbitration
in accordance with Article 34.

Section 8

Effective Dates

The effective dates for actions under this Agreement are as follows:

A.

Starting dues withholding—Beginning of first full pay period after date of receipt of
properly executed and certified Standard Form 1187 in the Human Resources Division.

Change in amounts of dues—Beginning the first full pay period after receipt of certification
in the Human Resources Division.

Revocation after one (1) year membership—Revocation notices for employees who have
had dues allotments in effect for more than one (1) year must be submitted to the Human
Resources Division during the month of July. Revocations will become effective during the
first full pay period in September. Employees may at their option provide a copy of the
Standard Form 1188 to the NTEU Chapter President or designated official or submit it
directly to the Human Resources Division.

Revocation before one (1) year anniversary of membership—Revocation notices for
employees who have not had dues allotments in effect for one (1) year must submit the
revocation notices on or before the one-year anniversary date of their dues allotment.
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Employees may at their option provide a copy of the Standard Form 1188 to the NTEU
Chapter President or designated official or submit it directly to the Human Resources
Division. The Standard Form 1188 will become effective the first full pay period after the
employee’s anniversary date.

E. Termination due to loss of membership in good standing—Beginning of first full pay period
after date of receipt of notification in the Human Resources Division.

F. Termination due to separation or movement out of the exclusive bargaining unit—A final
deduction will be made for that pay period in which the action is effective.

Section 9
Movement of Employee to Bargaining Unit Position

A. If an employee moves from a bargaining unit position in one appointing office within
Public Debt to a bargaining unit position in another Public Debt appointing office, dues
withholding will not be canceled. Dues withholding will be automatically transferred by
Public Debt to the NTEU chapter of jurisdiction in the same pay period as the permanent
reassignment is effective. The Standard Form 1187T is no longer in effect and should not
be processed by Public Debt under any circumstances.

B. Employees who leave the unit temporarily will have the withholding suspended and will
have the withholding automatically continued once they return to the unit.

Section 10
Movement of Employee to Nonbargaining Unit Position

When a dues paying bargaining unit employee is permanently placed in a nonbargaining unit
position, the employee will be supplied with the form shown below. The local chapter will be
provided a copy of the form. The subject form follows:

TO:
FROM:
SUBJECT: Termination of Union Dues Withholding

Regulations governing dues withholding to a labor organization require that dues

withholding be canceled automatically whenever an employee is assigned to a non-
bargaining unit position.
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You were recently subject to a personnel action which will automatically terminate your
dues withholding. The final dues withholding will be made for the last pay period during
which you were in the bargaining unit.

If you are interested in continuing your membership, or if you have any other questions
regarding the termination of dues withholding, contact a representative of (NTEU
Chapter 190) or (NTEU Chapter 269).

CC: NTEU Chapter (190) or (269)

Section 11
Dues Tapes
A. The Employer’s biweekly dues tapes will indicate the following information:
1. Whether the employee retired or separated.
2. Whether the employee is continuing to be carried in nonduty status.
3. Whether the employee is full time, part time, seasonal, intermittent, term,
temporary, permanent, or career conditional.
4. The geographic locality of each employee used to determine the appropriate
locality pay.
5. The base pay of each employee, his or her grade and step, pay structure
(for example, general schedule or wage grade, etc.), the total dues withheld.
6. The national dues withheld, local dues withheld, and total dues withheld.
B. Public Debt will provide, on a biweekly tape, a list of bargaining unit employees who

were dropped off the bargaining unit list since the previous biweekly tape and an
explanation of why they were dropped.

C. A list of applicable codes and their meaning is included as Appendix C.
Section 12
Discretionary Allotments

Employees may elect as many as six (6) additional allotments (which are not savings allotments)
that employees may use to have additional voluntary deductions withheld from their pay. Such
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discretionary allotments may be used, consistent with regulations, for various purposes such as
insurance, NTEU’s Political Education Fund, day care facilities jointly sponsored by Public Debt
and NTEU, or other union related benefits which may be offered by NTEU.

Section 13

Duration of Article

This Article will remain in full force and effect after the expiration of this Agreement or until such
time as a new Agreement is reached.
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ARTICLE 8

FACILITIES AND SERVICES
Section 1
Space
A. It is agreed that, upon adequate notice by NTEU, Public Debt will provide meeting space as

available for chapter meetings to be held during non-duty hours. It is agreed that NTEU will
comply with all security and housekeeping rules in effect on Public Debt’s premises at that
time and place.

Public Debt, upon advance request, will provide NTEU with appropriate meeting space
provided such space is available and the purpose of the meeting is preparing and/or
discussing a grievance or other matter covered by a regulatory or statutory appeals
procedure.

On advance notice by NTEU of not less than three (3) workdays prior to an election, Public
Debt will provide space for the placement of ballot boxes being used in conjunction with
Chapter Officer elections governed by local chapter bylaws. NTEU will assume the
responsibility for the safety and security of the ballot boxes.

Section 2

Distribution of Material

A.

Upon NTEU’s request, bulletin board or other posting space of approximately 24" x 36" on
each floor in each building occupied by bargaining unit employees will be furnished to
NTEU. In the case of SBMO, this will only apply to the Headquarters and District Offices.
This bulletin board space will be for NTEU's exclusive use under a heading entitled NTEU
Chapter (the blank to be filled in with the appropriate Chapter number).

Employee representatives of NTEU may distribute material on Public Debt premises
provided the employees distributing are on their own time.

Material which does not reflect on the integrity or motives of any individuals, other labor

organizations, government agencies, or activities of the Federal government may be posted
or distributed.
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Section 3

Contracts

Public Debt agrees to:

A. Print and distribute a copy of this Agreement for each member of the unit.

B. Provide a copy this Agreement to each new employee in the unit.

C. Supply one hundred (100) copies of this Agreement to the National Office of NTEU and
fifty (50) copies to each Chapter.

Section 4

Telephones

A. Public Debt agrees that NTEU stewards will have access to a designated telephone to carry
out their responsibilities under the terms of this Agreement.

B. The Chapter Presidents, Vice-Presidents, Chief Stewards and Assistant Chief Stewards shall
have access to government telephones equipped with FTS for labor-management business.

C. Public Debt agrees to list in its telephone directory the names of each Chapter President and
steward and the work telephone numbers at which they can be reached. These names and
numbers will be updated when Public Debt updates the directory.

Section 5

Listings

A. Public Debt will provide each Chapter with listings of all personnel on a monthly basis. One
listing will be by organization and the other will be in alphabetical order. These listings will
contain, at a minimum, employee names, position titles, series and grade, and bargaining unit
designation. Public Debt will also provide NTEU, monthly, a list of all new employees who
entered on duty with Public Debt within the previous month.

B. Public Debt shall provide NTEU annually, consistent with applicable law and regulation, a

detailed list of all bargaining unit employees and their mailing addresses grouped by
Chapter.
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Section 6
Use of Mail System

Public Debt agrees to deliver mail pertaining to NTEU representation activities via the intra-agency
mail system.

Section 7

NTEU Facilities

Each Chapter of NTEU will be provided with enclosed office space which is of reasonable size and
accessible to employees and which contains at least one (1) desk, two (2) file cabinets, a table,
necessary chairs, a computer with printer, and a speakerphone, but no less than what has previously
been provided.

Section 8

Use of Photocopy Equipment

NTEU shall have access to Public Debt’s photocopy equipment. NTEU will participate in machine
usage surveys. This equipment will be used for labor-management relations business.

Section 9

Use of Electronic Mail

Each chapter will be permitted to use Public Debt’s electronic mail system for union-management
business. Each Chapter will be responsible for controlling access to its mail site and will follow the
appropriate requirements for ensuring computer security. Public Debt will make the necessary
arrangements for NTEU to access the system.

Section 10

Fund Raisers

NTEU may conduct fund raisers on Public Debt property provided that advance approval is obtained

from the Human Resources Division and they are conducted in a manner that is consistent with
appropriate rules and regulations.
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ARTICLE 9

NEGOTIATIONS
Section 1
General
A. To the extent required by law, the parties agree to engage in impact and implementation,

mid-term, and term bargaining.

In the interest of Partnership, the Parties may attempt to use informal resolution
techniques, if appropriate, to address changes prior to giving formal notice and engaging
in traditional bargaining.

Provided Public Debt still intends to implement the change, proposals declared non-
negotiable and subsequently found negotiable by the FLRA will be negotiated by the
Parties after the finding. Additionally, any issue/proposal that has been fully
negotiated and declared nonnegotiable through Agency Head Review and subsequently
found negotiable by the FLRA will be implemented as originally negotiated.

There shall be no external publicity regarding the negotiations by either Party unless and
until third-parties enter into negotiations.

There will be no limit to the number of NTEU National Staff that may attend any of the
negotiating sessions in Section 1A.

Section 2

Impact and Implementation

A.

If a proposed change in personnel policies, procedures, or conditions of employment will
have an impact that is more than de minimis, reasonable advance notice will be provided,
in writing, to the appropriate Chapter President(s) or the designated Public Debt
representative, as appropriate, in order to allow the Parties to exercise their right to
negotiate concerning the substance, impact and implementation of proposed changes. In
the event the change involves both Chapters, the NTEU National Field Representative
will also be notified.
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B. If negotiations are desired, the responding party will submit counter proposals within a
reasonable period of time following the conclusion of any briefing or exchange of
information concerning proposed changes in personnel policies, procedures, or

conditions
of employment.

C. The following ground rules will govern the conduct of impact and implementation
negotiations:

1. Negotiations will take place during the regular administrative workday.

2. NTEU may have the same number of negotiators at the table as Public Debt. In
those cases where both NTEU Chapters are involved, a minimum of one (1)
negotiator from each Chapter will be allowed. The bargaining unit employees at
the table shall be on official time for negotiations, caucuses, and any impasse
resolution processes.

3. Public Debt will provide the site for negotiations.

D. For Employer-initiated national changes, Public Debt shall pay travel and per diem
expenses for up to two (2) negotiators designated by NTEU. It is understood that no
more than one (1) negotiator will be designated for reimbursement from each
Chapter. Payment of travel and per diem will be subject to applicable laws, rules,
regulations and budgetary constraints.

E. The Parties agree that every reasonable effort will be made to avoid travel and per diem
costs by utilizing alternative means such as conference calls, if appropriate.

Section 3
Mid-Term

A. After this Agreement is in effect for twenty-four (24) months, each Party may
reopen negotiations on three (3) articles of the contract. By mutual agreement, more than
three articles may be reopened. In order to reopen, either Party must submit notification
to the other Party within sixty (60) calendar days following the twenty-four (24) month
period. Such notification will include the articles which they wish reopened and a brief
statement of the main interests and/or issues of concern.

B. This Agreement may only be reopened at other times by mutual consent of the Parties
to amend existing provisions. Any request for reopening shall include a written summary
of the proposed provisions. The Parties will meet within thirty (30) calendar days if there
is a mutual agreement to open negotiations. Negotiations shall be limited to those
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matters addressed in the request to reopen. Amendment(s) agreed to by the
Parties will be duly executed. Amendments resulting from these negotiations shall be
effective on a date determined appropriate by the Parties.

Public Debt will authorize travel and per diem for at least two (2) NTEU negotiators for
bargaining.

The Parties agree that every reasonable effort will be made to avoid travel and per diem
costs by utilizing alternative means such as conference calls, if appropriate.

Section 4

Term

A.

The Parties agree to execute this Agreement within ten (10) workdays after it has been
ratified by NTEU. This Agreement shall become effective upon approval by the Department
of the Treasury, or sixty (60) days following execution by the Parties, whichever comes first.

The Parties agree that this agreement will remain in full force and effect for a four (4) year
period from the effective date of the Agreement. It will remain in effect for yearly periods
thereafter unless either Party serves the other Party with a written notice, at least one hundred
and twenty (120) days prior to the expiration date, of its desire to terminate or modify this
Agreement. Such written notice shall be accompanied by a written statement of the main
interests and/or issues of concern. The Party receiving the written notice may deliver a
written statement of interests and/or issues of concern to the other Party on any other
provisions to be included in the Agreement. The Parties shall begin negotiations as soon as
possible after issues and/or interests are exchanged. Such negotiations shall be limited to
those articles identified.

If negotiations, including impasse procedures, are not concluded and a new collective
bargaining agreement is not approved and in effect prior to the expiration of the current
agreement, the current agreement shall remain in full force and effect until a new
agreement is reached and put into effect.

If any provision of this Agreement is found or declared to be invalid by a court of
competent jurisdiction, other third-party, or by government regulation or decree, such
decision(s) shall not invalidate the entire Agreement. It is the intention of Public Debt
and NTEU that all provisions not found or declared to be invalid shall remain in full force
and effect for the duration of the Agreement.
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Section 1

General

ARTICLE 10

PROMOTIONS AND OTHER COMPETITIVE ACTIONS

The purpose of this Article is to ensure that all competitive promotions to bargaining unit positions
and other competitive placement actions to bargaining unit positions, as set forth in Section 2A. of
this Article, are made on a merit basis by means of systematic and equitable procedures.

Section 2

Coverage

A. The terms and conditions of this Article will apply to all placement actions except those
listed in Section 2B. below. For example:

1. Filling bargaining unit positions by promotion.

2. Filling bargaining unit positions with known promotion potential higher than the
potential of the employee's current position by promotion, demotion, reassignment,
or transfer, or by reinstatement to a position higher than the last non-temporary
position held (see Section 2B.2. for exception).

3. Filling bargaining unit positions by temporary promotion for more than one hundred
twenty (120) calendar days.

4. Selecting for training programs when training is a criterion for promotion to a
bargaining unit position or promotion or reassignment to a bargaining unit position
with known promotion potential.

5. Filling bargaining unit positions by any of the placement actions referred to in
Sections 2A.1. through 2A.4. of this Article when applicants other than bargaining
unit employees are to be considered.

6. Detailing to higher graded positions or to positions with known promotion potential
for more than one hundred twenty (120) calendar days.

B. The only exceptions to the coverage of this Article will be as follows:
1. Promotions of occupants of career-ladder positions to the full-performance level.
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Promotions to positions which have been upgraded without significant change in
duties and responsibilities (for example, change in classification standards).

Promotions resulting from an employee's position being reclassified at a higher grade
because of additional duties and responsibilities.

Re-promotions to grades or positions from which an employee accepted a change to
lower grade within Public Debt without personal cause (that is, without misconduct
or unacceptable performance on the part of the employee). The grade must have
been previously held on a permanent basis in the competitive service.

Through mutual agreement between Public Debt and NTEU, repromotions to grades
or positions from which an employee accepted a change to lower grade outside
Public Debt without personal cause (that is, misconduct or unacceptable
performance on the part of the employee). The grade must have been previously
held on a permanent basis in the competitive service or in another merit system

with which OPM has an interchange agreement approved under 5 CFR 6.7.

Position changes from positions having known promotion potential to positions
having no higher potential than the position currently held. The position must
have been previously held on a permanent basis in the competitive service or in
another merit system with which OPM has an interchange agreement approved
under 5 CFR 6.7, and the position was not lost because of performance or conduct
reasons.

Reinstatements to positions at or below the grade level last held on a permanent
basis. The position must have been previously held on a permanent basis in the
competitive service or in another merit system with which OPM has an interchange
agreement approved under 5 CFR 6.7, and the position was not lost because of
performance or conduct reasons.

Reassignments, changes to a lower grade (voluntary), demotions, or transfers to
positions with no known promotion potential. The position must have been
previously held on a permanent basis in the competitive service or in another
merit system with which OPM has an interchange agreement approved under

5 CFR 6.7, and the position was not lost because of performance or conduct
reasons.

Appointments, conversions or selections made under special placement authorization

(for example, Student Career Employment Program (SCEP) and Temporary
Appointment Pending Establishment of a Register (TAPER)).
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10.  Changes of work schedules from part-time to full-time.

11. Consideration of candidates not given proper consideration in competitive promotion
actions.

12. Position changes permitted by reduction-in-force regulations.

13. Selection of a candidates from a Reemployment Priority List.

14. Selection of candidates pursuant to the Career Transition Assistance Plan (CTAP)

and the Interagency Career Transition Assistance Plan (ICTAP).

Section 3

First Consideration

A.

Public Debt has determined that all vacant bargaining unit positions which may be filled by
the personnel actions referenced in Section 2A. of this Article must be posted. Bargaining
unit employees must be given the opportunity to apply for such openings, and Public Debt
employees must be given first consideration for such openings before applicants from
outside Public Debt, if any.

Simultaneous postings for internal and external candidates may occur.

The internal promotion certificate must be submitted and acted upon by the selecting
official prior to a promotion certificate with external candidates.

Prior to the external promotion certificate being forwarded to the selecting official, the
internal promotion certificate must be annotated with a general statement explaining why no
selection was made.

In an emergency, Public Debt may consider persons certified by other sources without
considering internal applicants. NTEU will be notified prior to using this emergency
provision.

Section 4

Vacancy Announcements/Consideration of Candidates

A.

Vacancy announcements will be posted prior to filling any permanent bargaining unit
position by the placement actions covered by Section 2A. of this Article. The vacancy

33 8/98



announcement will be posted for a minimum of fourteen (14) calendar days on the official
bulletin board designated for vacancy announcements and/or by electronic means. Each
vacancy announcement will contain, at a minimum, the following:

1. Announcement number which includes the type of posting (for example, roster,
amended, public, open continuous, etc.)

2. Opening date
3. Title, series, and grade(s) of the position(s)

4. Number of vacancies to be filled (approximate number will suffice in
announcements which are for rosters or are open continuous)

S. Organizational/geographical location of the position(s)
6. Area of consideration
7. Brief summary of the duties of the position(s)

8. Eligibility requirements

0. Minimum qualification standards
10. Selective factors, if any
11. Evaluation methods

12. Ranking factors

13. Closing date

14. Where to submit applications

15. Statement of equal employment opportunity

16. Statement of identified promotion potential, if any

17. Statement concerning flexible work arrangements such as alternative work schedules
and/or flexiplace, including requirements for shift work, if applicable

18. Questionnaire, if applicable
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Public Debt agrees that selective factors will be used in determining eligibility only when
they are essential to successful performance in the position to be filled. In such cases, they
will constitute a part of the minimum requirements for the position in question.

Bargaining unit vacancy announcements will be provided to the Chapter Presidents
concurrent with the posting.

Employees must submit an application for each vacancy announcement for which they wish
to be considered. Employees are responsible for submitting a performance appraisal
and award information with their application.

The following notification process will be used:

1.

Public Debt will acknowledge receipt of an employee's application electronically
unless the employee submits a Notice of Receipt of Application, PD F 5347-1, with
their application.

Applicants declared ineligible or not qualified will be notified electronically unless
they submit a Notice of Application Status, PD F 5347, with their application.

If an employee has been determined not qualified or ineligible (for example, lacks
specialized experience, lacks time in grade, required form not submitted, etc.) and
the employee feels that the Human Resources Division has made an error or that
additional information or modification could alter the determination, the employee
must provide supporting information and documentation to the appropriate Staffing
Specialist within three (3) workdays. This information/documentation will be
accepted to assess minimum qualifications/eligibility.

a. If found eligible and qualified, and the selection has not been made, the
applicant will be rated. The corrected or additional information will be
considered in the rating process.

b. If found eligible and qualified, but the selection has been made prior to
the expiration of the three (3) workday period mentioned above and the
employee would have been rated among the Best Qualified, priority
consideration will be given.

An electronic notice will be sent to all qualified applicants advising them whether
their name was referred to the selecting official on the best qualified list. If a Notice
of Application Status, PD F 5347, is submitted, the employee will be notified in
writing.
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5. An electronic notice will be sent to all nonselected qualified applicants advising
them of the outcome of the vacancy.

Applicants must meet minimum qualification requirements as of the closing date of the
announcement, unless otherwise specified on the announcement (for example, for
announcements posted as open continuous or rosters).

When recruiting for positions where, historically, posting has produced no internal
candidates, the Parties may mutually agree to waive the posting requirement.

If, after posting an announcement, additional vacancies in the same or similar positions
occur, the Parties may mutually agree to waive the posting of an amended announcement.

When additional vacancies in the same or similar position(s) become vacant within

thirty (30) calendar days of the issuance of a promotion certificate, the Parties may mutually
agree to reissue the promotion certificate without posting an amended announcement. The
name(s) of the next highly qualified candidate(s) will be added.

If a selectee(s) declines a promotion offer or vacates the position within thirty (30) calendar
days of the date the selectee(s) assumes the duties of the position, the selecting official may
have the promotion certificate reissued with the name(s) of the next highly qualified
candidate(s) added.

All of the following conditions will apply to the establishment of rosters:

1. Rosters may be used to fill positions for up to six (6) months after the closing date of
the announcement.

2. Applicants must meet eligibility requirements during the life of the roster.
Applicants will not be certified prior to the date they meet eligibility requirements.

3. Applicants selected for a position will be removed from the roster unless they notify
the Human Resources Division in writing of their desire to remain on the roster.

Section 5

Blind Applications

Merit Promotion Application, PD F 4828-1, must be used by internal applicants in applying for
Public Debt positions unless the position is being filled by using an alternate rating method. This
form has been developed to conceal the identity of the applicant during the rating and ranking
process. It is the responsibility of the employee to complete the form in a manner that conceals their
identity. A copy of the form can be found at Appendix E.
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Section 6
Rating Method

This procedure applies to filling all bargaining unit positions where competitive procedures are
required, as listed in Section 2A.

A. Each employee who applies for an announced vacancy and who meets the eligibility
requirements, qualification standards, and any selective factors for the announced vacancy
shall be considered minimally qualified.

B. The following means will be used by Public Debt to determine the rating panel/official:

1. Public Debt will appoint either a panel or an official to rate the qualified applicants.
The official or each member of the panel shall be familiar with the requirements of
the position(s) to be filled. Each rating official/panel member must hold a grade
equal to or above that of the position(s) to be filled.

2. It is understood that Public Debt has the right to assign rating responsibilities to any
employee. If management determines that solicitation is needed:

a. Managers will periodically (for example, on an individual vacancy basis,
once a quarter, or as often as deemed necessary) publish the criteria that
rating officials must meet for individual occupations.

b. The area of solicitation (for example, branch-wide, division-wide, etc.) will
be determined on an individual basis as to what makes sense for the
organization.

C. The solicitation will be furnished simultaneously to NTEU.

3. To the extent possible, Public Debt will give consideration to requests by

employees who wish to decline to serve on a rating panel. No NTEU
officer/steward will be solicited to serve on rating panels.

4. No family member of an applicant will be permitted to serve on that particular
panel.
C. The Personnel Office is responsible for compiling and providing the rating official/panel

with the necessary information to complete its function. The following information may be
used by the rating official/panel when evaluating applicants:
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1. Vacancy announcement
2. Position description(s) for the vacant position(s)
3. Applications

4. Other information where appropriate (for example, test results, writing
samples, etc.)

Rating factors are short statements of job related knowledge, skills, abilities, and personal
characteristics required for successful performance in the position(s) to be filled. The rating
factors will be established and reflected in the vacancy announcement. Normally,

these rating factors will be consistent with the major responsibilities of the position(s).
Through the use of appropriate job analysis techniques, Public Debt will assign a

maximum number of points for each rating factor. The total possible points will be

one hundred (100).

Public Debt will develop crediting plans for use by the rating official/panel in
measuring the extent to which each candidate meets the designated rating factors.
Each crediting plan will specify:

1. For each rating factor, the points to be awarded based on rating level
definitions for crediting experience/training/education which demonstrates
possession of the necessary knowledge, skills, abilities, and other personal
characteristics.

2. Any other measurement device(s) used (for example, test results, etc.).
The rating official/panel will rate each applicant on each rating factor based on an

evaluation of all information on each candidate as provided in Section 6C. against
the crediting plan and assign levels accordingly.

1. If a rating official is used, the applicant's total score will be the sum of the
points.

2. If a rating panel is used, the applicant's score will be arrived at by consensus
of the panel members. A single rating sheet will be completed for each
applicant.

The release of crediting plans will be handled in the following manner:

1. Crediting plans shall not be released to any applicant or any potential future
applicant.
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2. NTEU requests for copies of crediting plans will be processed in accordance
with applicable laws and regulations.

The form used in rating each candidate will identify the rating factor and the specific portion
of the documents reviewed which was relied upon to verify the existence of the particular
knowledge, skill, ability, or personal characteristic required to substantiate a

rating at the level awarded.

Section 7

Referral

A.

The top five (5) rated Public Debt employees, plus one (1) additional candidate for
each additional vacancy, will be designated as BQ. The BQ candidates will be referred
to the selecting official in alphabetical order.

When there are so few qualified competitive merit promotion applicants that

traditional rating and ranking is not required, the Personnel Office will compare

the applications with the knowledge, skills, abilities and personal characteristics. Applicants
possessing the majority of the knowledge, skills, abilities and personal characteristics will be
referred.

Noncompetitive eligible and qualified Public Debt candidates will be referred to the
selecting official in alphabetical order at the same time as the list of competitive
eligible candidates in Sections 7A. and 7B.

All qualified candidates applying under open continuous announcements will be
referred to the selecting official. Open continuous will be used only for

“hard to fill” vacancies where it is anticipated there will be fewer competitive
applicants than the number necessary to provide a full merit promotion certificate,
as described in Section 7A., above, or as mutually agreed.

Section 8

Interviews

A.

Interviews are a valuable tool in selecting the best candidate for promotion. The
purpose of the interview is for the selecting official to obtain additional information
about the candidates and for the candidates to learn about the position.

All priority consideration candidates will be interviewed.
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C. If the selecting official has sufficient information of the knowledge, skills and
experience of all the Public Debt candidates on the BQ List that was obtained through a
direct working relationship (this does not necessarily mean immediate supervisor), an
interview is not necessary. However, if any candidate on the BQ List is interviewed, all
Public Debt candidates must be interviewed.

D. Interviews will normally be conducted in person, unless prohibited by travel
expenses or unavailability. In such cases they will be conducted by telephone.

E. All interviews will be substantially similar. Although the same basic questions
will be asked of all candidates, it is understood that responses to questions may

lead to different topics for different candidates.

F. Employees will cooperate in scheduling the interview as soon as possible at a
mutually convenient time with the interviewer.

Section 9
Consideration

A. The following is an illustrative list of the types of documents/materials the selecting
official may review when evaluating the BQ candidates:

1. Job application
2. Job performance appraisal
3. Awards

4. Official Personnel Folder

B. An appropriate performance appraisal and award information must be considered by
the selecting official, if submitted by an employee. The consideration given need not
be justified and is not grievable.

Section 10

Leave Balances

An employee's annual or sick leave balance may not be considered by selecting officials as a basis
for selection or non-selection. However, this does not preclude the consideration of

leave if there is abuse.
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Section 11

Inability to Perform

Public Debt agrees to make reasonable efforts to return employees to their former or like positions
when, within the last year, they were promoted and subsequently demoted for inability to perform at
the higher level.

Section 12

Information/Appeals

A.

An applicant involved in a competitive action may request the rating panel member's written
narrative statement(s) and/or score(s) assigned to them by contacting the Personnel
Office.

In preparing for filing or the processing of grievances, a steward representing an employee
will, upon request, and where relevant and necessary to the processing of the grievance, be
furnished the "evaluative material" used by the rating panel. Material consisting of panel
evaluations and submitted applications will be provided to the steward. NTEU has a
responsibility and an obligation to protect the privacy of all candidates involved in the
promotion action to the extent required by law;

If information is requested within fifteen (15) workdays of the posting of the selection, the
timeframe, as specified in Article 32, for filing a grievance will begin when the information
is provided.

Challenges to Public Debt's actions in implementing an NTEU request for information may
be grieved, and finally resolved by an arbitrator making an in camera inspection of the

entire promotion file to either confirm Public Debt’s denial of NTEU's request for
information or to provide NTEU with that information deemed relevant and necessary by the
arbitrator.

Section 13

Priority Consideration

A.

If it has been determined that an employee has been denied proper consideration, corrective
action will be taken as follows:

1. If an employee was erroneously omitted from the BQ List, they will receive priority
consideration (i.e., a promotion certificate consisting of their name will be submitted
to the selecting official) for the next appropriate vacancy for which they are

41 6/01



qualified. An appropriate vacancy is one in the same series, at the same grade level,
within the same Office(s) as listed on the vacancy announcement which has
comparable promotion opportunity as the position for which the employee received
improper consideration.

2. In those situations where an employee has been given a priority consideration in a
particular Office, another Office has the option of looking at any priority
consideration list throughout Public Debt for a similar position and if that Office is
interested in that priority considerant, it may offer the job. If the Office is not
interested in offering the position to that priority considerant from the other
Office, it does not have to justify that decision. If the other Office offers the
employee the position and the employee accepts the position, the priority
consideration is satisfied. If the priority considerant does not accept the offer, the
priority consideration is not satisfied.

3. In the event that two (2) or more employees who are entitled to priority consideration
are qualified for the same vacancy, the names of all such employees shall be

submitted on a single promotion certificate to the selecting official.

B. When a vacancy occurs for which a priority consideration candidate exists, the employee
will be notified and given an interview by the selecting official.

C. If a priority consideration candidate is not selected, that individual will be notified. Reasons
for nonselection will be provided in writing if requested by the employee.

Section 14
Career Ladder Promotions

In accordance with applicable regulations, employees in career ladder positions will be promoted on
the first pay period after:

A. The employee becomes minimally eligible to be promoted (after one year or whatever lesser
period may satisfy the basic eligibility requirements) and

B. The employee is capable of satisfactorily performing at the next level.
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ARTICLE 11

DETAILS, TEMPORARY PROMOTIONS AND REASSIGNMENTS

Section 1

Details

A.

For the purposes of this Article; a detail is the temporary assignment of an employee to a
different position for a specified period with the employee returning to their regular duties at
the end of the detail.

B. Employees to be detailed shall be given as much advance notice as possible including any
documentation pertaining to such a detail.

C. Details will be made in accordance with applicable laws, regulations, and consistent with the
terms of this Agreement.

Section 2

Details to Higher Graded Positions/Temporary Promotions

A.

Public Debt agrees that a bargaining unit employee who is detailed to a position of higher
grade for more than fourteen (14) consecutive calendar days will be temporarily promoted
and will receive the rate of pay for the position to which they are temporarily promoted
provided the employee meets the minimum qualifications and is performing the duties of the
higher graded position. Such temporary promotion will be retroactive to the first day of the
detail. To the extent possible, details will begin on the first day of the pay period and end on
the last day of the pay period.

Details and/or temporary promotions to positions of higher grade or to positions with known
promotion potential for more than forty-five (45) but less than one-hundred and twenty-one
(121) consecutive calendar days shall be subject to a competitive selection procedure.

Details and/or temporary promotions to positions of higher grade or to positions with known
promotion potential for more than one hundred and twenty (120) consecutive calendar days
shall be subject to the competitive procedures of Article 10.

Each employee will be limited to a cumulative of forty-five (45) days for non-competitive
details to higher graded positions within a year unless all capable and interested employees

within the work area have had the opportunity to perform a detail.
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E. Details should not be used solely for the purpose of avoiding temporary promotions.

F. All temporary promotions shall be evidenced by the filing of a Standard Form 50 in the
employee's Official Personnel Folder.

G. Details to higher graded positions of more than fourteen (14) consecutive calendar days,
where a temporary promotion can not occur because an employee is not fully qualified, will
be documented by an SF-52 in the employee’s Official Personnel Folder. Managers
recognize that it may be appropriate to award such an employee as provided in Article 19.

Section 3

Details to Lower Graded Positions

The detailing of personnel to lower graded positions is considered to be inconsistent with sound
planning and management. However, Public Debt may use details under circumstances such as the

following:

A. When a temporary shortage of personnel exists.

B. Where an exceptional volume of work develops and seriously interrupts the work schedule
or where there is a temporary shortage of work.

C. To fill temporarily the positions of employees absent from work.

D. Other conditions of a special and temporary nature.

When it becomes necessary to detail employees to lower graded positions, Public Debt shall first
solicit volunteers. If there are more qualified volunteers than positions, qualified volunteers shall
be selected by granting preference to the employee with the most Federal Government Service. If
there are fewer qualified volunteers than positions, Public Debt shall select from among qualified
employees in order of least Federal Government Service.

Section 4

Performance Appraisals

A.

Management has determined that an employee will not be held accountable for, or evaluated
on, regularly assigned duties while on detail.
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When a detail or temporary promotion is expected to be less than one hundred and

twenty (120) days, the temporary supervisor shall discuss performance expectations with the
employee at the beginning of the detail. Normally, this will occur within five (5) workdays
from the beginning of the detail. Such performance expectations shall be confirmed in
writing by the temporary supervisor before the employee can be held responsible for such
performance expectations. When an employee on detail has performed under the
performance expectations for at least ninety (90) days, but less than one hundred and twenty
(120) days, an evaluation of the employee's performance while on such a detail shall be
furnished in writing from the temporary supervisor of the detail to the employee's regular
supervisor. When an employee on detail has performed under the performance expectation
for less than ninety (90) days, an evaluation of the employee's performance while on detail
may be furnished in the form of a memorandum from the temporary supervisor of the detail
to the employee's regular supervisor. The employee's regular supervisor shall give
appropriate consideration to such evaluations when evaluating the employee's overall
performance.

An employee detailed or temporarily promoted for one hundred and twenty (120) days or
longer shall receive written critical elements and performance standards as soon as possible
but not later than thirty (30) days from the beginning of the detail or temporary promotion.
An employee detailed or temporarily promoted for one hundred and twenty (120) days, or
longer shall be evaluated in accordance with Article 18, Performance Appraisal.

When an employee is detailed outside the agency, Public Debt must make a reasonable effort
to obtain appraisal information from the outside organization, which shall be considered in
deriving the employee's next rating of record.

If an employee's performance while detailed or temporarily promoted will have an impact on
the rating of record, the nature of the impact will be noted on the appraisal.

Section 5

Documentation

Details in excess of thirty (30) calendar days shall be reported on Standard Form 52 and maintained
as a permanent record in the employee's Official Personnel Folder.

Section 6

Reassignments

Public Debt agrees to give employees as much advance notice of a reassignment as is
practicable.
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Where a reassignment creates a hardship, Public Debt will consider allowing the
employee to remain in their current position.

The statement in Section 6B. shall not be construed in any way to restrict Public Debt’s
right to reassign.

Employees may submit a memorandum to the Human Resources Division which notifies

management of the employee’s interest and willingness to be reassigned to another
position. Such memoranda will be kept on file for no more than one (1) year.
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ARTICLE 12

PART-TIME CAREER ACT (PTCA) EMPLOYEES

Section 1

Part-Time Career Act

A.

1.  To be considered part-time for purposes of this Article an employee must have a
regularly scheduled tour of duty, set in advance, from sixteen (16) to thirty-two (32)
hours per week (or thirty-two (32) to sixty-four (64) hours during a biweekly pay
period in the case of a flexible or compressed work schedule, but must include at least
one (1) hour in each administrative workweek).

2. A part-time employee’s official scheduled tour of duty for the pay period must be in
whole hours. Daily or weekly tours can be in quarter hour increments.

1. TItis the intention of Public Debt to make part-time career employment opportunities
available to the maximum extent possible, consistent with the Employer's resource and
mission requirements for positions through GS-15.

2. Public Debt recognizes that part-time career employment is particularly appropriate
for the following classes of employees:

a.  Older employees seeking a gradual transition into retirement
b.  Handicapped individuals who require a reduced workweek

c.  Parents who must balance family responsibilities with the need for additional
income

d.  Students who must finance their own education and training

3. Denials of requests for part-time employment from full-time employees in one of the
classes outlined in Section 1B.2. of this Article will be discussed with the employee
and upon request the employee will be provided with written reasons for the denial.

An involuntary increase of a PTCA employee's tour of duty above thirty-two (32) hours per
week or sixty-four (64) hours per pay period should normally not exceed more than two (2)
consecutive pay periods. If the increase will be for a longer period of time, the employee
will be converted to full-time status. The employee will be notified one (1) full pay period
prior to being converted to full-time status.
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Public Debt will not abolish any position occupied by an employee in order to make the
duties of such position available to be performed on a part-time career employment basis.
This does not preclude a full-time employee from requesting a voluntary change to a part-
time schedule.

Any person who is employed on a full-time basis shall not be required to accept part-time
employment as a condition for continued employment.

Before an employee is assigned to a PTCA position, Public Debt will brief the employee on
the impact of this assignment on retirement, reduction-in-force, health and life insurance,
promotion, and step increases.

A part-time employee receives a full year of service credit for each calendar year worked
(regardless of tour of duty) for the purpose of computing service for retention, retirement,
career tenure, completion of probationary period, within-grade increases, leave accrual rate,
and time-in-grade advancement restrictions.

A part-time employee will receive holiday pay only if they are regularly scheduled to work
on that day and only for those hours regularly scheduled as work. Part-time employees
scheduled to work on an "in lieu of"" holiday shall be compensated to cover the hours
normally scheduled as work.

Section 2

Job Sharing

Job-sharing is a form of part-time employment in which the tours of duty of two (2) employees
are arranged in such a way as to cover a single full-time position using flexibility in the number
of hours worked and the work schedules of each partner.

A.

Public Debt will consider requests to job-share and may grant these requests based on the
need for the employees’ services, the suitability of the position for job-sharing,
availability of resources, and the impact on the efficiency of the Service.

Employee requests to job-share must be made to the immediate supervisor(s) in writing.

It is the responsibility of the requesting employee to find a suitable partner to share a
position.

If one partner leaves the program for any reason, the other partner may, absent
workload demands, have forty-five (45) days from receiving written notice from
Public Debt to find another partner or resume full-time employment unless
management has agreed to allow part-time employment arrangements.
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ARTICLE 13
RETIREMENT/RESIGNATION
Section 1
Pre-Retirement Counseling
Public Debt will make pre-retirement counseling available to employees on an as-needed basis.
Examples of topics which may be discussed during counseling will include retirement eligibility,
computation of annuity, information on health and life insurance, the effect of sick leave on an

employee’s annuity, survivor benefits/annuity, lump sum payments, and thrift savings plan.

Counseling provided by Public Debt concerning the employee’s options will not be construed as
coercion.

Section 2

Resignation/Retirement Withdrawal Notice

An employee may withdraw a resignation or retirement application at any time prior to its
effective date, provided that the withdrawal is communicated in writing and received by Public
Debt prior to its having made a commitment to fill the position of the retiring or resigning
employee.

Section 3

Voluntary Retirement/Disciplinary or Adverse Action

Public Debt will not attempt to coerce an employee to file for voluntary retirement as a substitute
for disciplinary or adverse action.

Section 4

Death Benefits

Public Debt will make reasonable efforts to notify a deceased employee’s designated beneficiary
or next of kin of any benefits to which they may be entitled, and to assist them in filing claims

for unpaid compensation, including lump sum leave payments, Federal retirement, or insurance
benefits.
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ARTICLE 14

REDUCTIONS-IN-FORCE
Section 1
Notification
Public Debt agrees to notify NTEU of a final decision to implement a reduction-in-force as far in
advance of notification to affected employees as is possible. NTEU will be furnished with the
following information:
A. Competitive levels initially affected
B. Number of employees involved
C. Proposed effective date
D. Reasons for the reduction-in-force
Section 2
Negotiation

Upon request of NTEU, Public Debt will negotiate the impact and implementation of the
reduction-in-force.
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ARTICLE 15

PERSONNEL RECORDS

Section 1

Official Personnel Folder

A.

Each employee or their personally designated representative will, upon request, be provided
access to examine any documents appearing in the employee's Official Personnel Folder
with the exception of records restricted by law and/or regulation and shall have the
opportunity to obtain a copy and/or photocopy of such documents. However, nothing in this
Section shall be construed to constitute a waiver of any employee's right to gain access to
documents of any kind pursuant to the Privacy Act of 1974 5 U.S.C. 552 (a).

Such examination will take place in the general presence of those having custody of the file;
provided that such general presence does not directly interfere with or restrain the
employee's examination of the file.

An employee may prepare a written rebuttal or comments to any material contained in the
Official Personnel Folder. Any comments will be attached to the left (temporary) side of the
Folder.

A designated representative must have written authorization from the employee before
access to the employee's Official Personnel Folder will be permitted..

Records maintained by Public Debt will be purged in accordance with current applicable
regulations.

Section 2

Access

No record, file, or document pertaining to an employee will be made available to any unauthorized
persons for inspection or photocopy. Further, such information will be made available to authorized
persons (as defined in 5 U.S.C. 552 (a) only for official use as provided for in the Privacy Act of
1974, OPM Notices of System of Records for OPM records; and/or the Department of the Treasury
and Bureau of the Public Debt Notices of Systems of Records.
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Section 3

Supervisory Maintained Documents

A.

Written material (including electronic files) maintained by the supervisor concerning an
employee's work performance or conduct which may have an adverse effect on the employee
and is maintained by a supervisor for forty-five (45) calendar days must have been provided
to the employee within that time in order to be used if the result of that use would adversely
affect the employee.

Any employee receiving written material in accordance with Section 3A. will be required to
acknowledge receipt by initialing the original. If an employee refuses to initial the material,
the supervisor will annotate the material offered to the employee and indicate the date such
material was offered. The supervisor must indicate that the employee was offered the
material and refused to accept or initial such material.

An employee may make written comments concerning any such material and such
comments shall be attached to the written material. The employee will be granted a
reasonable amount of official time to prepare these comments.

All records and written materials maintained by an employee's supervisor, which are exempt

from the disclosure requirements of the Privacy Act, including all counseling notes, shall be
destroyed after three years.
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ARTICLE 16
POSITION CLASSIFICATION
Section 1
Position Descriptions

A. Public Debt agrees that the position description for each position in the bargaining unit will
accurately reflect the principal duties of the employee filling the position.

B. Prior to filling a position, the position description will be reviewed and certified that it
accurately reflects the major duties and responsibilities of the position.

C. Public Debt agrees to provide each employee with a copy of the employee's position
description within five (5) working days from the date the employee assumes the duties of
the position.

D. All positions in the unit will be classified by comparison with classification standards
published by OPM.

E. Public Debt and NTEU agree that the phrase "and other related duties" as used in a position
description shall be interpreted with reason by supervisors.

Section 2

Change in Duties

Public Debt agrees to inform NTEU prior to the effective date that significant changes are to be
made in the duties and responsibilities of positions held by employees in the unit by providing
NTEU with a copy of the affected position descriptions. NTEU may make recommendations and
present supporting evidence concerning the changes contemplated by Public Debt in the

affected position descriptions. However, implementation of such changes is not contingent upon
prior review of the NTEU’s presentation.

Section 3

Classification Appeal

A. An employees is entitled to discuss his or her description with his or her supervisor, steward,
or a position classification specialist when there is a question concerning the proper

classification of the position.
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An employee may appeal the classification of his or her position with Public Debt or as
provided in 5 CFR 511. An employee who has filed a formal classification appeal with the
Employer is entitled to have his or her steward present at any desk audit or meeting with the
Employer concerning the appeal, provided the employee requests representation.

While a classification appeal is in progress Public Debt shall not reassign duties for the
sole purpose of interfering with the appeal process; however, Public Debt does retain the
right to reassign duties for other reasons, regardless of the outcome or potential outcome of
the appeal.

It is understood by the Parties that matters involving position classification may not be
grieved, except when they result in reduction in the grade or pay of an employee.

55 8/98



ARTICLE 17
TRAINING
Section 1
General
A. Public Debt and NTEU agree that the training and development of employees is a matter of
significant importance. Public Debt will, as resources permit, make available to all
employees the training necessary for the performance of the employees' presently assigned

duties or proposed assignment.

B. An employee will have the right to raise lack of necessary training as a defense to a
disciplinary or adverse action.

Section 2

Self Development

Public Debt and NTEU recognize that employees are responsible for applying their effort, time, and
initiative in increasing their potential through self-development. Employees are encouraged to take
advantage of educational opportunities that could enhance their efficiency on the job and provide
skills needed for advancement. Training opportunities may include classes offered through quarterly
training announcements, off-site Public Debt initiated training, or, employee requested training

which may include tuition assistance. Public Debt will pay only for that training which meets the
criteria set forth in Section 6 of this Article.

Section 3

Nomination and Selection

Public Debt agrees that the nomination and selection of employees to participate in training and
career development programs shall be compatible with the principles of Equal Employment
Opportunity.

Section 4

Counseling and Guidance

Upon request, Public Debt will provide counseling and guidance with respect to official duties of
positions within Public Debt and available educational resources relating to the performance of such

duties. In this regard, Public Debt encourages the use of individual development plans (IDPs).
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Section 5
Reassignments

Public Debt agrees that when an employee is reassigned to a position as a result of his or her former
position being eliminated, training determined necessary will be provided to enable the employee to
perform the duties of the new position.

Section 6
Mission Related Training

A. The Employer will pay all authorized expenses for necessary training outside of Public Debt
when all of the following circumstances exist:

1. The training will enable the employee to increase his or her ability to perform his or
her current job, a job the employee has been selected to fill in accordance with the
promotion plan or is related to the mission of Public Debt. Mission-related training
is training that supports Public Debt goals by improving organizational performance
at any appropriate level within Public Debt. This includes training that:

a. Supports Public Debt’s strategic plan and performance objectives

b. Improves an employee’s current job performance

C. Allows for expansion or enhancement of an employee’s current job

d. Enables an employee to perform needed or potentially needed duties outside

the current job at the same level of responsibility

€. Meets organizational needs in response to human resource plans and
reengineering, downsizing, restructuring, and/or program changes

2. Comparable training is not available through courses developed by Public Debt and
it is too costly for Public Debt to develop a suitable program at this time.

3. The course meets the needs of the employee as well as or better than other courses of
its nature which may also be available.

4. The course is not being taken solely for the purpose of obtaining a degree.

5. Funds are available to pay for the training without deferring or canceling higher
priority commitments.
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When employees request training, they will be notified whether or not the training has been
approved. Reasons for non-selection will be given to employees in writing, if requested.

Section 7
Work Schedule Changes

Public Debt will consider granting variations in the normal workweek for educational purposes
consistent with work needs.

Section 8

Training for Promotions

When training is given by Public Debt primarily to prepare employees for promotion, selection for
training will be made under the competitive promotion procedures contained in this Agreement,
except for training provided to employees previously selected by merit promotion into approved
developmental programs.

Section 9

Upward Mobility

Public Debt agrees that in the implementation of its Upward Mobility Program, input from NTEU is
desirable and will be given consideration.

Section 10

Notice of Training Announcements

Employees will be advised of training announcements in a timely manner. If electronic notice is not
available, the training coordinator will maintain a copy of training announcements in a central
location.

Section 11

Shifts

Employees will not be denied training opportunities solely because they are on the second or third

shift. Employees may be required to change either their shift or tour of duty in order to attend
training.
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ARTICLE 18

PERFORMANCE APPRAISALS
Section 1
Purpose
This Article establishes the system by which Public Debt shall appraise the performance of the
duties and responsibilities of bargaining unit employees in accordance with applicable laws and
regulations. For purposes of this Article, Public Debt has determined both the levels by which
performance will be evaluated and described and the supervisory responsibility with respect to
appraising employees. The system is designed to:

A. Implement an employee performance appraisal process for all covered employees.

B. Provide an employee with a copy of the performance plan, including any specific goals that
have been identified.

C. Improve both individual and organizational performance.

D. Encourage constructive, honest and open communication between supervisors and
bargaining unit employees about performance issues.

E. Assure the evaluation of employee performance against the established performance
standards.

F. Enable Public Debt to apply appraisal information in making personnel decisions.

G. Improve efficiency and effectiveness.

H. Provide the employee with a timely appraisal of performance.

Section 2

Coverage

The provisions of this system apply to all bargaining unit employees as defined in Article 1 of this
Agreement.
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Section 3

Relationship of Employee Performance Appraisal to Personnel Actions

A.

The employee performance appraisal will be considered in making personnel decisions for
pay increases (for example, within-grade increases and quality step increases), promotions,
reassignments, details, temporary assignments, training, awards, furloughs, denials of within-
grade increases, reductions in grade, reductions in force, or removals.

In the event of a reduction-in-force, employees rated under this system will be given
additional years of creditable service as outlined in 5 CFR 351.

Section 4

Definitions

A.

Acceptable Level of Competence (ALOC)—An employee’s performance is at or above the
“meets” level of performance. An employee must perform at an ALOC before the
employee's rate of basic pay will be increased to the next higher step of the employee's
grade.

Appraisal—The act or process of reviewing and evaluating the performance of an employee
against the established performance standards.

Appraisal Period—The period of time for which an employee's performance will be
reviewed and for which a performance rating will be given. The minimum appraisal period
will be ninety (90) days and the maximum will normally be no more than one (1) year.

Element—One of the four (4) standardized elements set forth in this Article. The four (4)
standardized elements in this Article are considered critical. Such standards are work
assignments or responsibilities of such importance that unacceptable performance (that is, a
rating at the “does not meet” level) on an element would result in a determination that the
employee’s overall performance is unacceptable.

Supplemental Attachment—Specific goals or requirements that have been identified to
supplement or explain the application of any standardized element and standard.

Performance—An employee’s accomplishment of assigned duties and responsibilities.

Performance Plan—The aggregate of the standardized elements, performance standards, and
supplemental attachments to the standardized elements.
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Performance Standards and Summary Ratings—The expressed measure of the levels of
performance as set forth in this Article. Specific goals and objectives may be identified prior
to the beginning of the rating period, if needed. If done, these will be provided to the
employee in writing and attached to the standardized performance plan. Performance
standards have been developed at three (3) levels: exceeds, meets, and does not meet.

Exceeds—That level of performance as identified in the standard which exceeds
expectations of fully accomplishing work and demonstrates performance of a high level.

Meets—That level of performance as identified in the standard which fully and completely
accomplishes the work.

Does Not Meet—Performance of an employee which fails to meet the established
performance standards in one (1) of the standardized elements of the employee’s position.
Performance at this level is unacceptable and requires corrective action.

Progress Reviews—Supervisory reviews of employee progress toward achieving the
performance standards which are conducted at least once during the appraisal period. Ata
minimum, employees shall be informed of their level of performance by comparison with the
standardized performance plan. A progress review is not, in and of itself, a rating.

Rating—The written record of the appraisal of each standardized element and the
assignment of a summary rating.

Interim Rating—A summary rating given to an employee at a time other than the end of the
appraisal period. Some examples of circumstances for which an interim rating should be
prepared are:

1. At the end of a detail or temporary promotion to document the employee's
performance.
2. By a departing supervisor to document the supervisor's assessment of employee's

performance to date.

3. For merit promotion purposes.
4. When an employee is permanently reassigned or promoted from his or her current
position.

Summary Rating—An overall rating at one (1) of three (3) levels (exceeds, meets, and
does not meet) based on the rating assigned to the job elements and consideration of any
interim appraisals, when appropriate.
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Q.

R.

Rating of Record—The summary rating assigned for overall job performance that takes into
account the time an employee has served in all positions during the appraisal period

(for example, details, temporary promotions, reassignments) providing the assignment was
of sufficient duration (at least ninety (90) days) to warrant an appraisal. Ratings of record
are used as a basis for a variety of personnel actions including determining performance
awards, reassignments, promotions, training, pay increases (WGI's, QSI's); and retention in
reduction-in-force.

Supervisor/Rating Official—Employee's immediate supervisor.

Reviewing Official—Rating Official's supervisor of record.

Section 5

Elements and Standards

A. Public Debt has determined that the performance of all employees covered by this
Agreement will be measured under the following four (4) standardized critical elements:
I. Professional Application
2. Job Knowledge and Technical Skills
3. Teamwork
4. Customer Service

B. Before providing the employee with a performance plan, supervisors must determine the
weight or importance of each element by distributing one hundred (100) points among the
elements. Public Debt has determined that weights assigned for any one element may not
be less than fifteen (15) points or more than thirty-five (35) points. Weights must be in
whole numbers, and in assigned multiples of five (5).

Section 6

Issuance of Performance Plan

A.

The new performance plan can be given to the employee at the time they receive their
annual rating. If the employee has received specific goals and objectives that will change,
the new requirements must be communicated to the employee prior to the employee’s being
held accountable for the specific requirements.
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B. The employee will be provided a standardized package within thirty (30) days upon entering
a new position.

C. The employee will be provided a revised standardized package within thirty (30) days if
changes occur to the weights of the standardized elements or to specific goals and objectives.

D. When an employee is detailed or temporarily promoted to a position that is expected to last
one hundred and twenty (120) days or longer, the employee will be provided a revised
standardized package within thirty (30) days.

Section 7

Supplemental Attachments

A.

When specific goals or requirements have been identified that supplement or explain the
application of the standardized elements and standards, this information will be reduced to
writing, discussed with the employee at the beginning of the appraisal period and attached to
the performance plan. The procedures for establishing supplemental attachments is outlined
in Section 7B.

Employee and NTEU involvement is an important part of the supplemental attachment
development process. Supervisors are encouraged to solicit employee and NTEU
involvement early on when the use of supplemental attachments is being considered. The
procedures for identifying, establishing and adjusting supplemental attachments to the
standardized elements are:

1. Initial Development—In establishing supplemental attachments supervisors shall:
a. Transmit a copy of the draft supplemental attachment to the employee(s) and
a copy to NTEU.
b. Meet with employees (either individually or as a group) for the purpose of

explaining and discussing the draft supplemental attachment if an employee,
group of employees, NTEU, or the supervisor requests such a meeting
within five (5) workdays of the distribution of the draft.

C. Give NTEU the opportunity to be present at any formal meeting
scheduled between bargaining unit employees and the supervisor.

d. Allow the employee(s) and NTEU up to ten (10) workdays from the date of
distribution or the meeting to submit written comments to the supervisor.
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2. Final Development—A fter considering the employee’s and/or NTEU’s comments,
the supervisor shall, with the concurrence of the reviewing official, finalize and
issue the supplemental attachments to the employee(s) and NTEU.

a. The supervisor will meet with the employees (either individually or as a
group) for the purpose of explaining the final supplemental attachments for
the employee’s position.

b. The employees will sign and date the supplemental attachments at the
beginning of each appraisal period to indicate that they have been informed
of and had the opportunity to discuss the supplemental attachments
applicable to their position.

C. Performance expectations outlined in supplemental attachments shall be
applied in a reasonable, fair, and equitable manner.

3. Adjustments of Supplemental Attachments—If at any time during the rating period
it becomes evident that expectations outlined in supplemental attachments may not
be met due to changing priorities, the availability of resources, or the standards set
are not appropriate, the rating official should adjust them after obtaining the
reviewing official’s concurrence. Procedures in Sections 7B.1. and 7B.2. will

apply.

Section 8
Appraisal Period
A. The appraisal period will normally be one (1) year in length.

B. An employee's rating period will be determined by the first letter of the employee's last
name. The alphabetic breakdown of rating periods is as follows:

Last Name Appraisal Cycle Month Appraisal
Begins With Due
A JAN 1-DEC 31 JANUARY
B FEB 1-JAN 31 FEBRUARY
C MAR 1-FEB 28 MARCH
D.,E APR 1-MAR 31 APRIL
F.G MAY 1-APR 30 MAY
H,LJ JUN 1-MAY 31 JUNE
KL JUL 1-JUN 30 JULY

64 8/98



M AUG 1-JUL 31 AUGUST

N,O,P,Q,R SEP 1-AUG 31 SEPTEMBER
S OCT 1-SEP 30 OCTOBER

T,U,V NOV 1-OCT 31 NOVEMBER
W, X,Y.,Z DEC 1-NOV 30 DECEMBER

If the effective dates of the rating cycle are affected by an employee's name change and the
change will cause the current rating period to extend beyond one (1) year, a rating of record
must be completed within thirty (30 ) days of the change unless the employee has received a
rating of record within the last ninety (90) days.

Section 9
Progress Review

Progress reviews are a valuable communication tool that should be used by both the employee and
the supervisor. Employees are encouraged to actively participate in this process by asking questions
relating to their performance. Progress reviews may include a discussion of ways

employees may enhance their performance.

A. By approximately the mid-point in the appraisal period, the rating official will schedule a
meeting with the employee for the purpose of discussing the employee's performance.
Progress reviews are supervisory reviews of an employee’s progress towards achieving the
performance standards. At a minimum, the employee shall be informed of his or her level
of performance by comparison with the standardized performance plan. A progress review
is not, in and of itself, a rating.

B. The progress review will be documented on the Performance Plan and Appraisal Form.
Both the rating official and the employee will sign and date the form verifying that the
meeting occurred. The employee will be provided a copy.

Section 10

Interim Ratings

A. If the employee's current position has not been occupied for the minimum appraisal period
and the employee's rating of record is due, the rating official will base the employee's rating
of record almost entirely on the interim rating(s) and any documentation provided as a

result of a detail or temporary promotion.

B. When a supervisor leaves a position, an interim rating will be prepared for all employees
whom they have supervised for at least ninety (90) days.
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An interim rating for merit promotion purposes shall be prepared by an employee's
supervisor at the employee's request provided ninety (90) days or more have passed since
the employee's last rating. This interim rating should be marked, "For Merit Promotion
Purposes Only."

At the end of the appraisal period, the rating official will consider all interim ratings when
determining the employee's rating of record. This will include interim ratings received from
other agencies.

Section 11

Employee Input

Employees may provide the rating official with input to consider when determining performance
ratings. If an employee elects to provide input, the input shall be in writing and address areas of
performance occurring during the rating period. The document must be submitted no later than the
last day of the rating period and should be developed in a manner in which the noted performance is
identified with specific standardized elements and/or supplemental attachments.

Section 12

Overall Performance Appraisals

A.

Appraisals will be made in a fair, objective manner and will reflect actual performance
against established written standards, without any predetermined distribution of expected
levels of performance. Consideration should be given to the priorities of work assignments,
unforeseen obstacles, significant changes in the work and workload, other job related factors,
and mitigating circumstances.

To calculate the Summary Rating, the rating official will:

I. Assess the employee’s performance on each job element and the accompanying
performance standards and assign one (1) of the following ratings and
corresponding points:

Exceeds two (2) points
Meets one (1) points
Does Not Meet zero (0) points
2. Once the elements have been assigned individual ratings and point values, multiply

the weight of the element times the element rating point value to determine the
individual element subtotal.
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3. Add the subtotal of each element to arrive at a total point score.

4. Use the conversion chart in Section 12B.5. to convert the total point score to a
Summary Rating.
5. The rating conversion chart is as follows:
Exceeds 165 - 200 points
Meets 100 - 160 points
Does Not Meet 0 - 95 points*

*Regardless of any other job performance, when an employee’s performance does
not meet the standard for any one critical element, overall performance is
unacceptable.

If the employee’s performance exceeds or does not meet the standard for any job element,
the rating official must provide a written assessment of performance on that job element.

The process of monitoring performance is on-going. Therefore, the supervisor shall counsel
employees in relation to their overall performance on an as-needed basis. Such counseling
shall take place as soon as a manager notices a pattern of decrease in performance.

The employee's permanent rating official at the end of the appraisal period will assign the
rating of record even if the rating official has served in the position for less than ninety (90)
days.

Section 13

Completing the Appraisal

A.

After the rating official evaluates the employee's performance on the Performance Plan and
Appraisal Form, it will be forwarded to the reviewing official for review and signature.

After the rating official and reviewing official have completed the Performance Plan and
Appraisal Form, the rating official must meet with the employee to discuss the appraisal.

During the meeting, the employee will sign and date the Performance Plan and Appraisal
Form in the appropriate space. The employee's signature indicates that the appraisal has
been received and does not necessarily indicate agreement. If the employee refuses to sign
the appraisal, the rating official shall annotate the form accordingly.
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D. The employee may make written comments concerning the appraisal in the space
designated for this purpose on the appraisal form. The employee will be given up to
ten (10) full workdays to review the appraisal and to provide written comments.

E. If the employee is not available to meet with the rating official, the form may be mailed to
the employee's home address. The rating official will annotate the form showing the
employee was unavailable to sign. The employee may submit written comments
concerning the appraisal through the supervisor to the Human Resources Division within
ten (10) workdays of returning to duty.

Section 14

Appraisal Distribution and Retention

A. The reviewing official shall return the approved performance appraisal package to the rating
official for distribution as follows:

L. Final Rating of Record
a. Original to the employee

b. One copy to the Human Resources Division for inclusion in the Employee
Performance File

C. One copy to the rating official

2. Interim Rating
a. Original to the employee
b. One copy to the rating official

3. Interim Rating for Merit Promotion Purposes Only
a. Original copy to the employee (to attach to the application)
b. One copy to the rating official

B. The Human Resources Division will maintain a copy of performance appraisals for each

employee. This will provide a performance records system which is used as a basis for
personnel actions.

68 8/98



Section 15

Performance Appraisals While on Details

A.

Employees will not be held accountable for, or evaluated on, regularly assigned duties while
on detail.

When a detail or temporary promotion is expected to be less than one hundred and

twenty (120) days, the temporary supervisor shall discuss performance expectations with
the employee at the beginning of the detail. Normally, this will occur within five (5)
workdays from the beginning of the detail. Such performance expectations shall be
confirmed in writing by the temporary supervisor before the employee can be held
responsible for such performance expectations. If an employee is provided written
expectations, a written evaluation is required when the employee has performed under the
expectations for at least ninety (90) days. The evaluation will be provided within thirty (30)
days of the end of the detail or temporary promotion.

When an employee on detail has performed under the performance expectation for less than
ninety (90) days, an evaluation of the employee's performance while on detail may be
furnished in the form of a memorandum from the temporary supervisor of the detail to the
employee's regular supervisor. This memorandum will be provided within thirty (30) days
of the end of the detail or temporary promotion. The employee's regular supervisor shall
give appropriate consideration to such an evaluation when evaluating the employee's overall
performance.

An employee detailed or temporarily promoted for one hundred and twenty (120) days or
longer shall receive a standardized performance plan as soon as possible but not later than
thirty (30) days from the beginning of the detail or temporary promotion. An employee
detailed or temporarily promoted for one hundred and twenty (120) days or longer shall be
evaluated when the annual performance rating is due or the detail or temporary promotion
ends. Ifnecessary, an evaluation must be completed within thirty (30) days of the end of
the assignment.

If an employee has been detailed outside of Public Debt, the supervisor must make a
reasonable effort to obtain appraisal information which must be considered in deriving the
employee's rating of record. If the employee has not worked at Public Debt for the
minimum appraisal period but has worked outside of Public Debt on a detail, a reasonable
effort must be made to secure a performance plan from the borrowing organization in order
to construct a rating.

If an employee's performance while detailed or temporarily promoted will have an impact
on his or her rating of record, the nature of the impact will be noted on the appraisal.

69 6/98



Section 16

Within Grade Increases

A.

If an employee's performance is at an acceptable level of competence, a within-grade
increase will be granted, if eligible. In those instances when the employee's performance is
at a level which warrants the denial of a within-grade increase, a written notice issued

sixty (60) calendar days prior to the employee's anniversary date, shall constitute notice of
proposed denial. Such a notice shall give the reasons for the negative determination and
what the employee must do to improve performance in order to be granted a within grade
increase. The supervisor should also provide the employee with assistance to improve
performance, if appropriate. Such assistance may include training, on-the-job training,
counseling, and closer supervision.

Failure to give an employee sixty (60) days advance notice of a negative determination will
not be a basis for changing the determination. However, when the sixty (60) days advance
notice is not given timely, the supervisor must make a determination no later than

thirty (30) days after the employee’s within-grade increase was due.

When a within-grade increase decision is not consistent with the employee’s most recent
rating of record, a more current rating of record must be prepared.

The following rules apply to reconsideration of a negative determination:

1. An employee may request reconsideration of a denial of within-grade increase.
Requests for reconsideration must be submitted within fifteen (15) calendar days
after receiving notice of the within-grade increase denial.

2. All requests for reconsideration must be in writing and contain any supporting data
that the employee wishes to have considered.

3. An employee may choose to make an oral presentation in connection with a request
for reconsideration. This election must be included in the written request for
reconsideration. An employee is entitled to have a representative of his or her own
choosing in presenting a request. A written summary will be made of the oral
presentation and a copy provided to the employee.

4. When a negative determination is sustained after reconsideration, an employee shall
be informed within ten (10) calendar days after receipt of the request for
reconsideration or as soon thereafter as is administratively feasible of the reasons for
the decision and of the right to appeal the decision through the negotiated grievance
procedure. The burden of proof for a within grade denial is substantial evidence.
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D.
1.
2.
Section 17

5.

If the reconsideration is favorable to the employee, the Human Resources Division
will be notified immediately. This within-grade increase shall be retroactive to the
date it would have been granted if it had not been denied.

Supervisors shall continue to evaluate after withholding a within-grade increase.

When a within-grade increase has been withheld, at any time thereafter, a new rating
of record may be prepared for the employee and the within-grade increase granted
when it has been determined that the employee has demonstrated sustained
performance at an acceptable level of competence.

A determination must be made regarding the employee's acceptable level of
competence after no more than fifty two (52) weeks following the original eligibility
date for the within-grade increase and, for as long as the within-grade increase
continues to be denied.

Special Conditions Affecting Appraisals

A.

In addition to the progress review and annual appraisal, circumstances may occur which
necessitate an additional appraisal or delay in assigning an annual appraisal. Circumstances
may include:

L.

2.

Purposes cited in Section 3A. of this Article.

Where a performance appraisal is required in conjunction with a personnel action
(excluding WGI's) affecting an employee and the standardized elements and
standards have not been in effect for the preceding ninety (90) calendar days, the
most recent appraisal available will be used.

Employees' performance shall be appraised by their immediate supervisors, except when:

1.

An employee's immediate supervisor is absent (for example, on official travel or
extended leave) and cannot complete the appraisal in a timely manner, the appraisal
shall be completed by the individual acting for the supervisor.

An employee's immediate supervisor has supervised the employee for less than
ninety (90) calendar days, the appraisal shall be completed by the immediate
supervisor with input by the previous supervisor. If not available, input from the
next higher level manager or supervisor will be used. Input for appraisal purposes
will be in writing and become part of the appraisal.
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3. A performance appraisal is required for a competitive promotion action and the
employee's supervisor is competing for the same position, the appraisal shall be
completed by the next higher level manager or supervisor.

C. Only time spent performing work related to an employee's elements and standards will be
considered in evaluating performance. Authorized time spent away from an employee's
normal job responsibilities will not be considered as a negative factor when evaluating an
employee's performance. Examples of such authorized activities and/or collateral duties
include EEO Counselors, Welfare and Recreation Representatives, and NTEU
Representatives. Any production or quantity based standards will be reduced in proportion
to the amount of time spent away from normal job responsibilities. If any employee is
performing such authorized activities, collateral duties, or NTEU representational functions
that result in interruptions of normal work, such factors will be taken into account when
evaluating the employee.

D. A change in work procedures must be provided to employees before failure to comply with
the procedures can be charged as an error. If instructions were previously in writing, Public
Debt agrees to issue new written instructions as soon as practicable.

E. If the employee's appraisal cycle ends before the employee has served in a Public Debt
position for the minimum appraisal period, then the rating period will be extended until the
minimum period has been served. At that time a rating of record will be prepared

considering interim ratings from other agencies, if available.

F. The performance appraisal and resulting rating of a disabled veteran may not be lowered
because of absence from work to seek medical tre