BUSINESS BASED ACTIONS (BBA)


1.  What they are?


Reduction in pay (NF employees only).


Reduction in grade or pay band level.


Reduction in hours of work.


Change in employee category (e.g., Regular to Flexible).


Furlough.


Separation.


2.  Employees Covered By BBA Procedures.


Regular employees.


Flexible employees who have been on the rolls of the NAFI for three continuous years.


3.  Acceptable Reasons For A BBA.  A business-based action is the result of a management decisions.  The decision may be brought about by a study which shows a more effective or economical way to organize.  It may result from a loss in expected funding.  It may be necessitated by a decrease in customers to be served.  For whatever reason, a manager may find it desirable (or Necessary) to reorganize, decrease customer service hours, eliminate functions, or take other measures which lead to one or more of the personnel actions outlined in subparagraphs 1a through f above.  BBA is never appropriate as a means of handling performance or conduct problems.


4.  Management Responsibilities.  Managers of NAF activities have important responsibilities when business based actions are being contemplated.  These include—


	1.  Basis For Selecting Affected Employees.


When a one-of-a-kind position is affected, the incumbent of that position is the one who receive the BBA.


When there are two or more positions of the kind being affected, the basis for determining which employee (or employees) will be affect must include at least the following two factors:


Performance.  A review of performance ratings must include the latest two ratings of record.  Missing ratings will be presumed to have been Satisfactory.


Seniority.  How much NAF and appropriated fund employment do the potentially affected employees have?


In addition, other factors may be considered such as the amount and level of experience employees have had in the work of the affected positions, amount of job-related education or training employees have obtained, relative skills and abilities in the work of the affected positions, and similar factors.  Regardless of the factors used, or the weight any particular fact is given, the manager must be able to defend his or her decisions concerning which employee or employees will be affected.  The manager’s rationale must be documented in writing, and a copy will be provided to the Civilian Personnel Office.


	2.  Required Notice of BBAs.


	a.  Notice Periods.


	1.  Separation.


Regular employees receive a 30-day advance notice.


Flexible employees receive a 7-day advance notice.


	2.  Reduction in Pay Rate.  This action, which applies to NF employees only, requires a 7-day advance notice for both regular and flexible employees.


3.  Reduction in Grade or Pay Band Level.  A 7-day advance notice period is required.


4.  Reduction in Hours of Work


		a)  Regular Part-Time Employees.  A 7-day advance notice 			period required.


		b)  Flexible Employees. A 24-hour advance notice is required.


5.  Change in Employee Category.  A 30-day advance notice is required for all employees affected by this action.


	6.  Furlough.  (Only regularly scheduled employees)  The requirement is to provide an advance notice equal to the number of days of the furlough, but not more than 30 days.





NOTE:  In counting the number of days of a notice period, do not include the day the notice is received by the employee.  Also, do not issue a notice during the period 15 December through 3 January of any year.


b.  Content of Notices.  Advance notices of BBAs will contain the following information:


The position, title, occupational series, grade or pay band level, and rate of pay of the employee.


The specific action being taken (e.g., reduction in work hours, separation, etc.)


The reasons that the action is necessary.


If two or more people occupy like positions, the employee’s right to review records concerning the determination of who will be affected.


Severance pay information, if applicable.


Impact on retirement, savings plan, and insurance participation, if applicable.


If the action is separation, the following statement:  “This action is non-prejudicial and does not preclude reemployment.”


Information concerning the OPM-DOD Interchange Agreement, if applicable (e.g., eligibility for consideration for appropriated fund positions for one year from the separation date).


Grievance Rights and procedures if the employee believes that BBA regulations and procedures have not been properly applied.


3.  Reemployment Priority List.  The Civilian Personnel Advisory Center, NAF Unit  will maintain a reemployment priority list.  Separated regular employees who remain in this geographical area may register and be placed on the list for one year from the date of separation.  Such employees are entitled to be offered vacancies of regular positions with the same kind of duties, and at the same pay band levels, as those of the positions from which separated.  In addition, they may be offered positions for which qualified at any pay band level irrespective of the duties of the positions.  Once placed in any position (including appropriated or NAF, as well as positions with other NAFIs or agencies), their names will be removed from the Reemployment Priority List and their entitlements will be considered fulfilled.  Employees who decline a valid offer are removed from the reemployment priority list.


4.  Effective Dates.  Except for separation actions, any BBA which requires the preparation of a DA 3434 will be effective the first day of a pay period.





