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ARTICLE 1 PARTIES TO THE AGREEMENT AND UNIT OF RECOGNITION
Sectionl. Partiesto the Agreement

This Agreemenis madeandenterednto, by andbetweertheU.S. SmallBusinessAdministration(SBA)
hereinaftereferredto asthei E mp | oryhe"Adency,"andthe Natonal Councilof SmallBusiness
AdministrationLocals(NCSBAL) on behalfof the AmericanFederatiorof GovernmenEmployee{AFGE)
National Office, hereinaftereferredto as thé'Union" ori C o u 228dahdcollectivelyknownasthe Parties.
Theprovisionsof this Agreemenshallgoverntherelationswith theemployeesandthe Union with theSBA
with respecto conditions oemploymenandothermatterscoveredby this Agreement.Unlessotherwise
statedthewordsfi e mp | oryi e enp | o y wsedis thidAgraesnentmeananemployeeor employeeof
SBA who areincludedin the bargainingunit. ThisAgreementdoes not applyo employeesvho areexcluded
from thebargainingunit by law. As theexclusiverepresentativef employeesn thebargainingunit, the Union
hastheright to speakfor andto bargainon behalfof theemployeest represents.

Section2. Unit of Recognition.

Theunit of recognitioncoveredby this Agreemenis theunit certified by FederalLabor RelationsAuthority
CaseNo. CH-RP-05-0005(2005). This Agreemenshallalsoapplyto anyunits subsequentigertified by the
FederalLaborRelationsAuthority (FLRA) as supplementinghe above certificatiorof the consolidatedinit,
andalsoto anyotherunits that certiffYAFGE asthe exclusiverepresentativeuringthelife of thisagreement.
Thedescriptionsf thecertified consolidatedinit andsupplementhereto asof theeffective dateof this
agreementareat AppendixA of this Agreement.

Section3. Unit Exclusions.

Theunit of recognitionexcludesall managemenafficials or supervisorsconfidentialemployeesemployees
engagedn personnelvork in otherthan apurelyclerical capacity,employeegengagedn administeringhe
provision of 5U.S.C. 7112; bothprofessionaemployeesndotheremployeesunlessa majorityof the
professionabotefor inclusion in theunit; employee®ngagedn intelligence counterintelligencenvestigative,
or securitywork which directly affectsnationalsecurity;employeegprimarily engagedn investigationor audit
functionsrelatingto thework of individualsemployedby the Agencywhosedutiesdirectly affecttheinternal
securityof theAgency,but onlyif the functions araindertakerio ensurehat thedutiesaredischarged honestly
andwith integrity (as theséermsareusedin 5 U.S.C.Chapter71). Any professionaemployees whelect
AFGE astheir exclusive representatiadterthe effectivedateof this Agreement will not bancludedin the
samebargainingunit with otheremployeesunless anajority of thoseprofessionaémployeewote for inclusion
in theunit. This does nothangehebargainingunit status oprofessionaémployeesepresentetty AFGE as
of theeffectivedate ofthis Agreement.

Section4. Unit Clarification.

TheAgencywill adviseCouncil228Presidentn writing of anypositionchangesandestablishment afiew
positions withinthirty (30) daysof suchpositionchanges.When apositionchangesand thepartiesdo not
agreeoverwhetherthe position(s)s/areinsideor outsidethe bargainingunit, theOffice of HumanCapital

ManagemenfOHCM) andCouncil228 Presidentaireencouragedb work togetherto resolvethe matter. If

unableto reachagreementeitherpartymayfile a Clarificationof Unit (CU) petitionwith the FLRA.



ARTICLE 2 GOVERNING LAWS AND REGULATIONS

Sectionl. Purpose.
This Article setsforth the effectof lawsandregulationson thisAgreement.

Section2. Lawsand Governmentwide Rulesand Regulations.

In theadministratiorof this Agreementthe Partiesshall begovernedoy all statutesandexistingGovernment
wide rulesandregulationsasdefinedin 5 U.S.C.Chapter71, by Agencyregulationsn existence asef the
effective dateof this Agreemento theextent thoseegulationsdo not conflict with thisAgreementandby
subsequentlprescribedsovernmeniwide rulesandregulationamplementingd U.S.C. 230Zthe prohibited
personnepractices).

ARTICLE 3 TRANSIT SUBSIDY

Sectionl. All eligible employeesmayreceivea transitsubsidyfrom the Agency. When the Agencys directed
to increasehe maximumamountof thetransitsubsidyby law, regulationor Executive Orderthe Agencywill
implementthatincreasdor all employeesepresented b€ouncil228. Notwithstandingnyotherprovision of
this Agreementwhenthe Agencyis givendiscretion tancreasehe maximumamountof thetransitsubsidyby
law, regulation,or ExecutiveOrder,the Parties willmeetto negotiateoveranychangesn transitsubsidy
amountswithin thirty (30) daysof when the Agencyeceiveghis newdiscretion.

Section2. All employeesvho arecurrentlyreceivingthetransitsubsidyarerequiredto recertifytheir monthly
transitcommutingcostson SBA Form2201,Public Transportation Benefit Change RequesForm, to be
eligible for anyincreasean thetransitsubsidyup to the currentlyestablishe@mount. Employeesvho currently
arenot receivinga monthlytransitsubsidyarerequiredto applyon SBA Form 2176 Public Transportation
Benefit Program Application, if theywish to receive thbenefit.

Section3. Eligibility to receivetheincreasedransit subsidpenefit up to thestablishe@amountwill be
approvedased on themployeecertifying his/her monthlytransitcommutingcostson SBA Form2201,Public
Transportation Benefit ChangeRequestForm.

Section4. Within two (2) weeksof anincreasen thetransitsubsidythe Agencyagreego issuean
InformationalNoticeto employeeshattheymustcompletean SBA Form 2201 toincreaseheir transit subsidy
oranSBA Form2176 iftheywish to receivehe benefit.

Section5. Within one(1) payperiodafteranemployee coverely this Article submits acompletecapplication
for anincreasedransitsubsidythe Agencywill submit all necessarpaperworkio theDepartmenbf
Transportatio{DOT) for processing.

Section6. Within one(1) payperiodafterthe DOT informsthe Agencythat anapplicationdescribed in the
previousparagrapthas beemprocessedhe Agencywill inform the affectedemployeeby e-mail of theamount
of thenewtransit subsidyndthe datethe new transit subsidwill commence.



Section7. Field Officesreceivetheir transitsubsidybenefits eitheon a monthlybasisor quarterlybasis
throughdistributionfrom DOT throughthe A g e n administrative processl'he numberof distributions per
year,depend®n thesalesschedule®f the localtransportatiorsystemthereforegacha r edistilsution
schedulewill bedifferent. The Agencywill work with DOT to obtainsubsidybenefits foremployeesvho sign
up betweendistributions oranexpeditedasis.

ARTICLE 4 CHANGES IN PERSONNEL POLICIES, PRACTICES AND
CONDTIONS OF EMPLOYMENT

Sectionl. Agency Notification.

Beforeimplementinga changen personnepolicies,practicesprocedurespr conditionsof employment
applicableto employeesn the bargainingunit, theAgencywill notify theappropriatdJnion Representative in
accordanceavith theprovisions of thisArticle. The givingof suchnoticeshall not constitutawaiveror
admissiorof anyclaim or contentionby eitherthe Agencyor theUnion that thesubjectmatterof suchnoticeis
eitherdeminimis or within thescopeof bargaining. This applies whetheahe proposedthangss initiated by
the Agencyor imposedby anexternalsourcej.e.,achangen law, anExecutiveOrderor judicial decision.

Section2. Definition.

Forthepurposeof this Article, thetermfin e g o t i athereié amuteiadobligaion to meetat reasonable
times toconsultandbargainin agoodfaith effort to reachagreementvith respecto theconditionsof
employmentffecting employeeandto executejf requestedby eitherParty,a written documenincorporating
anycollectivebargainingagreementeachedbut thisobligationdoesnot compekitherPartyto agreeto a
proposalor to makea concession.Thedocumenshould besignedby both Parties.

Section3. Proceduresfor Notification and Timelines.

a. Notification of proposecthangessdescribed irBectionl will includeataminimum, as
applicable:

1. A statemenbf the existingorocessor structureor organizationathart;
2. A statemenas to thenatureandscopeof theproposedhange;

3. Backgroundnformationreleasableinderlaw showingthe A g e n cegséngor the proposed
change;

4. If theproposedchanges directedby anoutsideauthority,the documentatiorirom that
authority,exceptto the extensuchdisclosuras prohibitedby applicable law;

Thenumberandlocations ofemployeeshe Agencyanticipateswill be affected;
How the Agencyexpectsheseemployeeswill be affected,;
The proposedmplementatiordate;and,

© N o O

Thenameandtitle of the Agencyofficial to whom theUnion shouldrespond.

b. When theproposedchangeconcernsanew policyor SOP, the Agencyill alsoprovide theUnion
with a copyof thetext of theproposedthange.



c. Upon noticrom the Agency,the appropriatdJnion Representativeiill notify the designated
ManagemenRepresentative afs desireto negotiate on thehangewithin the timeframesetfor
thelevel of negotiationsnvolved. Unlessmutuallyagreedupon,all time limits containedn this
Article will be strictly observedWh e n  t h ereptésentativedresn travel statusonofficial
businesspr onapprovedeave time extensions shall lmrantedby the Agencyon abasisdirectly
proportionatdo the travel and/aapprovedeaveinvolved. The Partiesshall providenotificationto
eachother in theeventthat such extensnsare necessargndsuchnotificationshall specify the
time whenthe additionaltime beginsto runandwhen itends. The Partiesrecognizehateither
Partymaybeunavoidablyabsent, and isuchcasesby mutualconsent, extensioref thetime
limits shallnot beunreasonablyithheld. TheUnion should berovidedenoughinformation
regardinghe changehatenablest to meetits responsibilityunder thdaw. The Partieswill
conducttheir negotiationsat four (4) levels,which areaddresseth detail in thisArticle.

1. If achangeproposedy the Agencyaffectsbargainingunit employeesn asingleRegional,
District, BranchOffice, Center Area Office,or Post ofDuty, the local UniorRepresentative
to receivethe notificationof thechangeshall bethe Union Representativasfurnishedto the
AgencyunderArticle 12, Sectionl.

2. If aproposed changs initiatedor proposedisa Regionalprogramaffectingbargainingunit
employeesn morethanoneoffice within aRegion,theA g e n aojifitationshallbe
communicatedo theRegionalVice Presidentf theNationalCouncilof SmallBusiness
AdministrationLocals(NCSBAL) whosejurisdictionincludesthe Regionin which the
changds proposed.

3. If theproposedthangeaffectsthe Headquartersr unitemployeesn anypartthereof,the
notificationfrom the Agencyshall becommunicatedo thePresidenbf the SBA Local
Union for theHeadquatrters.

4. If theproposecthange isnitiatedandcontrolledat theNationallevel affectingbargaining
unit employeeAgencywide or in morethan oneRegiontheA g e n aofifitationshallbe
communicatedo the President,$1Vice PresidenandSecretaryf theNCSBAL.

d. In all theabovecasesithin three(3) workdaysfrom thedateof the notie, theappropriatédJnion
official mayrequest briefingfrom the Agencyin orderto receivemorecompleteinformation
aboutthe proposedhange Suchrequesmaybe bytelephoneor email. Thebriefingwill be held
within four (4) work daysfrom theU n i oreqgdest.In theeventthatthe Union doesnotrequest
briefing from the Agencyaboutthe proposedchangewithin three(3) work daysfrom the dateof
thenotice,the Unionwill havefifteen (15) calendaidaysfrom the date ofreceipt of thenotification
to inform the Agencyof its desirgo bargain. If the Union requests briefing, the briefingmaybe
held by teleconferencejideoconference (wheravailable)or in persondependinguiponthe
particularsituation. Union officials who arebargainingunit employeeswill be on official time for
thesebriefings. The Agencywill pay traveland perdiemexpensegasappropriatdor all Union
Representativesarticipatingin thebriefing. The Agencywill arrangeto havethose Agency
officials participatein thebriefingthat carbestexplain theproposedcchangeandansweitthe
Un i oquoestiwns.

1. ForbriefingsatthelLocal or Regionallevel,the Union mayhaveup to two(2)
representativegarticipate. Briefingsat this level will be held by teleconferencer video
conference (wheravailable) whenthe Parties areot co-located.



2. Forbriefingsatthe nationallevel, the Union mayhaveup to nine(9) representatives
participateby teleconferencer video conferenceandup to four (4) representatives
participatein person.When thePartiesmeetin person, thé&Jnion mayhaveup to four(4)
additionalrepresentativegarticipateby teleconferencer video conferencéwhere
available).

3. Inorder to controtoststhe Partiesmayelectto combinethesebriefingswith other
scheduledneetingssuchasThe NationalPartnershigCouncil Committee meetingsnder
Article 5, orNationalPerformance Systen@@ommitteemeetingsunderArticle 28. These
briefingswill be provided to théJnion prior to orafterthescheduled meetingndwill not
detractfrom the timescheduledor thesemeetings.

4. Thisprocesss intendedo enablethe Union to determinahetherit wishesto negotiate,
identify the majorissuedo bebargainedandfacilitate thenegotiationgprocess.Within
fifteen (15) calendadaysafterthe briefing, the Union will eithetinform the Agencythat it
doesnot wish tobargainovertheproposed changar it will requeshegotiations.

Section4. Union Requestgfor Negotiations.

When theUnion desiresdo negotiatewith respecto aproposedAgencyinitiated changen working conditions,
or changesnandatedy law, Executive Ordersr judicial decisionsjt shall notifythe Agencyofficial who was
designatedn the notice of proposedchangejn writing, within fifteen (15) calendardaysfollowing the briefing
describedn Section3 above, or ithereis nobriefing, fifteen (15) calendadaysfrom receiptof the Notice.
Suchrequestvill be accompaniedby specificbargainingproposals. Thé&nion will retainthe option of
changingts proposalr submittingadditionalproposalsiuringnegotiations.A requestat the localevel will
includetheU n i oproposediatesfor negotiationsvithin the nexthirty (30) daysthat will allow up tothree
(3) consecutive worklays forbargaining A request at theationallevel will include theU n i oproposed
datesfor negotiationswithin the nextforty-five (45) daysthat will allow up to five(5) consecutivevork days
for bargaining. The Agencywill respondo requestsithin five (5) daysof receipt. In all casesnegotiations
will beginwithin thirty (30) daysof theU n i oreqdesfor local negotiationsaandwithin forty-five (45)days
for nationalnegotiationsTheU n i oregdestindtheA g e n cegponsavill include the namesof the
memberof eachP a r nhegdiiaingeam,includinga designatiorof theP a r ChiebNegotiatorandalternate
Chief Negotiator.

Section5. Negotiation Levels.

Localissuesshallbediscusse@ndnegotiatedocally atthelevel whereheissuearisesnsofaraspossible.
Nothinghereinshall beconstruechoweverto preventeitherPartyfrom designatingepresentativesf its choice
for negotiationor consultation.

Section6. Negotiation Procedures.

Changesn conditionsof employmenthataffecttwo (2) or moreAgencygeographiaegionsor affectthe
Agencyon anationwidebasismaybe of suchsignificancethat itrequiresa statutoryobligationto bargainface
to-face. All otherlocalizedmatters, wherehanges in conditions eimploymenincuranobligationto bargain
underthelaw, will generallybe negotiatedhrough the mostosteffectivemethod viaeleconferencingyideo
conferencingwhereavailable) oifaceto-face,whereappropriate.ln suchcasesthe Agencywill provide
facilities for suchconferencesitno cost to the Unionlf necessarfacilities arenot availableat the Union
Representative workplace the Agencywill provide whatever transportatiahat isnecessarto thefacilities
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that will beused. Agreementseachedn suchnegotiationwill be reducedo writing andsignedoytheP ar t i e s
Chief Negotiators.Unlessotherwisepermittedby law, no changeswvill be implementedyy the Agencyuntil
properandtimely noticehasbeenprovided to théJnion andall negotiationdhave beerwompletedjncluding
anyimpasseproceedings Additional requestgor informationwill be satisfiedin anexpeditiousmanner.

Section7. Union-Initiated Changes inConditions of Employment.

TheUnionretainstheright to propose changes conditionsof employmentat thenationalandlocallevel. The
proposalbf changeshallnot constitutea waiveror admissiorof anyclaim or contentiorby eitherthe Agency
or theUnion that thesubjectmatterof such proposal isitherde minimis or within thescopeof bargaining.The
Council/LocalPresident will notifthe A g e n €hjiedLaborRelationsOfficer of its desirgo initiatea change
andwill provideits initial proposals.The Agencywill have fifteen(15) calendaidaysto respondo the Union,
indicatingeitherthatit agreeswith theproposed changar thatit wishesto negotiate. Theprovisions in this
Article governingnegotiationsat the nationallevel overAgencyinitiated changesincludingthe groundrules
containedn Section10 below, will applyto negotiation®verUniort+initiated changes.

Section8. Limitations.

No agreemenhegotiatedn accordancevith this Agreemenshalloperatan anywaywhichis in conflict with
or inconsistentvith anyprovisions of othe wholeof this Agreement.

Section9. Totality of Negotiations.

Negotiationin accordancevith this Agreemenshall satisfyanyrequiremento negotiateat anylevel belowthat
atwhich suchnegotiationtakesplace;provided,however thatthe Partiesmaymutuallyagreein writing,
specificallystatedio allow lower level negotiationsiot in conflict with or inconsistentvith this Agreemenbor
anyfutureagreementeachedinderthe provisions of thisArticle.

Section10. Ground Rules.

The groundrules below applyto all negotiationsduring the term of this Agreementjncluding any extensions
thereof,exceptnegotiationspursuantto Article 50 (eighteen(18) monthreopener).The Partieswill negotiate
separatgroundrulesfor the renegotiatiorof the MasterAgreement.The groundrules below may be amended
by mutualconsenof the Parties.

a. EachPartymaydesignataip to four (4) negotiatorsThe Unionmaydesignatendividualswho arenot
employedby the Agency amongits negotiators.All Union negotiatorswho are employedby the
Agencywill be on official time. Datesand times and location for negotiationswill be arrangedby
mutual consent, however, once negotiations begin, the Parties shall continue negotiating until
agreemenbr impasses reached. Negotiationsshall normally begin at 8:30 a.m. and last until 5:00
p.m. This schedulemay be alteredby mutualconsenif the Parties. Breaksandmealperiodswill be
arrangedy the Parties.

b. Travelordersauthorizingtravel at governmenexpensewill beissuedno laterthanten (10) work days
prior to the date of travel. Travel orderswill include a travel authorizationnumber,a budgetcode,
directions,contactinformation,andcheckin time for the hotel,andanyothernecessargpecifictravel
information.
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Locationsfor all negotiationcoveredby this Agreemenshallbein suchlocationasis agreedo by the
Parties.In the absencef anagreemenaboutlocation,negotiationsat the nationallevel will takeplace
in the Washington,D.C. metropolitanarea,and negotiationsat the regional or local level will take
placeat the office in which employeesvho are most affectedare located. Hotels will be selectedby
the Agencybased upomrost andavailability, exceptthatwhennegotiationsaareat AgencyHeadquarters
in WashingtonD.C., Unionnegotiatorsawill make theirown hotelreservations.

Observers,subject matter experts, notetakers, or others who are not membersof that Party s
negotiatingteam may be presentonly by the mutual consentof bothP a r t GhiefNégotiators.
Employeeswho appearat negotiationsession(s}o presentinformation on behalf of the Union as a
subjectmatterexpertwill havetravel and per diem expensegpaid by the Agencyin accordancevith
applicablelaw andregulation.Unlessmutually agreedupon,theywill leavethe negotiatingsessionas
soonastheir presentatioio thenegotiatingeamis finished.

Either Partymay substitutenegotiatorsat anytime by notifying the otherParty. However,normally the
Agency will not pay travel and per diem expensedor a substitutenegotiatorto attenda particular
negotiationsessiononce that sessionhas begun. Under extenuatingcircumstancesthe Agency may
agreeto a Unionrequesto paytraveland per dienexpensesor a substitutenegotiator.

EachPartywill takeits own notesfor the negotiations.No official recordof anykind will be kept.
Thenegotiationsessionsvill not berecordedoy meansof anytape/electronicecordingdevice.

Negotiationswill be held in a suitable meeting room provided by the Agency. The room for
negotiationsanda separateaucusoomwill behandicapaccessible.

Either Partymay call a caucusthroughthe Chief Negotiator.Prior to the beginningof the caucusthe
Chief Negotiatorof the caucusingeamwill providethe other Chief Negotiatorwith a suggestedime
limit. A caucuswill not be the first order of businessat any negotiatingsession,unlessmutually
agreedupon by the Chief Negotiators.The Agencywill provide a caucusroom in close proximity to
thenegotiatiooroomandwhich providesprivacy.

The Agencywill providethe Union negotiatingteamwith the useof customaryandroutine services,
i.e., office supplies,computer,printer, telephone,internet accesstablesand chairs, and accessto
photocopyequipment.

Upon reachingtentative agreemenbn eachprovision of the proposals,the Chief Negotiatorsshall
signify suchagreemenby signingthe provisionin blue ink on eachpage.The Partiesmay, by mutual
consent,chooseto re-open and changeany provisions that have alreadybeensigned, prior to the
conclusionof negotiationsUpon completingthe negotiations,the Partiesshall review and edit for
consistencyandmakemutuallyagreeduponchanges.

Bargainingthattakesplaceat the nationallevel affectingunit employeesAgencywide or in morethan
one Regionwill not exceedfive (5) consecutivework days.Bargainingat all other levels will not
exceedthree(3) consecutivevork days. If at the endof the abovetime frames,an agreemenhasnot
beenreachedthe Partieswill seekthe assistanc®f the FederalMediation and Conciliation Service
(FMCS). Mediation shall commencewithin no morethanthirty (30) days,subjectto additionaldelay
solelydueto anyunavailabilityof the mediatorwithin suchthirty (30) day period.By mutualconsent,
the Partiesmay extendnegotiationsprior to seekingmediation. If mediationis not successfulgither
Partymayseek resolution of theemainingimpasseaunderprovisionsof thelaw.

If either Party allegesthat it is not obligatedto negotiateon a particular proposal,the Partieswill
explorealternativelanguagethat will achievethe purposeof the proposaland would not renderthe
proposaloutsidethe scopeof bargaining.f the Partiesare unableto agreeon suchlanguageeach
Partyis freeto takeappropriateaction.
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m. An Agency written allegationof the non-negotiability of a Union proposal,madein responseto a
Union requestfor negotiation,however,will not delay bargainingand agreemenin issuesnot in
dispute. The Partiesvill continue negotiationt® agreemenbr impasseon all proposals.

n. If the Union files a negotiabilityappealwith the FLRA, andthe Agency withdrawsits allegationof
nontnegotiabilityor the FLRA rulesthat the Union proposalor a portion of the proposalis negotiable
beforea final agreemenhasbeenreachedthe Partieswill commencenegotiationson the proposalor
portion of proposalwithin fifteen (15) daysof receiptof eitherthe Agencywithdrawal or the FLRA
decision.

0. NeitherPartywaives itsright to seekcourtreviewof an FLRA negotiabilitydetermination.
Section11.

Nothing in this Sectionshall be construedo relieve the Agency of the consequencesnder5 U.S.C. Section
7116(a)(7),of the FederalService LaborManagemenRelationsStatute,which providesthat it is an Unfair
Labor Practicefor the Agencyto enforceany rule or regulationin conflict with this Agreement(otherthana
rule or regulationimplementingthe Merit SystemPrinciplesfoundin 5 U.S.C.2302)if the Agreementwasin
effectbeforethe date otherule or regulation.

ARTICLE 5 LABOR-MANAGEMENT COOPERATION AND PARTNERSHIP
Sectionl. Purpose.

This Article is erteredinto for the purposeof promotinga cooperativeelationshipbeween the Partiesyith the
expressedgoas of improvingefficiencyof thegovernmentservice encouragingroductve innovation, and
providinga betterworking environmentTheParties shouldreatea "Win-Win" relationshipbetweerthe
Agency,theemployeesand theUnion. It is stronglyencouraged that the lcal unian andlocal management
edablishaLaborManagmentCoopeation Committeg(LMCC), in accordanceavith Article 49. Either Party
mayrequestandby mutualagreemenggablish aLMCC for the purpae of addressingndresolvingissuesat
thelocal level (District, Regbnal, AreaandCenterDirectors).Existing local PartnershigAgreemets arenot
nullified by this Article.

Section?2. Methods.

a. ThePartiesagreeto engagen alabormanagementooperative programrawnfrom the experiencesf
private ancpublic sectolabormanagementelationshipsasadaptedo suit theSBA andthe AFGE by
continuinga NationalPartnershigCouncilthatmeetstwice a year.By mutualagreementhe Parties
may conductadditionalmeetings.

b. TheNationalPartnershigCouncilwill encourageonstructive consultatioandopencommunication
betweenJnion andmanagemerdat thelocal level.

c. LMCCswill be composedf two (2) representativesachfor the local uniorandthe Agency.

d. In HeadquarterdylanagemenBoardMembers and thBresidenbf Local 2532, ordesignee(sasthe
appropriateepresentativefor the Partiesmayestablisn_.MCCs.

e. UnionRepresentativeasho areemployee®f the Agencyandmembersof the bargainingunit affected
by LMCCswill be entitledto official time to participatan these committees.

f. TheAgencyagreedo paytraveland perdiemfor amaximum ofeighteen(18) membersqually
appointedoy both Partiesserving agepresentativeat anyNationalPartnership Counciheeting.
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g. UnionRepresentatives LMCC meetingswill receiveallowabletravel costsasspecifiedby those
particularcommittees.

h. Partiesagreethat trainingfor laborrelationsmatterswill be conductedn anasneededasis All
allowablefeesandexpensesssociatedavith the trainingincludingcostfor instructorsfacilities,
materialsiravelandperdiem will befundedby the Agency.The Partieswill betrainedon official time.

i. ThePartnershipAgreemenbetweerManagement and thénion is herebyncorporatednto this Article,
(SeeAppendixD).

ARTICLE 6 GENERAL PROVISIONS

Sectionl. Generd. All bargaining unit employeeshall betreatedfairly andshallbe accordedall rights
protectedoy this Agreementaind thdaw.

Section2. Union Representational Responsibiities. Union Representativeshall befreeto exercisdheir
respectiveresponsibitiesin all mattersrelatingto persand policies practicesandotherconditionsof
employment asspecifiedin this Agreementndor law, to advancethe bestinterest of andto representhe
employeegoveredby this Agreenent, andtheyshallbe permittedto engagean authorizedactivitieson behalf
of the Union underthelaw andthis Agreementprovided, however thatnothinghereinshall beconstruedo
authorizethe performancef activitiesof internalUnion busines®n official time.

Section3. Right to Perform Union Represatational Responsibilities.The Employeshal notrestrain,
interfere wth, or coerceemployeesvho are UniorRepresentativelsecausef their performanceof authorized
Union representationalutiesunderlaw andthis AgreementFurther, the performancef suchdutiesshall not
adversey affectthe performanceappraisi of any representatve who performsthese representationdiities
strictly in accordanceavith the provisionsof law and thisAgreement

Section4. Joint Responsibilities The Employer shell coureously receve, andas appropriateattendto
employee concerrsroughtto its attentionthroughproperchannelsThe Union shallcourteouslyeceive and
asappropriateattendto Employerconcerngroughtto its attentionthroughproperchannelsBargainingunit
employeeshallcourteouslyreceive andasappropriateattendto Employerconcerndroughtto their attention
throughproperchannels.

Section5. DocumentAvailability and Limitations.

a. TheUnionshallbegrantedreasonabl@accesstreasonabléimesto all FLRA, FSIP,OPM, MSPB,
GAO, EEOC, arbitraors,andotherpublic regulationsanddecisionsasmaybe maintainedoy the
Agency.The Agencyagreegshatinformationcoveredoy 5 U.S.C. 7114b) (4) of thestatuteenableghe
Union to betteperformits representationdunctionandis in thebestinterestof theUnionand the
Agency.TheEmployerwill fulfill its obligationto provideinformationto theUnionin atimely manner.
Unionrequestdor informationrelatingto matterscoveredby this Agreemenmayalsoincludespecific
citationsor referenceso otherrelevantdocuments. Nothingn this Sectionshallbe construedo conflict
with 5 U.SC. 7114(b) (4) (A-C). Nothingin this Agreemenshall beconstruedo requirethe Employer
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to provideto theUnion anymaterialsdocumentspr communicationsvhich areinternalto
management.

b. Within five (5) daysof receiptof arequesfor information pursuant tgprovisionsof paragraph(a)
abovethe Agencywill notify the requestinggnion official whether it will orwill not complywith the
requestlf therequesis deniedthe Agencywill provideanexplanatiorandor requestlarification. If
therequesis approred the Agency will provide the informationas expeditiously aspossible or assoon
asit becomesvailable with anestimated delivery date

c. Nothinghereinwaivesary right either Rrty has underthe statute.

ARTICLE 7 MANAGEMENT RIGHTS

Sectionl. General Subjectto Section2 of this Article andin accordancevith 5 U.S.C.7106, nothingn this
Agreemenshallaffectthe authorityof anymanagementfficial of the Agency:

a. Todeterminghe missionpudget,organizationnumberof employeesandinternalsecuritypracticesof
theAgency;and

b. In accordancevith applicabldaws,

(1) Tohire,assigndirect,lay off, andretainemployeesn the Agency,or to suspend,
remove reducen gradeor pay,or takeotherdisciplinaryactionagainstsuchemployees;

(2)  Toassignwork, tomakedeterminationsvith respecto contractingout, and tadetermine
thepersonneby which Agencyoperationshall beconducted;

(3)  With respecto filling positions, to makselectiondor appointmentgrom:
(&  Amongproperlyrankedandcertified candidategor promotion;or
(b)  Any otherappropriatesource;and

(4)  Totake whateveactionsmaybenecessarjo carryout theAgencymissionduring
emergencies.

Section2. Negotiability. Nothingin this Sectionshallprecludethe Agencyandthe Union from negotiating:

a. At theelectionof the Agency,on thenumberstypes,andgradesof employee®r positions assigned to
anyorganizationakubdivision,work project,or tourof duty, or on thetechnologymethodsandmeans
of performingthework;

b. Proceduresvhich managementfficials of the Agencywill observean exercisinganyauthorityunder
this Section;or

c. Appropriatearrangementior employeesdverselaffectedby the exerciseof anyauthorityunderthis
Sectionby suchmanagemenfficials.
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ARTICLE 8 EMPLOYEERIGHTSAND RESPONSIBILITIES

Sectionl. EmployeeRights.

In accordancevith the FederalServiceLabor ManaggementRelationsStatute eachemployee shaklave the
right to form, join, orassist anyabororganizationjncluding Council228 and itsaffiliated locals,or to refrain
from any suchactivity, freelyandwithout fearof penaly or reprisa] andeachemployeeshallbeprotectedin
the exerciseof suchright.

Section2. Callective Bargaining Rights.

In accordanceavith theprovisions of thisAgreementand tle FederalServiceLaborManaggementRdations
Statute(5 U.S.C.7102) employeesdavetheright to engagen collective bargainingwith respecto conditions
of employmentthroughrepresentativesf their choice

Section3. Problem Resolution.

Employeeshave theright to bring mattersof personatoncerrregardingcondtions ofemploymentto the
attenion of theappropriateAgengy officia at the lavestlevel capableof resoling the matter Whenan
employee wisheso exercise thisight, permission shhberequestedrom the employee'supevisor. The
supevisorwill approvesuchrequestainless workelatedconditionsprecludethe immedate releag of the
employee.Whenimmedagte permissioris notgrantedthe supevisor will inform theemployeeon theSBA
Form 1448(AppendixC) of thetime suchabsencevill be approved.

Section4. Union Membership and Dues

Nothing in this Agreementequiresemployeedo becomeor to remainmemberf alabororganization, or to
paymoney to alabor organizationexceptpursuanto avoluntarywritten authorzation (SF1187,Requestsfor
Payroll Deductionsfor Labor Organization Dueg by amembeifor the paymenif duesthroughpayroll
deductionasprescribedn Article 41 ofthis Agreement.

Section5. Union Representation

In accardancewith the FederalSewvice Laba ManagementRelationsStatue, the Union shallbe giventhe
opportuniy to be repesentecit anyexaminatiorof anemployedn theunit by arepresentativef the Agency
in conrection with aninvedigationif: (1) theemployeereasonabyl bdievesthat the examinaion mayresultin
disciplinary actionagainst the employee; and(2) the employee regaestsrepregntation The Agengy shall
annually inform employeesof thisright.

Section6. Time Extensionfor Representation

When a barganing unit employeeis notified tha theyareto be interviewedin any matter wheretheir rights
underSecton 5 of this Article areto beexercised andwhenthe Union Representativef theemployeds na
immediatey available theintewview will be deferred forareasonabl@eriod oftime, upon themployeés
requestto permitthe preenceof theUnion Representativdf the designatedrepresenttive cannot ke avail able
in areasonal#time, theemployee andor the Unionwill ensureghatan alterraete repreentative will beassgned
assoon agprecticable, asbut nolongerthan two (2) work days. If analternaterepresentative is designategthe
Agencywill provide forashot extension, withinthe two(2) work daytime frame,to allow the alternate Union
Representativéme toconferwith the employee.
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Section7. Procedureto RequestRepresentation.

A bargainingunit employeehastheright to contactheir Union RepresentativeEmployeesvho havean
employmentrelatedproblem orsituationwhich theydesireto discusswith a Union Official or stewardduring
working hourswill advisetheir supervisorgrior to exercisingtheir right to representatiorSupervisors will
grantreasonableequestgor temporaryabsenceinlesswork relatedconditionsprecludetheimmediaterelease
of theemployedo meet with dJnion Representativdf anysuchrequesis not immediatel@pprovedihe
supervisowill inform theemployeeof theearliest timehat therequeswill be approvedHowever if the
employee demonstratagimmediateneedto meet with dJnion Representativahe supervisor shaljrantthe
requestTheemployeewill givethesupervisolanestimateduration oftheir expectedabsenceUpon returning
from exercisingtheir right torepresentatioafteranapprovedabsencethe employeewill inform thesupervisor.
SBA Form 1448(AppendixC) shallbe usedto requestabsencdor representationglurposes.

Section8. Payroll Timeliness.

ThePartiesagreethateveryemployees entitledto their paycheckandreimbursementtor authorized
expendituresnadeon behalf othe Agencyatthe propertime andin the properamount.The Employerwill
makeeveryreasonableffort to assureéhatemployeeseceivetheir proper papndreimbursementat the
propertime, andthatemployeeseceivetheir EarningsandLeaveStatements on the déyeyaredue.

Section9. EmployeeDebts.

Eachemployee shahandletheir financial obligationsin accordancavith suchGovernmentwide regulationsas
maybein effectat the timesuchdebtsmay becalledinto question

ARTICLE 9 EMPLOYEE COUNSELING ASSISTANCE

Sectionl. General.

The Employerandthe Union recaynizeresponsibilitiegshataremutuallybeneficialandwhich relateto
providingan EmployeeAssistance PrograieAP) thatprovides necost shorttermcounselingo assist
employeeswith issues ofi personahaturerelatedto work andfamily. The programincludesreferralsewices
for issuegelatedto alcohol odrug abusepersonakemotional financial marital,family, andlegal matters
which adversehaffectonthejob performanceconduct, olinterpersonatelationships in thavork place.
Accordingly,the Partiesagreethat earlyrecognitionof the need for assistances important,andthatif the
employeeagreesmeasures should bekenat anealy stagewhen the situation is most liketo be corectable.
TheAgencywill assurghat noemployeewill havejob securityor promotionopportunitiegeopardeed by a
requesfor counselingor referral assistance

Section2. Employee,Agencyand Union Responsibilities

TheParties recagnize their responsibili to discouragainacceptabléehaior by bargainingunit employees
who areattendanto themattersreferredto in Section 1Towardthatend, theJnionandthe Agencymay
jointly or separatelycounselemployee®xhibitingsuchbehaviorwith respect tothe possibleramifications.The
Union shall attherequesbf theemployeg consultwith theappropriateAgency official for the purpase of
fostering factal understandingf thecircumstanceattendanto theparticularsituation.The Partiesrecognize
that theemployee alsbears responsibilitio admitprivatelyor asotherwiseappropriatehata needexists,and
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to take actionsto correctthe behavior, aswell asto addresgherelatedunderlying cause(s).

Section3. Program Awareness.

It shall bethejoint responsibilityof theParties to publicizéo theemployeeghe availability of counselingand
referralprogramshoweverno employeewill be requiredto participateor bepenalizedor merelydeclining
referralto counselingervice

Section4. Leave.

Employeegarticipatingin assistancerograms will begrantedsick, annua) or leavewithout pay asauthorized
underGovernmeniwide law, rule, or regulationsappropriateéo thespecificcircumstancesAt the discretion of
thesupervisorpn acaseby-casebasis, themployeamaybe grantedadministrativdeaveup to ong(1) hourfor
the initial EAP counselingsession.

Section5. Counselors.

To theextentpracticalandfeasible the Employerwill providecounselor&knowledgeableén referring
employeedo appropriateassistance progranositsideof the Agency.

Section6. Disciplineand Adverse Action.

Whenanemployeeregardinga matter appropriate thecounselingassistance prograoontemplated bthis
Article, hasconduct omperformance issuafirectly relatedto thematter anduchconductor lack of
performanceavould otherwisavarrantDisciplinaryor AdverseAction, the Employershall follow theprovisions
of Articles 37 and38 of this Agreement.

Section7. Record of Participation.

a. Employee @rticipaion in, and information obtained throgh, the assistaregprogramis @nfidential and
records regading anemployee’s participationin theprogram must ke maintainedasprovidedby
applicableGovernmerwwide law, rule or regulation.

b. Without anemployee'sspedfic written consent, the supenisor May Not obtain information aboutthe
subsénceof theemployeés involvementwith acounseliig program Information obtainedwith the
employeés authorizaiton from suchcounseling prograns may not seve asthe basisfor disciplinary or
adverseactions

ARTICLE 10 OFFICIAL PERSONNEL RECORDS (eOPF)
Sectionl. General.

Employeeshallhavetheright to examingheir Official PersonneFoldersduringdutytime. All employees
will be providedwith a uselD andpasswordo accesshe systemandobtaintheir OPF.Employeesavethe
right to print outandprovide acopyof their OPFto their Union RepresentativeEmployeesvho donot havea
passwordr userD to accessheir OPF, will obtain ondrom the Office of HumanResources Solutions.

Section2. Content.
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Official PersonneFolders(OPF)arethe propertyof the Office of PersonneManagementandthe contents may
not beremovedaltered or addedo, exceptby properauthority. The Agencywill comply with the Office of
PersonneManagement'Suideto PersonneRecordkeepingegardinghefiling of materialsn the OPEFAN
employeemayrequesiand will beprovideda copyof anymaterialcontained in th©PFandwill be accorded
the opportunityto put onrecord, in thefolder, anyreasonable statemetiteywish to makeaboutunfavorable
informationcontainedn the OPF,exceptwith respecto ary final decisionby athird party.No materialwhich
will reflectadversel upon theemployeés character oGovernmentareemill be placedin their OPFwithout
theemployee'&nowledge.

Section3. Performance Records.

The Employer shallmaintainemployee performance fil&s accordancavith 5 CFR293subpartD. Employee
performancédiles will include anEmployee Perfor@nceFoldermaintainedoy the servicingpersonnebffice
anda PerformancéVork Foldermaintainedby theratingofficial. Thesefiles will be maintanedin accordance
with governing Privagy Act regulations appropriateetentionschedules and dispositigaidance.

a. A PerformanceWork Folder (PWF) is aratingofficial's workingfile in which copiesof official
performanceatingsand otherperformanceelateddocumentsareretainedfor usein initiating
performanceatingactions. Thd?WF shallcontainthe following documents orecords

1. Theoriginal performanceplan(PersonaBusinessCommitmentPlan)andany modifications
amendmentsor changedo that documentmadeduringtheratingperiod;

2. Any interim performanceappraigl preparediuringtheratingperiod taetherwith relaed
correpondenceand documentbetveenmana@mentofficials and theemployeerelated
correspondenceceived from external souces suchaslettersof commendatin and compkints
directly relatedto theemployee's performance and theemployee'somments;

3. Any Performancebased\oticesof NegativeDetermination orNoticesof Recorsideration
Decisons anda copy of any Noticesof Proposabr Notices of Decisionstogetherwith acopy
of all relateddocumenttion;

4. Any Standard~orm52, "Requestor PersonneAction”, preparedn connectiorwith adecision
to reducen grade reassignor removeanemployeefor Unacceptabl@erformance;

5. Recommendatior®r performanceelatedtrainingandcopiesof completedraining,when
applicable;

6. Any lettersreferring anemployeeo theEmployeeAssistance Prograandor offeringthe
employee ampportunityto undergaoa physicalexamination;

7. Any final actionsregarding.ecommendeg@erformancewards;

8. Any otherperformanceaelateddocumentsvhich theratingofficial and thereviewingofficial
will consideracton, or initiate;

9. Any relatedcorrespondence amthcumentbetweemmanagemenbfficials and theemployee,
relatedcorrespondenceeceivedirom externalsourcessuchaslettersof commendatiorand
complaintsdirectly relatedto theemployee'performancewhich areapplicableto appraisal
activitiesfor theemployee'surrentratingperiod;and

10. Any reasonableamountof documentatioprovidedby the employeeconcerninghe employee's
performance.

b. The servicingpersonnebffice shallretain in theEmployee'$erformancé-older(EPF)all documents
below:
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1. Thefinalized performance plan (PesonalBusiness Commitmerlan)andany equivalentforms
usedby otherFederhdagenciegslocumentinggmydoyeesthreemostrecentratingsof recordgiven
within the previousfour years

2. A copy of arny interim perfaomance appraisgrepared duringhe ratingperiodwith a copy of
any employeecommerts; and

3. Copies ofany approvedoerformanceawardswithin thepreviousfour years

Section 4. Availability of Records.

An employeeor theirrepresentativevhois designatedn writing shall re@ive, uponrequestcopies of any
docunentation relieduponas evidencein aperformancedisciplinaly or adverseaction Internal maragement
documeng arenot to ke keptin anemployeés Official PersonneFolder, Employee PerformancEalder, or
PerformanceéNork Folder.

ARTICLE 11 UNION RIGHTS AND RESPONSIBILITIES

Sectionl. ExclusiveRepresentation.

Pursuanto 5 U.S.C7114(a)(1)the Agencyrecognizeshe Union as theexclusiverepresentativef the
employeesn theunit it representandrecognizeshat it isentitledto actfor andnegotiatecollectivebargaining
agreementsovering allemployeesn theunit. TheUnion is responsibléor representingheinterestof all
employeesn theunit it representsvithout discriminatiorandwithoutregardto labororganizatiormembership.

Section2. RepresentationRequirements.

a. Pursuanto 5 U.S.C7114(a)(2)(A)theUnion shall begiventhe opportunityto berepresentedtany
formal discussiorbetweeroneor moreemployeest representand oneor morerepresentativesf the
Employerconcerninganygrievancgto includesettlementliscussionsdr anypersonnepolicy or
practiceor othergenerakondition ofemploymentThisright to berepresentedoesnot extend to
informal discussiondetweeranemployeeanda supervisorconcerninga personajproblem,counseling,
or work methodsandassignments.

b. TheappropriatdJnion official will be givenadvance noticef anyformal discussiorthat is to béneld.
If thatofficial or designees notavailable the SBA shallnotify the Council PresidenThis advance
noticewill be givenunlessmanagemenrtasbeenpreventedrom doingsodueto anemergencylin
situationsinvolving a meetingwith alargegroupof employeegsuchasa meetingwith aBranch,
Division or office), the Union shallreceiveat leasta two (2) workdaynoticeof themeeting

c. At thestartof eachformal discussionthe SBA managementepresentativevill askanyUnion
Representativesho maybe presento statetheir nameandUnion positiontitle. Furthermorethe SBA
managementepresentativevill permitthe Union Representativeo askrelevantquestionsandto
present brief statemenbeforetheend of the meetingutlining the Union'spositionconcerninghe
issuegresentedy managementandto have full participatoryightsduringthe meetindgo theextent
accordedo otheremployees

d. Nothingin this Sectionshallbe construedo denyanyunit employeeanyright protectecby 5 U.S.C.
7114(a)(2)(B).
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Section3. Communication Goals.

TheUnion recognizeghe valueof improvedcommunicatiorbetweeremployeesindsupervisorsn orderto
promote efficiencyandto improvethe moraleof employeesUnion effortsin thisrespecwvill be focusedon the
goal of makingthe Agencya betterplaceto work.

ARTICLE 12 UNION REPRESENTATION
Section1. Union Recognition

The Agencyagreedo recognizeéhoseUnion Representativedesignatedy Council228 Presidentor designee,
havingauthorityto representhe Council. Suchdesignationshall bemadein writing andshallspecifythe
scopeof authorityof thedesignatedepresentative Designatedepresentativesf the Councilmayre-delegate,
in writing, their authority. Alldesignationsindre-delegation®f authoritywill be providedto AgencylLabor
Relationsrepresentativeandre-delegationshall also berovidedto the appropriate Region@dministrator(s).
Failureto receive notice athangen designation ore-delegatiorwill mean thedesignatedndividual of record
remainsauthorizedo representhe Union.

Section2. RepresentationalActivities.

a. CoveredRepresentationalActivities. The AgencyagreeghatUnion Representativeshall be
authorizedsuchofficial time asis reasonable andecessarfor Unionrepresentatioactivities Such
activitiesshallinclude,but not bdimited to:

1. Discussingandinvestigating complaintgrievance®r appealsvith bargainingunit employees;
2. Preparing grievancemdappealf bargainingunit employees;

3. Attendingmeetingswith supervisor@ndother agencyfficials;

4. Attendingmeetingsasane mp | o ne@resahtativer asa Union observemwhena Union

Representativdoes notepresentheemployee;

Meeting/Hearingstt MSPB,EEOC, arbitrationand/or indiscussiorwith FLRA,;

Preparingandpatrticipatingin statutoryappealsandUnfair LaborPractice chargesnd

complaints;and

7. New employee/transfdariefing.

b. Activities Not Covered Official time shallnotincludetime spentoninternalunionbusinessincluding,
but not limitedto:

AttendingUnion meetings;

Solicitingmembers;

Collectingdues;

Postingnoticesof Union meetings;

Carryingoutelections.

oo
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Section3. Travel and Per Diem.

ThePartiesagreethat travel angberdiemin connectiorwith representationdlinctionswill be providedas
specifiedbelow The Agencyandthe Union havea mutualcommitmentto containtravel expensem
connectiorwith representatioandagreeto thefollowing provisions:

a. Union Representatives.
1. TheAgencyandthe Unionagreethat,ordinarily, representationf employee®r theUnion on
official time will be performedby Union Representativédsom within thecommutingarea and,
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to theextentpracticablefrom within thesameSBA Regionor NationalCouncilof Small
BusinessAdministrationLocals(NCSBAL).

2. If thereis no Union Representative in tbemmutingareaand
teleconferencing/videoconferenciagenot feasible the Agencywill payappropriate travel
expensesf thenearestepresentativavithin the SBA Regionor NCSBAL for thepresentation
of grievances.

3. Third patty procealings

(@) Consisent with Subsedbn 2, the Agencyill shareequallyin thetravel andperdiem
expensesor the UnionRepresentative(andup to three(3) Union witnesseatan
arbitrationhearing.

(b) Consistentvith Subsectior?, the Agencyill shareequallyin thetravelandperdiem
expensesor the Union Representative withian SBA Regionor NCSBAL andup to
three(3) Union witnesseat otherappropriatehird pary hearingswhenanemployee has
designatec Union steward orofficial astheir representative.

(c) If anyquestionarises ovetraveland perdiemexpensesoncerningepresentation in
connectionwith third partyproceedingsit shallbereferredto theCouncil Presidenand
the AgencyLaborRelationsrepresentativegr appropriate designee($yr resolution.

4. TheAgencywill pay travel andperdiemexpensdor Union Representatives fanid-termand
supplementabargaining.

5. TheAgencywill pay for traveland perdiemexpenses faravelto partnershigcouncilmeetings
in accordancevith Article 5.

6. TheOffice of Human Resources Solutions vill inform Union Representativ@supervisor(spf
invitation to travd.

7. All travel auhorization requegs must ke submittedandapprovedorior to thecommencemerof
travelin accordancevith existingtravelregulations.

b. Bargaining Unit Employees BargainingUnit employeeswill be reimbursedor traveland per diem
expensesn connectionwith meetingsvith Managementaceto-face oralresponseso proposed
disaplinary sugensions or adverse adions (ordinarily limited to theemployeeagainstvhomthe
suspensioror advese action hasbeenproposed plus theepresentative)pr necessarparticipaton in
grievance®r arbitrationsor otherthird partyproceedngs.

Section 4. Absencefor Representaion.

When aUnion Representativexergsestheirright to conductiabormanagementelationsactivities, the
representativevill obtainthe prior approvalof theirsupevisor. However, infrequentor unplannedises obrief
durationdo notrequiresuchapproval Requests foofficial time shallbereasonaby in advance in writing, and
shallcontainthereasonsfor theabsencein accadarcewith Appendk C, which shall bethe approprateform to
use inrequesting andppoving official time. Thesupewisorwill acton the official time requestt thetime it is
receivedor assoon agracticableUseof official time will not beunreasonablgenied.

Section5. Representaton While Teleworking.

While teleworking,Union Representativesndapprovingofficias will continueto observehe sameoffice
proceduresvhenrequestingepresentationdime/teleworking The SBA Form 1448 (AppendixC) will be
subnitted to theapprovingofficial . The approvingpfficial will inform theUnion Representativerhen theform
isapproved.
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Section 6. Confirmati on Requirement.

When official timeisto be used, arepresnative will make an apmintment wih the employee wth whomthe
representative wishesto visit, andwill confirm the employee'sivailability pursuanto Article 8, Section7 of
this Agreement.

Section7. Official Time for RepresentationalActivities.

a. ThepariesagreethatUnion Representativewill be providedreasonabl@and necessamfficial time to
perform activitiesunderlaw or the collective bargainng agreementgonsisent with currentpractice.If
either paty believes that circumstances have changedany changen theinterpretation of "reasanable”
will bemadepursuanto the obligation to bargan.

b. Whenemployeesrenewly electedor appointedo Council228, theNationalOffice AFGE and/or
Council228Presi@nt will notify the Agency When aCouncilofficial leavesoffice, theywill havea
right to returnto work inthe position ofecord.In the eventthe position ofrecordno longer existsthey
shall beassignedo acomparablgositionin the same office.

c. Asneed arises andat therequed of Council 228 Presiant, management may at its disaetion authorize
up to 100 percert officia time for unionofficials to work on contractrelatedmattersand/orspecial
projects.The namesof the specificunion officials will be providedby Council 228Presidento the
approvingAgencyofficial.

Section8. ExclusiveRepresentative.

Exceptto the extenprohibitedby 5 U.S.C. 7117, the Agencgcognizeshat theFederalLaborRelations
Statuteprovidesthatwhenevethe exclusiveepresentativeepresents majorityof employeesn the Agency,
the Agencymaynotassert aompellingneedfor Agencyrulesor regulationsasabarto negotiationsThe
Agencyfurtherrecognizeshat,at presentthe exclusiverepresentativeepresents majorityof theemployees
of theAgency.The Union shallprovidethe Agencywith a list ofall Union officials for the Councilandthe
locals. Eachlist shallcontain thenamestitles andcontactinformation,listedby local. Thelist of Union
officials shallbe keptup-to-date,andwhen changesccur,therevised listshallbe sentto theAgency. The
Agencyshallprovidethe Council 228 Presidenandall Union Local Presidents a list aill ManagemenBoard
memberon aquarterlybasis. A list ofOHRSemployeeshall beavailableon theSBA YES pageat
http://yes2007.sba.gov/sites/Manda/OHRS/Pages/OHCMHome/aspx

Section9. Investigating Abuses ofOfficial Time.

Thepartiesheretoacknowledgehat theras mutualbenefitin addressingjuestionsastowhatis” r eas ona b |
andwhatprocedureshould béollowed to resolveproblemsassociatedvith anyperceptiorby the Agencythat
anunreasonablamountof timeis beingused,or thattheintentas to"reasonablenesss otherwisebeing
abusedWhile the Agencyretains theight to discipline anyemployeevho abuse®fficial time grantedunder

this Agreementnormally,the Agencywill first communicate itgoncerngo thePresidentf theappropriate

Local and simultaneousli thePresidenbf Council 228in anattemptto resolvethe situation.
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ARTICLE 13 USE OF OFFICIAL FACILITIES AND COMMUNICATIONS

Sectionl. Facilities.

a. Dependingupon the continuingvailability of spacean buildingsit occupiesn eachgeographidocation
in thebargainingunit, the Agencwill providethe Union with office spacefor:

1. Representationand/orofficial labormanagemerdactivitiesdescribedn Article 12, including
maintainingits filesandconductingprivateconversationsvith employeesand

2. Conductingregularandspecial Union membershipeetingsduring nonduty hourswithin the
normalworkdayof the bargainingunit employeesnvolved.

b. TheUnionagreego complywith normalsafety,security,utilization policiesandregulations
concerning facilitiesnadeavailablewhenoccupyingspaceprovidedby the Agency.The Agencywill,
onanasneededasis provideconferenceoomsasavailablefor discussiondetweeremployeesnd
Union officials. TheUnion will exercisereasonabl@andprudentcarein useof suchspaceNeither
employeesior UnionRepresentativeshall useany Agencyfacilitiesto conducipersonabusiness
enterprise®r outsideemployment.

Section2. Communication Directories.

Agencytelephonelirectoriesor listings publishedand/orposted on thé g e n webs$iteand/orMicrosoft
Outlook e-mail afterthe executionof this Agreemenwill containthe nameandphonenumberof the Council
Presidentthe NationalCouncilof SmallBusinessAdministrationLocals(NCSBAL), RegionalVice Presidents,
Local President(s)andshopstewarddor theorganizationasegmentn which AFGE NCSBAL hasexclusive
recognitioncoveredoy thedirectoryor listing. TheUnion shallprovidethe A g e n @gfedosnmunication
Specialisin the Office of Communicationshavingcontroloversuchdirectoryor listing, with thenameand
phonenumbersf the Council Presidentl.ocal Presidents and shop stewarfds,inclusionin thenext
publicationof the directoryor listing.

Section3. Communication Technologies.
a. EmployeeUseof the A g e n E&lgcéranic Communication Systems.

Employeesnayusethe A g e n elgciiosiccommunicatiorsystemdo communicatevith Union
Representativegygencyofficials, otheremployeesandappropriatehird parties. TheAgency 6 s
electroniccommunicationsystemsincluding computersvith e-mail andfax machinesareto beused
in accordancevith AgencyandFederabpoliciesandregulations. Telephone callsf up tofifteen (15)
minutes indurationwill notrequireapprovalfrome mp | o immediatesupervisor.Callsexceeding
fifteen (15) minutesin durationwill requireapproval ofe mp | o0 supeeviSogxonsistentvith
provisions ofArticle 8, Section7 andArticle 12, Section 4f this AgreementThis approvalwill be
documentean theSBA 1448(AppendixC). Employeewill usethe Governmentelephonesincluding
Agencyissuedcellularphones, in aeasonableprudent,and costconsciousnannerReadingcreating,
andtransmittingsuche-mails orfaxesexceedindifteen (15) minutes indurationwill requireapproval
of thee mp | o supeevi8oxonsistent with th@rovisionsof this Article. Employeesvho arenot
Union officials will not useAgencycomputersystemsncludinge-mail andfax machineor telephones
to lobbyCongress.
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b. Union Useof A g e n E&lgcéranic Communication Systems

Forrepresentationgburposes, theJnion mayusethe A g e n elgciogic communicatiosystems
including:telephoneshlackberriescellularphonesandcomputerswith e-mail andfax machinedor
communicationsvith Agencyofficials, employeesptherUnion Repregntativesmemberf Congress
(exceptfor activitiesthatconstitutegrassroot$obbyingor lobbyingthatconcerngpendinglegislation),
andappropriatehird parties.

TheUnion will bejudiciousin the useof attachmentso e mail messagesAttachmentswill be keptto a
reasonablsize, with theunderstandinghat somedocumentslike a r b i t de@storoarsbdengthy.
Messagesvill conformtothe A g e n coynpusersecurityawarenessrainingandstandards.
Informationsent on anail orelectronicmediaor postedon abulletin board omwebsitewill not contain
libelousor slanderoustatements pertainirtg thefederalgovernmentto theAgency,or to anyAgency
supervisormanagemenbfficial or employee.Messageshall not includexinyitems orinformation in
violation of theHatchAct. TheAgencyshallhavetheright to requesthatthe Unionrecallor remove
anye-mailsor electronicmediathatcontainanysuchinformation.

Section4. Membership Campaigns

The Agencywill provideadequatéacilities for membershigrivesat alocation that willprovideaccesgo unit
employeegluringnondutytime andlunch periods. Th&nion mayconductperiodic membershipampaignsn
nonduty areaduringthe nondutytime oftheemployeesnvolved. Agacytelephonesndcomputersystems
includinge-mailsandfax machinesnayonly beusedby the Union to sendhoticesandannouncements fauch
membershiglrivesduringlunch periodsleave,and/or norduty time. Whensucha campaigns contemplated,
theUnionwill notify the Agencyat leastten (10) calendardaysin advanceof thebeginningof the campaign.
Normally, the Partiestthelocationwherethe campaigris to beconductedhall establisithe conditions
governingthe conductof the campaign.Wherethereis no Unionofficial presentCouncil228 Presidentvill be
involvedin establishinghe conditionsgoverningthe conductof thecampaign. Uponrequestthe Agencywill
authorizeUnion Representativewho arenot Agencyemployeesccess tohe A g e n prgniisego participate
in membershigampaignsn accordancevith thisArticle.

Section5. Bulletin Boards.

TheAgencywill continueto providelockedbulletin boardshatarein placeasof theeffectivedateof this
AgreementSubjectto funding,the Union will be providedwith alockedbulletin boardat eachoffice whereit
doesnot havea bulletin boardin whichit is the exclusiveepresentative Suchbulletin boardspace shalbe
usedfor the postingr displayingof materialspertainingto communications to Uniomembers.To theextent
practicablethe Unionwill assurdghat Unionmaterialis notplacedelsewheretherthanonthédge ncy 6 s
furnishedbulletin boardsasstatedabove In no eventshallthe numberof bulletin boardsfurnishedto the

Union exceedhe number otheA g e n bufidlirsboardsin thesamebuilding. The Agencghallhavetheright
to requesthe Union to remove anljbelousor slanderousnaterialit finds postedon Union bulletinboards.
Messageshall not includenyitemsor information in violation of thélatchAct.

Section6. Useof Spaceand Equipment at the Local Level.

a. Subjectto theavailability of furnitureandspacethe Agencywill allow theUnionatanylocal level
reasonablespaceandequipment suchsa computerdesk,phone chair,conferencedables printers,
telephonesfax machinesandalockingfile cabinet forrepresentationgdurposesnd/orofficial
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labormanagemeructivitiesfor officesthatdo notpresentlyhavefurnitureandspace. Computer
equipmenwill haveaccess to thA g e n intyadetnetwork,Web Conferenceg-mail, andinternet.
Telephonesvill haveaccess to londistancenetworkandlocal calling. The Agencywill provide
conferencesalling capabilityincluding codesfor Agencyconferenceine, voicemail, andcallerID
commensuratevith what isprovidedin otherAgencywork space.When aSBA office is
redesignedthedesignwill include a Union office of sufficientsize(if onewasthere)with alocked
door. Redesigrof an SBA office with morethana deminimisimpacton employeewill be treated
asa Changdn Conditions ofEmploymentor purposes oArticle 4 of thisAgreementgxceptthat
Union offices of sufficient size, with éockeddoor,will continueto be providedvhentheyare
alreadypresentin Union offices,the Agencywill providethefollowing equipment on aas
availablebasis:a computer printer,desk,chair(s) telephone anéhx machine. Privateoffices
alreadyin placeasof the effective dateof this Article will not beeliminated Wherethereis a
permanenthangean onsiterepresentatiosothatthereis no oneo use,therepresentationapace
providedto theUnion, theCouncil Presidentill notify the Chief HumanCapitalOfficer, andthe
District Director, RegionalAdministrator,HeadquarterdManagemenBoardMember,AreaDirector,
andCentemDirectorof thatoffice immediately. If after90 daysthe spaceemainsunoccupiedy the
Union, itrevertsbackto the Agency. In theeventwhereanoffice is assigned permanenbnsite
representativahe Agencywill make like kind representationalpaceavailable to théJnionin an
areathat providegrivacy. For privacypurposesif a permanenbffice is notavailable useof a
sharedspaceequipped with aelephonesuchasa conferencegoom,interviewroomor vacantoffice,
will be madeavailableto the Union. In this instanceanysuitablespacethatbecomesvailablein the
future,deemedexcessdy the Agencyatthatlocation,will be providedto theUnion.

. TheAgencywill continueto providethe Council228 Presidenbr designeavith cell phone
capability. The Agencywill provideLocal 2532Presidenbr designeavith cell phonecapability.
The costfor cell phonecapabilitywill be borneby the Agency. The Agencywill providethe
Council228 Secretaryr designeavith cell phonecapability. The Agencywill pay the costfor this
cell phonecapability.

. TheAgencywill continueto providethe Council228 office spacesquipped with phoneomputer,
desk,chair(s)andprinterlocatedat 4093 StreetSW, WashingtonD.C., inaccordancevith MOU
betweerthe Parties signe831-03 and4-2-03 respectivelyaswell asin FLRA settlement
agreementasenumberWA-CA-05-0105dated10-06 and10-07-2005.

. TheAgencywill continueto providereasonableffice spaceascurrentlyequippedor Local 2532
locatedat 4093 StreetSW, WashingtonD.C., as currentlgocumented in Agencinnual
InventoryReportForm 110 datedvlarch2004.

. Pursuanto theSettlemenAgreemenin FLRA CaseNo. WA-CA-05-0179, the Agencwill
continueto provideCouncil 228 Officerswith the WestLawcomputerresearchool withoutcharge
to Council228. TheCouncilPresidentill designaten writing to theChief HumanCapitalOfficer
which nine (9) councilofficials who are alsccurrent andetiredemployee®f the SBA are
authorizedo useWestLaw.Any new officials designatedby the Presidentf Council 228 toreplace
previouslydesignated officials wilteceivethe WestLawtrainingwithin two (2) payperiods
following their designation.Council 228 officials who areprovidedWestLawtrainingwill be given
six (6) hoursof official time (outsideof Article 12) for suchtraining. Thecostwill beborneby the
Agency.

TheAgencywill establishawebsitefor theexclusiveuseof AFGE Council228andLocal 2532 on
theintranetto post materialsAFGE Council228will submit materialsto the Officeof Chief
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InformationOfficer (OCIO) for postingon theintranet. Union itemspostedon theintranetmayalso
bepostedonlocal bulletin boards.

Section7. Security of Union Files.

At aminimum, theAgencywill providethe Secretarypf AFGE Council228, who isan Agencyemployeewith
aprivateoffice (four floor-to-ceiling walls with a lockeddoor)alaptop, acomputerchair(s),telephonefax
machinejockingfile cabinetandaccesdo aprinter.

Section8. Mail Services.

a. TheUnion'smail should not bepenedy the Agency. Local Union officials andrepresentativesay
usetheinter-office mail systemfor regularrepresentationalommunicationge.g.,grievances
correspondencer memos tdManagement)Consistent wittpostalregulationsthe Union shallhaveuse
of Agencymeteredmail limited torepresentationahatters. Suchauthorizeduseof meteredmail will
belimited tocorrespondence directéal Agencymanagemenfficials, otherUnion officials andthird
parties. Massmailingsareinappropriateunder thisSection After obtainingwritten office head
approvaltheUnion will alsobeallowedto usethe A g e n conttacteddeliveryservicedor
submissions téd\gencyofficials andappropriatehird partiesfor representationgdurpose®nly when
materialmust befiled or deliveredin anexpeditednannerandwhenelectronic oifax transmissionsr
personabeliveryarenotacceptablenethods of delivergr filing. If theoffice headdoesnot grant
approvaltheUnion will requesteviewby successivelpigherlevelsof Agencymanagement.

b. Neitheremployeesior Union Representatives) connectiorwith matterscoveredoy this Agreement,
shallusethefollowing services fothetransmittalof written materialsrelated tarepresentational
mattes: Governmenfrankedenvelopescertified, classified,or registeredmail, courier,or interagency
mail.

Section9. CopyMachine.

Union Representativ@mayusethe A g e n seff-gervicecopyingmachines irconnectiorwith their
representationalctivities. Union Representativesill use the Governmentopymachines in aeasonable,
prudent,and costconsciousnannerBulk copying(100or more)ordinarilyis notallowedunder thisArticle.
However,circumstanceghich occurthat arebeyond thecontrolof thePartieswill be addressedn a caseby-
case basis.

Section10. NewsletterDistribution .

TheUnion'snewslettemaybedistributedto theemployeewviatheA g e n compugersystemsncludinge-
mails andiax machinesor personableliveryduringnon-duty hours. Newslettershall notincludeanyitemsor
informationin violation of theHatchAct.

Sectionl1. Distribution of Union Literature.

TheUnion maydistributeUnion literaturethat constitutesternalUnion businesto employeesiuringthe
work day, providedthat the UniorRepresentativdistributingthe materialis in a nonwork/nonduty status at
the timeof distribution, and themployeereceivingtheliterature,if presentatthetime ofthe distribution, is
alsoon lunchperiods Jeave,or othernon-dutytime.
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Section12. Office Supplies.

TheAgencywill continueto providethe Union officials with routine officesuppliescommensuratevith whatis
generallyusedin thatwork location.

ARTICLE 14 ORIENTATION OF NEW EMPLOYEES
Sectionl. General.

Within five (5) work days,all newemployeewill begivenacomprehense overviewof SBA programs,
personnepolicy andotheradministrativanformation via theéSBA intranet Within five (5) work days,the
Union Representativatthelocal level will be affordedthe opportunito meetwith theemployeeon official
time. The employeeavill alsobeadvisedof theirright to refrainfrom anysuch Unioractivity. Theemployee
will be protectedn exercisingher rights. Additionally, the localUnion Representativenayelectto be present
duringtheorientationand will advisethe employeeof theirright to form, join orassistanylabororganization,
includingCouncil228 ofthe NationalCouncilof SmallBusinessAdministrationLocals(NCSBAL), freelyand
without fearof penaltyor reprisal.This Sectionshall not normallyoe construedo requirethe paymentof travel
andperdiem.

Section2. Union Information. All new employeesaswell asemployeesvho transferfrom anon-Union
office, will be provided thenameof the Union Representativéor theemployee'svork areaalongwith their
phonenumber. An information kit will beprovidedby the Union andwill includethefollowing:

1 E-mail, currentoffice addressand phon@umberof thelocal Union Representative(s)
1 Copyof thecurrentMasterAgreementjncludingamendments

1 A copyof theapplicableAFGE health benefits and lif@msurancérochuresalongwith otherbenefit
information.

Section3. ExclusiveRepresentative.Employeesn theunit of recognitionwill be informedduringorientation
of thestatus of théJnion asthe exclusive representativad employeesn thebargainingunit.

Section4. New Employees.The Office of HumanResourcesolutions will notifyCouncil 228 Presidenbf any
employee transferrinipto abargainingunit office. Additionally, the SBA Daily will on a monthlybasisinclude
alist of thenamesof all newemployeesncluding theirpositionsandlocations.

ARTICLE 15 HOURS OF WORK
Sectionl. BasicWork Requirement.

Basicwork requiremenmeanghe numberof hoursexcludingovertimehours,which anemployeés required
to work or isrequiredto accountor by leave.

a. All full-time employeesreresponsibldor completingan80-hour bi-weeklybasicwork requirement.

b. All parttime employeesreresponsibldor completinga lessthan80-hourbi-weeklybasicwork
requirement.

c. ThisAtrticle appliesto all bargainingunit employeestecognizinghat paritime employeesvork
schedulesinderSectior4 areadjustedo reflecttheir parttime work requirements.
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d. Work schedulesindleavetakingmust ban incrementsof fifteen (15) minutes.

Section2. Alternative Work SchedulegAWS).

The Agencyandthe Unionagreeto support thepplicationof flexible work schedulesBoth Partiesfurther
agreethat it is themutualresponsibilityof the Agencyandthe employeedo effectivelyaccomplisithe mission
of theAgency.ThePartiesrecognizethat the use oAWS hasthe potentialto improveproductivityandmorale
andprovidegreaterserviceto thepublic. Nothingin this Article affectsexistingpracticesegarding
compensatoryime.

Section3. Coverageof the Plans.

a. Any employeemaycontinueworking a standardschedule.

b. In theeventof a conflict of schedulingamongemployeest a givenorganizationalnit, Service
ComputatiorDate(SCD)amongemployeesvhosefinal currentratingof recordis at leastlLevel (3)
"MeetsExpectationsWill govern,in theabsencef personahardship omissionneeds.

c. ThisArticle will be administeredgccordingo 5 U.S.CChapter61, SubchapteH, and5 C.F.R. 610,
SubparD.

Section4. Available Schedules.

Employeesnayrequesto work oneof theschedules listed in thsection. After receivingarequestthe
designateananagementfficial shallevaluateherequestind makea determination t@pproveor disapprove.

Opportunitiego selectdifferentschedulesnd/orstartingandstoppingtimes maysubsequentlperequestedby
theemployeeonceeachquarter. Any furtherrequestg$or achangen schedule ohoursduringthe quartemwill
beconsideredf basedn a personahardship.

1. Standard/Traditional Straight8 Scheduld Fixedeighthoursperday,five daysaweekboth weeks of
the payperiod. No flexible time band.Credithourscannotbe earnecconsistent witrexistingandfuturelaws
andGovernmeniwide regulation.

2. Alternate Work Schedules

a. Flexitour Schedulei is aflexible schedulecontainingcore time oreachweekdayin whichafull-
time employee haa basicwork requiremenbdf eighthours per dagnd40 hoursperweek,in which
theemployeehavingselectedstartingandstoppingtimeswithin the flexible time band,continueso
adherdo thesdimes. Under th&lexitour SchedulecredithourscanbeaccruedCredithoursare
governedoy existingandfuture lawsand Governmentide regulationgSeeArticle 2, Sectioril).

b. Gliding Schedulei is a flexibleschedulg Ten8 hourwork days,40 hoursperweekeachpay
period)in which a fulttime employee hathe basiavork requirementn eachday,andmaychange
thearrival time dailyaslongasit is within theestablishedlexible time band. Credithourscanbe
earnedandaregovernedy existingandfuturelawsandGovernmentvide regulations.

c. 5-4/9 Schedule(Maxiflex) T Eight9 hourwork days,one8 hourwork day,andonedayoff per pay
period,andthe employeemaychangethearrival time daily aslong asit is within theestablished
flexible time band. Credithourscanbe earnedandaregovernedoy existingandfuturelawsand
Governmentwide regulation.
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d. 5-4/9 Schedule(Compressed)i Eight9 hourdays,one8 hourwork dayandonedayoff per pay
periodwith fixed arrivalanddeparturdimes. Credithourscannotbe earnedconsistentvith existing
andfuturelawsandGovernmentwide regulation.

e. 4/10Schedule(Compressed) Four10hourdaysandonedayoff eachweekof the payperiodwith
fixed arrival anddeparturdimeswithin theflexible time bandsandadhereo thesetimes. Existing
4/10schedulearrangements the Offices of the Chief InformationOfficer (OCIO), andthe Office
of Administration(OA), will continue undetheir currenttermsandconditions.Credithourscannot
beearnedandaregovernedoy existingandfuturelawsandGovernmentwvide regulations..

Section5. Work Hours.

a. Employeesanbegin theiregularworkdayasearlyas6:00a.m.andcanend theiregularworkdayas
lateas6:00 p.m. inaccordancevith Section8, MondaythroughFriday.

b. Credit Hours. workedin exces®of ane mp | o lyasiosvdrksschedulemaynot beworkedearlierthan
6:00 a.m.unlessotherwise approveth advanceoy amanagementfficial. If declined themanagement
official shallprovideareason.All employeesnust be on dutgr anapprovedabsence&uringthecore
hours 0f9:30 a.mi 3:00 p.m.

Whenselectingwork schedulesemployeesandsupervisorareresponsibldor assuringhee mp | oy e e ¢
presencer on approvedeavefor thebasicwork requiremenandcorehours inlight of thelengthof the
e mp | olyrehgérisd.

c. Holidays. If anyemployeeon aflexible schedul@s relievedor preventedrom workingon aday
designatecsa holiday, suchemployeds entitledto paywith respecto that dayfor eight(8) hours. In
the caseof aparttime employeeanappropriatgortion of theemployeesequiredbasicwork
requirements creditedfor paypurposes.(See5 U.S. C. 6124ndExecutive Ordef1582)

d. Lunch Period. Eachemployee shalichedulevith thedesignateasnanagemeny f f i @ppreval® s
lunchperiodof 30, 45, 0160 minutes duringhe dailybasicwork requirementLunchperiodsshallnot
be scheduledor morethan ong1) hour. Thelunchperiodis theemployee'swn time to usandis not
includedin thebasicwork requirementin the event of especialwork requirementthe lunch period
mayberescheduledlhereis nosettime whenanemployeemust takdunch; howeverit cannotbetaken
immediatelyafterthe beginningof the work dayor immediatelyprior to quittingtime.

e. Relieffrom Video Display Terminals (VDT), computer monitors. Employeesvhosedutiesrequire
prolongedperiodsusingvideo displayterminals mayelectten(10) minutework periods awayrom the
VDT for eachhour ofsuchduties.

Section6. Time Accounting.

Employeesarenot requiredto sigr-in or sign-outon adaily basis;however for the purposeof payroll, time and
attendance recordgill be maintainedandcertified by the employee anthe appropriatenanagemenfficial at
theendof eachpayperiod.

Section 7. Coverageof Mission Needs.
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a. Consistent with thpurposef this Article, employeesthe Union and designateshanagemenfficials
will makereasonablefforts to promote theuccessfuaddministratiorof this Article soasto meetthe
needsof SBA andthe needs oémployees.Efforts mayincludesuchactionsas:

1. Answeringphones;

2. Handlinginquiriesfrom thepublic;

3. Respondindo programneedsasedon businessecessity:
4. Providingoffice representatioat essentiameetings;

5. Adequatesupervisorycoverage.

b. Coverage requirementsnceestablishedby the designatednanagemensfficial, will remainin force
andeffectuntil altered amered, omrevised.

c. Employeesassignedo trainingor anyothertemporaryassignmentvith anestablishegchedulewill
adhereo theestablishedcheduleof the temporargassignmentor theduraton oftheassignment.

d. TheUnionandmanagememfficials will make areffort to develop creativapproacheto improve
administrationn local LaborManagemenRelationsCommittees.

e. EmployeesvhoareonanAlternativeWork Scheduld AWS) in accordancavith Section4(c)(1) maybe
requiredto adjust startingandendingtimes inorderto provideessentiatoveragewithin anoffice. In
thatinstancethe employeenvho mayberequiredto adjusttheir preferredhours ofarrival and departure
will be equitablyrotatedwith otheremployeego the extentpracticable.

Section8. Definitions. Thefollowing definitions shallpply.

a. Maxiflex Schedulemeansatype of flexible work schedulghatcontainscorehours orfewerthanten
(10)workdaysin the biweeklypayperiodandin which a full -time employee haabasic work
requiremendf 80 hours for théiweeklypayperiod, but invhich anemployeemayvarythe numberof
hoursworkedon agivenworkdayor the number ofiourseachweekwithin the limitsestablishedor the
organization.

b. CompressedWork Schedule which maytakea varietyof forms,requiresfull -time employeedo work
80 hoursin lessthanten (10) daysin apayperiod. Also, thetimes ofarrival anddeparture fronthe
office areregularandfixed undera compressedchedule.

c. Credit Hours meananyhours,within aflexible schedulewhich arein excesof ane mp | olyasiee 0 s
work requirementindwhich theemployeeelectsto work soasto varythe lengthof awork weekor a
work day. Therearelimitations to theaccumulatiorof credithours;see5 U.S.C 6126.Employeesnay
accumulatendcarryover up to 2&redithoursin apayperiod,andcannot carryhe excesoverfrom
onepayperiodto another.The Employer,the Union andthe BargainingUnit Employeesaregoverned
by existingandfuturelawsandGovernmeniwide regulationgSeeAtrticle 2, Sectionl).

d. Core Hours arethosedesignatedimesanddaysduringthe biweeklypayperiodwhenafull-time
employeemust bepresent fomvork. With thes u p e r appevalanemployeemayuseleaveduring
corehours.

e. Overtime Hours areall compensabléoursin excesof theemployee'dasicwork requirementand do
notincludecompensatoriours.

f. CompensatoryTime means timeff in lieu of paymentfor overtimehours.An employeenayrequest
time off in lieu of paymentfor overtimehours.

g. Break Period meansaperiod duringhe dailybasicwork requirementvhenanemployeemnayleavethe
workstationand berelieved ofduties.Paidbreakperiodsarepart ofthe basiavork requiremenand
cannotbe accumulatedut canbe deferredor interruptedvhennecessaryEachemployeemayelect one
(1) fifteen-minutepaidbreakperiodduringanyfour (4) hourbasicwork requirement.

h. Holiday meansadayor portion of adaydesignate@sa holidayby a Federaltatuteor Executive
Order.
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ARTICLE 16 OVERTIME

Sectionl. Responsibilities.

a. TheAgency,theUnion and themployeesharea mutualresponsibilityfor expedientaindefficient
serviceto thepublic. Thisincludesawillingnesson the partof employeedo beavailablewhen
workloadsrequirethe useof overtime. Theneedfor the completionof thework to be dones the
primaryconsiderationn theutilization ofovertime. Recognizinghis, theassignmenoéf anindividual
to overtimework or thedenial ofsuchassignmentvill not be madeto rewardor disciplineanemployee.
Overtimemayberequiredof anemployeehowever supervisorshall take intaccountanypersonal
hardshipto anemployeeresultingfrom anovertimeassigiment. At the discretionof themanagerand
to theextentpracticableanemployeanayuponrequestpereleasedrom anovertimeassignmentf a
gualifiedreplacemenis availableandwilling to work.

b. Employeesvho are requiredy the Agencyto work overtimewill becompensateth accordancevith
applicabldaw andregulations.No employeeshouldwork overtimeunlesst is authorizedandofficially
approvedjn advanceby the appropriatedManagemenBoardmemberRegionalAdministrator,District
Director,CenterDirector, AreaDirector,supervisor or theidesignee.However,nothingin this Article
precludesor impairsanemployeevho believestheyhaveworkedovertimehourswithout being
compensategroperlyfrom filing a grievanceunderArticle 39 of thisAgreementalleginga violation of
theFair Labor Standard#\ct (FLSA) or theFederaEmployeedayAct (FEPA).

c. Theovertimepayrulesapplyto employeesvorking attheoffice, athome,telecenter, ootherlocations,
andwhethertheyareperformingdutieson workdays weekend®r holidays.

Section2. Overtime Work.

a. Overtimework is that which isordered approvedandworkedin excesof thee mp | o scleedufed
workday(i.e., eight(8) hours,nine (9) hours, orten(10) hours)or in excesof forty (40) hours in a
week.

b. Foremployee®n aflexible work schedulaunderArticle 15 ofthis Agreementwork in excessf the
scheduledvorkdaywhich is to becompensatetly credithoursis notconsidereavertimework for this
Article.

Section3. Proceduresfor Assigning Overtime.

a. Overtimewill bedistributedasequitablyaspossibleamongemployeesvithin thework unit wherethe
overtimeis requiredwho arequalifiedto performthe specifictasks theAgencyneeds in the time
allocated. Records obvertimeworkedby theemployeeshall bemadeavailableto theUnion, subject
to requirement®f thePrivacyAct. Reasonableffortswill be madeto assignovertimeasequitablyas
possible oranannualbasis foreachcalendaryear. Forthe purposes oéquality,overtimeofferedto
anemployeeanddeclinedwill be documentedor purpose®f theequitabledistribution ofavailable
overtime.

b. TheAgencywill seekto avoidovertimeassignmentthatresult inemployeesvorking excessively
long periods(i.e., two weeks)without adayoff.

c. Employeesvho areperforminga particulartaskor projectduringthe regularworking hoursnormally
will be giventhefirst opportunityto work anyovertimethatmayberequired on that task @roject,
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providedthat theneedfor suchovertimeis not theresultof thelack of performancéyy those
employeesConsideratiomwill then begivento all employeesvithin the workunit who volunteerto
work overtime. Qualifiedemployeedrom otherwork units within theoffice mayalsovolunteer. If
thereareinsufficientqualified volunteerdrom the department/divisionvherethe overtime isequired,
the Agencymayassignemployeeso work overtimeirst from within thatdepartment/divisiomand
thenfrom outsidethatdepartment/division.

d. Employeeshall begivenasmuchadvancenoticeof overtimeto beworkedasis possible.When
overtimeis requiredandadvance notices short, thesupervisomill take into considerationndividual
employeeproblems suchasbusschedulesgar pool arrangementsshild care,documentedhealth
issuesandotherhardships.In theeventthatanyemployeewvho declinesovertime dudo a hardship is
nonethelessrderedo performovertimework, he/sheanayappeaimmediatelyto thenextavailable
level of supervisionstatingthe hardshi@ndanyotherreasonsn support otheemployee'sieed. It
shallbetheresponsibilityof thesupervisomt the nexthigherlevelto review thesituationandto
assurghatbonafide hardship isgyivendueconsideration.Normally, the highedevel supervisomill
give theemployeegheir written decisionprior to thescheduledstart ofthe overtimework. In the
absencef thatdecision theemployeads still expected tavork the overtime.

Section4. Compensation.

a. Consistent with th&€LSA, andotherapplicabldawsandregulationsnon-exemptandexempt
employeeshallreceiveadditionalcompensatiofior overtimework asdefinedin Section2, above.This
compensatiomwill eitherbein theform of overtimepremiumpayor compensatoryime off.

b. Therateof overtimepremium pays normallyoneandonehalf times thee mp | o lyoerlg réats ofpay.

1. For FLSA-exemptemployeesvhoserateof payexceeds G80, Step Xincludingapplicable
locality pay),the rateof overtimepremiumpayis equalto thegreaterof (a) oneandonehalf
times thehourlyrate ofpayfor GS-10, Step 1, or (b) the mp | o lyoerlg ratsof pay.

c. FLSA-exemptemployeés whosesalaryis lessthan orequalto GS10, SteplQ(includinganylocality
paytheemployeeeceivesill beallowedto chooséetweencompensatoryime andovertime pay.
The Agencycannotforce suchemployeeso accept compensatatiyne inlieu of overtimepremiumpay.

d. If theFLSA-exempe mp | o sakargefceedssS-10, Step 10, thAgencymayrequirethat the
employee accemompensatoryime inlieu of overtimepremiumpay.

e. FLSA-nonexemptemployeesnaychooseo receive compensatotiyne off inlieu of overtimepay. The
Agencycannotforce suchemployeedo accept compensatatiyne inlieu of overtimepremiumpay.

f. Compensatortime earneds equalto theamountof time spentin overtimework, e.g.,onehourand
fifteen minutes ofovertimework yieldsonehourandfifteen minutes oftompensatoryime.

g. Managemenshallnot showpreferentiatreatmento employeedasedon theirchoicebetween taking
overtimepayor compensatoryime.

Section5. CallBack Overtime. An employee shalleceive ateasttwo (2) hourspayattheapplicable
overtimerateif theyarecalledback towork outside thédasicworkweekor workdayandthe overtime is not
contiguouswith theregularworkweekor workday.

Section6. Break Periods. Employeeson overtimewill beallowedafifteen (15) minute paidoreakeveryfour
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(4) hoursfor such overtime.

Section7. Earning and Using CompensatoryTime.

a. Employeesvho electto receivecompensatortimein lieu of overtimepaymust submit avritten request
to thesupervisoprior to performancef theovertimework. Thesupervisosshallrespondn writing
whetherthe compensatoryime isapprovedorior to the performancef the overtimework.

b. TheAgencymaydecidenot toapprovethe request focompensatoryime andrequirethat theemployee
be compensatedith overtimepremiumpayinstead. If theemployeds FLSA-exemptandtheirrate of
payis lessthanor equalto GS 10, Stepl@includinganylocality paythe employeeeceives)pr the
employedas FLSA-nonexempt, themployeewill decidewhetherto acceptovertimepremiumpay. (See
Sectionsdc & 4e,above) If theemployeewill not accepovertimepay,the supervisowill inform the
employeghattheymaynotwork the overtime.

c. EmployeeswhetherFLSA-exempt ofFLSA-nonexemptmust useaccrueccompensatoryime off by the
endof the 26" payperiodafterthe payperiodduringwhich it wasearned.If theemployee eithefails to
takeearnedccompensatoryime off within twenty-six (26) payperiodsor leaves the Agendyeforethat
time, theemployeewill be paidfor this unused compensatdigne attherate ofovertimepremium payn
effectat the timehe compensatortyme wasearned.

Section8. Requestfor Overtime Premium Pay or CompensatoryTime. Supervisorsnustapproven
advance alemployeeovertimepremiumpayandcompensatoryime hoursusingthe form theParties jointly
negotiateSBA Form454 (Requestto Work Overtime) attachedo thisAgreementat AppendixF.

ARTICLE 17 ANNUAL LEAVE

Sectionl. General Annualleaveis anearnedenefit It is agreed thagdmployeesavearight to usetheir
earnedannualleavesubject to thexeedsof the Agency. Theemployee shaknsure thatequestgor annual
leavearesubmitted in dimely andreasonablenannemwith sufficientleadtimes tofacilitate the effective
schedulingof leave angreventits loss.The Agencyagreego grantannualleavein amannemwhichis
consistentvith theneedsf the Agency.Employees mayequesannualleavefor anyduration,for anytime
andin anypatterndesired Managemenvill approveemployee requester annualleaveassoon agossible It
is agreedhatannualleaveshallbe grantedto allow everyemployee amnnualvacationperiod ofextended
leavefor restandrecreatiorandto providetime off for personahndemergeng purposesAnnualleavewill be
grantedon anequitablebasisandthe Agencywill makeareasonablattempt to satisfihe leaveequests of
employeesAll use or loseannualleavemust bescheduledndapprovedat leastsix (6) weeksprior to theend
of theleaveyearconsistentvith the Agency'sannual policyremindemotice. Conflicts irschedulingextended
leavewill generallyberesolved infavor of theemployeewith the earliestservicecomputatiordate.However,
in theeventthattheleaverequesbf one (1)of theemployeesvould havebeenor isdeniedbecausef a
workloador organizationaheedthe SCDwill not bethe soledecidingfactor. Subsequentonflict(s) amondhe
same employeesill be resolvedby grantingleaveto thenextsenioremployeewvho hasnot been previously
grantedextendedeave.

Section2. SchedulingLeave.

a. Employeegenerallyshall plantheirannualleavewell in advancedo ensurghatrequestaresubmitted
in a timelymannewith sufficientleadtimes to accommodate tipeocesf approvalandscheduling
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thee mp | o gesired®@aveplan. Theminimum amounof timethatmaybe scheduledsannualleave
is fifteen (15) minutes.As ageneralguideline,thelongerthedurationof the leavetime requestedthe
greatertheleadtime thatshould bgrovidedto management.eaverequests fouseor loseannualleave
must besubmittedconsistentvith theguidelineprovidedabovein Sectionl. General.

b. Employeesequestingannualleaveduringandafterreligious/holidayseasons should appropriatelyd
additionalleadtime to theirrequestdor annualleave.Management at the lockavel will determineand
communicateo thestaffthe minimumstaffing levelsrequiredto meet themissioncritical needf the
office duringreligious/holidayseasons anseekio accommodatasmanyemployedeaverequestas
practical.Schedulingconflicts will beresolvedasoutlinedabovein Sectionl. General.

c. If thesupervisodenies aequesfor annualleave theywill give areasorfor thedenialin writing.

Section3. Approval Requirement. Management wilattemptto accommodatanemployee'sinnualleave
requessubmittedn accordancevith this Articleandconsistentvith pendingworkloadandoperationaheeds
of theemployee'swork unit. TheAgenagy will seek toaccommodatéhe planned annudéaverequestedby
employeesslongasthereis agoodfaith effort by theemployeeto submitleave requestsonsistentvith
Section2. Employeesshall submitall annualleave requestdirectlyto their supervisoor otherdesignated
approvingofficial. A simplenotificationby anemployeeof his orherabsencer intent to beabsentloesnot
constituteapprovalof annualleave.

Section4. Cancellation of Approved Leave.

a. Leavemaynotbecancelled odeniedfor arbitraryor capriciousreasonManagement should noancel
approvedannual lege unless it is absolutelyecessaryo meetthe emergentmissioncritical operational
needsof theAgency.In the unlikel eventthatthis situationshouldoccur,supervisorsvill meetwith
theaffectedemployeessfar in advanceof theapprovedannualleavescheduleaspossible.
Managemenwvill inform them ofthe emergentnissioncritical reasorfor the changeandexplore
alternativedor reschedulingheir approvedannual leaveReschedulingonflicts will beresolvedby the
sameguidelinesusedfor scheduling conflicteis outlinedabovein Sectionl. General.

b. Intheeventthattheapprovedannualleave iscancelledandcauses financial loss to themployege.g.,
whenpayingin advancdor nonrefundableairfare,cruises hotelrooms, etc.)the Agencywill provide a
written explanatioron Agencyletterheadr makeatelephonecall indicatingthat theemployee'seave
wascanceleddueto official governmenbusinesgo helprecoupthefinancialloss.Suchactionby the
Agencywill be initiatedupon therequesbf theemployee.

Section5. EmergencylLeave.Request$or emergencynnualleavemustbe approvedoy theemployee's
immediatesupervisoor otherdesignate@pprovingofficial. Emergencyannualleaverequests shall bealledin
assoon as possibl@he Agencywill ensurethat an approvinguthorityis availableto approveemergency
annualleaverequestshroughoutheworkday.Absent extraordinargircumstancesutside thecontrol of the
employeetheemployeewill callin therequesfor emergencynnual leavassoon as possibléf. necessarya

voice mail messagéo theemployee'supevisor will be sufficient. Approval ordisapprovabfane mp | oy e e 6
requesfor emergencyeavewill be addressedn a caseby-casebasis.Managemenvill normally try to
accommodatane mp | o reqestorsemergencyeave,but maytakeinto accountwhether theemployeds
underawritten leaverestrictionor thereis a demonstratetlendof potentialleave abuse.

Section 6. Advanceof Annual Leave. The maximum amount oadvancedannualleave that canbe approsedis
the total numker of hoursthat therequestig employee would normally accrie beforetheendof theleawe year
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In theeventthattheemployee is seving under aemporaryappointmentthe maximum amountf advanced
leavethat can bepproved is théotalamount theywvill earnby the endof the scheduledxpirationdateof the
appointmentSupevisorsshall takethe pastleare recordof the requesting emplgeeunderconsideratiorbefore
approszing advancedannualleave, andtheremustbe areasonablexpectatiorthatthe employeewill actually
returnto work.

Section 7. ExtendedLeave for Union Representatives

a. While the Agencyretainsthediscretionto decide the Agencywill seriouslyconsider approving
requesfor annualleaveor leavewithout pay,for aperiodof up to oneyear,to anyemployeeselected to
servein thecapacityof a district or nationalAFGE Union officer or representative otonditionthat

1. Nomorethanone (1) suchrequed will be honaedfrom any one(1) emdoyeepercalendaryear;
and

2. No more than one (1) suchSBA employeeshall beon suchannualleave or leave without pay at
anyonetime.

b. TheAgencymayconsider but is natbligatedto approvea petitionfor anotheryearof suchleaveif a
previousyearhasbeengranted Any suchrequestshallbe submitted inwriting atleast nirety (90) days
prior to theexpiration of thecurrert approvedleave.

Section 8. No Seanal Exclusion. In no case will any particulartime of the yearor seasorbe excludedfrom
consideation for thegrarting of annual leave only becausét is a particular timer seasorof theyear.
However,managementanconsder staffing patternsworkload,andoffice coverage requiremenits making
their determination.

ARTICLE 18 SICK LEAVE

Sectionl. General. Employeeswill accruesick leavan accordancevith the Statuteandappropriate
regulationsLeavemaybe usedin incrementsf fifteen (15) minutes Employeesavetheright to utilize sick
leavefor themselvesndto carefor family memberslf anemployee haasedall of their sick leaveand
allotmentsfor FMLA, theycanrequesto usetheirannualleave.Annualleavemaybe substituted fosick leave
in accordanceavith applicableannualleaveregulations.

Section2. Useof Sick Leave.Employeesavetheright to utilize sick leavefor circumstancesetforth in 5
Codeof FederaRegulations630.401 (SedppendixG this Agreement).

Requestedick leavefor examination(sandor treatment(s) shafiormallybe grantedprovidedtheleaveis
requestedn advance. Prioarrangemenshallnotberequiredin casef sudden illness agmergencyThe
Employershallgrantsick leavewhen theemployeepr family memberfor whom theemployee hato carefor,
is afflicted with a contagiougliseaseor whenin theopinion ofthe attendingphysician throughexposureo
contagiougliseasethe presencef theemployeeat work would jeopardizehe healthof others.

If theamountof leave exceedthe amountof admiristrative leave allowedn Article 19, OtherLeave such
leavewill be administeredn accordancevith 5 Codeof FederalRegulations630andcanbeusedto make
arrangementaecessitatetly the deathof a familymember oattendthe funeralof afamily member.
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Sicknessoccurringduringa period ofannualleavemaybe chargedo sickleave andhe chargeagainstannual
leave reducedccordinglyprovided thedurationof sicknesgs in excessf two (2) consecutive workdaysnd
therequesis madeo thesupervisoion theseconddayof theillness.

Section3. SickLeave Certification.

a. Employeesiormallyshall not beequiredto furnish amedicalcertificateto substantiat@arequestor
approvalof sick leaveunlesssuchsick leaveexceedshree(3) consecutivavorkdays.In caseswvherethe
natureof theillness was sucthatanemployeedid notneedto seea medicalpractitioner theemployee's
written statementoncerningheillnessmaybe considerecsacceptablevidence.

b. Thestatemenwill indicate whya physicianwasnot seenfor exampleyremotenessf areanatureof
illness, orotherspecificreasonsThe supervisomayrequestlarificationshould theemployee'svritten
statemennot besufficientto support theequestAn employeewith achronicmedicalconditionthat
doesnot requiremedicaltreatmenbut doesresultin periodic absencedsom work will not berequiredto
furnishaphysician'sertificateon acontinuingbasis if theemployee(1) is not onleaverestrictionand
(2) provides,if requestedanupdatedvalid medicalcertificateeverysix (6) monthswhich clearlystates
thecontinuingneed forthe periodicabsencedViedical certificationmustincludea statementhat the
employee wascapacitatedor work anddate(s) oincapacitationThis will be considered sufficient for
medicalcertificationpurposesThis applies to botkick leaveof morethanthree(3) daysand
certificationfor sick leaverestrictions.

Section4. Abuseof Sick Leave

In individual casesif thereis indicationthat theemployeemaybeabusingsick leaveprivileges, based on
timing, amount,and/orpatternsof sicknesr iliness,the Agencymayrequirethe employedgo submit anedical
certificateeachtime theemployeewishesto usesick leave.When the Agencputssucharequirementn effect,
managemenwill advisetheemployeen writing of thespecificbases fothatdecision.If this doesot bring
aboutimprovemenin theemployee'sick leaverecord,theemployeewill beadvisedn writing thatall future
requestgor sick leavemust besupportedy a medicalcertificate.

Section5. Certification Review.Requirement$or medicalcertificateswill be reviewedno laer than evey six
(6) months Whenan employeés recordhassignificantly improved therequirementwill berescindedin
writing. All casesrequiring amedial certification for eachabsenceshall bereviewedby the appropate
supevisor. Disagreementsegading such arequirement sill be reviewedby the net leve supevisorto
determindts appropriatenes$ollowing eactformal review, the employeewill be notified in writing whether
therestrictionis to belifted or to becontinuedon thebasisof their sick leare record. Theemployeemay request
the presenc®f aUnion Representativat theformal review.

Section6. Health Unit Authorization and Treatment. Employeesvho, becaus®f illnessarereleasedrom
dutyon adrice of theappropriatenealth unitshallnot berequiredto furnish amedicalcertificateto substantiate
thatinstanceof sickleave It is agreedhat timespentby employeesn obtainirg examinatioror treatmentat the
appropriatéhealthunit shallbein duty status anavill not bechargedr recordedassick leave if the employee
is returnedto duty.
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Section7. Advanceof Sick Leave. In cases of seriotsilln ess or disability, employees should beadvancedsick
leaveup to the maximum of 240 hours providedby law. Suchadvanceleave shell berequestd from the
appropriateDistrict Director,RegionalAdministrator or HeadquarterManagmentBoard MemberArea
DirectorandCenterDirectorunderthe followingcircumstances:

The requestis supported by a medcal certificate including the estimateddate of return to duty;

The amounbf advancesick leave does notexceed240 hoursat any onetime;

Thereis reasonableassurancéhe employeewill return toduty; and

Thesickleave advanceghall not exceedthe amountwhich will be earnedduringthe remainirg period
of employment.

apop

Section8. Maternity Leave.In accadancewith applicableregulationggoverning leave, andthe Fanily
Medicd Leave Act, sick leavemay be usedfor thoseperiods of absncerelatedto incapadiation dueto
pregnang andconfinementAnnualleave or LWOP canbeusedwhensick leave is notsufficientto coverthis
period.

Section9. Earningsand Leave Statement.The Employer andthe Union recognizethe privacyof the
information includingsick leave, containedon individualearningsandleavestatementsTheyagreethat these
statementsvill be handledn apracticalbut discreetmanner.

Section10. Emergeng Sick Leave Authorization. Requets for approvzal of sickleavein anemegency may
beapprored by theempbyees immedide supevisor orotherdesignated oficial in incrementsof fifteen (15)
minutes.Notice of unarticipatedsick leawe will begivenby the employee to their supevisor or the supervisor's
designeewithin two (2) hours oftheo f f ine@rmeafstartingtime foranemployeeon afixed work scheduleand
no laterthan11:30 a.m. foanemployeeon a gliding work scheduleon thefirstdayof theirabsene andon
eachdaythereater. If the degreeof illnessor injury prohibitscompliancewith theabovetwo (2) hour limit, the
employeewill reporttheirabsence asoon as possiblé& voice mail messagéo theemployee'supervisoior
designeawill be sufficient if directcontactcannotbe made.Undernormalcircumstanceghe employeeshould
leavea contactnumter. The Agencywill havesomeonevailableduringthefirst two (2) hoursof eachshift
who hasauthorityto grantrequestgor leave.

Section11l. lliness onDuty. In theeventthata bargainingunit employeebecomesll while on dutyor while

travelingin thecourseof a duty assignmentandin theeventsuch illnessequirestheemployeeo leavetheir
placeof duty, the Employerwill use all appropriateandlawful means to assist tlnployeean gettingto an

appropriategplacewheremedicaltreatmenimay berendered.

Section12.Leave Misrepresentation.No approvedeaveor approvedabsencevill be a basisfor disciplinary
actionexceptwhenit is clearlyestablishedhat theemployeesubmittedraudulentdocumentatioror
misrepresentethereasondor theabsence.

Section13. Privacy. The Agencywill treat,asconfidential,anymedicalinformationgivenby anemployeéan
support ofarequesfor sick leave.The Agencymaydisclosesuchinformationsubjectto thePrivacyAct
regulations.
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ARTICLE 19 OTHER LEAVE OR ABSENCE

Sectionl. Voting and Registration Leave.

The Agencyagreeghatwhenthe votingpolls are not opeatleastthree(3) hourseitherbeforeor afteran
employee'segularhoursof work, theywill be grantedanamountof excusedibsencéo voteor registerto vote,
whichwill permitthemto reportto work up to threg3) hoursafterthe polls openor leaveup to threg3) hours
beforethe polls close,whicheverequiresghelesseramountof time. Additionally, anyemployeeesngagedn
official travel,who cannotdhereo theabove shall begranteda comparableamountof timeto accomplish
absenteeoting. Under unusuatircumstancesanemployeecan beexcused up to aull daypursuant to
applicalbe regulations.

Section2. Inclement Weather Dismissal

The Agencyagreeghatwhenit becomesiecessario closeanyduty stationbecaus®f inclementweatheror
anyother emergencgondition and tgrantadministrativdeave,managemenwill provide theinformation as
soonaspossibleto all employeesn thefield via anestablishedystem Teleworkersareexemptfrom this
policy exceptthosewho areat ateleworkcenter.Theestablisheadystemwill be developedatthelocal level
betweerUnion andManagement.

Section3. EmergencyNotification.

If ageneralemergencyonditionexistswhich preventsor hindersbargainingunit employeegrom gettingto
work whenthe duty station is notlosed,andif managemerntasrendereda decisionto grantadministrative
leaveto thosewho are actuallgffectedby the condition,managementill inform affectedbargainingunit
employeesThereshallbeadutyon thepartof anysuchemployeego communicatevith their office atthefirst
opportunity.

Section4. Media Notification of EmergencyClosing.

When anyemployee haseasonablyeliedupon thepublic mediaannouncement thatheir duty station orthat
all federalofficesin their areaarecloseddueto weatheor otherconditions, heywill not be chargedannual
leaveif, in fact,the SBA office remainsopenandthe employeerelying on theannouncements unawarehat
theoffice is open.

Section5. Procedurefor EmergencylLeave Authorization.

When adutystation is open, bubhclementweather ootheremergencyonditionsaffectingtravel preventa
bargainingunit employeerom gettingto work ontime orfrom gettingto work at all, theemployee tardiness
absencenaybeexcusedy managemenwithout chargeto leavewhenmanagemertandetermineghat the
employeemade aeasonableffort to getto work. Thecriteriafor makingsuch adeterminatiorinclude,butare
not necessariliimited to: (1) the distancebetweenthe employee'sresidenceand placeof work; (2) the
modesof transportation available; (3) the efforts madeby the employeeto getto work; and, (4) the
nature or severity of the weather or emergencycondition. Thereshallbea dutyon thepartof anysuch
employego communicatevith their office atthefirst opportunity.
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Section6. Maternity and Parental Leave.

An employeemaybegrantedeavewithout pay, sick leaveor annualleave,asappropriateéo theindividual case,
to carryout parentalresponsibilities irconnectiorwith thebirth oradoptionof a child. The Employeragreego
follow aliberalleavepolicy in granting request®r leavein connectiorwith childbirth oradoption.
Responsibilitiesn connectiorwith thecareof childrenor otherdependenimmediatefamily membersnaybe
carriedout pursuanto requestdor annualleave, sicleave,or leavewithout payunder theerms ofArticles 17,
18, andthis Article. (SeeAppendixG)

Section7. LeaveWithout Pay.

NotwithstandinganyArticle hereinpertainingto accruedeave,everybargainingunit employee shathavethe
right to requesteavewithout payto be takerattheemployee'®ption, inlieu of accruedeaveor in casesvhere
no accruedeaveis available Requestandapprovalsshallbe handledn thesamemannerasannual and/osick
leavein accordancevith Articles 17, 18,andthis Article. Requests$or leavewithout paywill not bedenied
arbitrarily. Supervisorsvill statethereasondor anydenial inwriting uponrequest.

Section8. Return to Duty.

TheUnion andthe Employemlagreethatemployeeseturningto dutyfrom leavesof absencerantedor
approvedwill be placedin the positiorheldat the timethat theleaveof absence begaorin acomparable
position, within thesameoffice location,providedthe office is in existence.

Section9. Court Leave.

Employeeswill be grantedcourtleavewithout loss of payr reductionin leaveto whichtheyareotherwise
entitledduringperiods ofabsencén connectiorwith ajudicial proceeding wheservingasjurors oras
witnesse®n behalfof a partyasprescribedy appropriate regulations.

Section10. Tardiness.

Infrequenttardinessof lessthanone(1) hourmay, in thejudgmentof the supervisorpe excusedf the reasons
givenareacceptablelf the decisionis madeto chargethe tardinesgo leave,the employedas authorized to use
annualor LeaveWithout Pay(LWOP) in increments ofifteen (15) minutes.

Sectionll.ReligiousObservance.

The Agencywill encourage liberal leavepolicy to allow employeedo participatein religiousobservances.
Employeeswill be grantedreligiousobservancéeaveprovidedsuch leavaisage doesotinterferewith the
efficientaccomplishmenof theA g e n oigsios.

a. ReligiousCompensatory Time: The Agencyshallafford theemployeeshe opportunityto work
compensatorgvertime andghallgrantcompensatortime off toanemployeeaequestinguch timeoff
for religiousobservances.

b. Granting and RepayingCompensatoryTime Off: Theemployeemaywork suchcompensatory
overtimebeforeor afterthe grantingof compensatortime off. Advancedcompensatoryime off should
berepaidwith theappropriateamountof compensatorgvertimework within theleaveyear.
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Compensatorgvertimeshallbe creditedon anhourfor-hourbasisor authorizedncrementf fifteen
(15) minutes.Appropriate recordwill be keptof compensatorgvertimeearnedcandused.

c. Non-Applicability of Premium Pay: Thepremium payprovisionsfor overtimework do not applyto
compensatoryime workedby anemployedor this purpose.

Section12.Bereavement_eave.
Theemployeemaybe granted:

a. Up to oneg(1) dayadministrative leavéor theemployeeo participateasa pallbeareramember ofan
Armed Servicediring squad, oa guardof honorin afuneralceremony.

b. Up tofour (4) hoursadministrative leavéor attendinghe funeralof an SBA employee.

c. Liberalleavefor attendinghefuneralof aformer SBA employee.

Section13. Family Friendly Leave.

Employeesnayuseup to forty (40) hoursof sick leavein ayearunder theFederaEmployeeFamily Friendly
LeaveAct (FFLA); plus, up to amdditionalsixty-four (64) hoursmaybeused ifthatnumberof hours does not
causeheemployee'sick leave balance fall below eighty(80) hours.Theamountof sick leaveto which part
time employeesreentitledis a preratedamountof full-timee mp | o gngtlenseidt, irmccordancevith
Governmenwide law andregulation.Leavemaybe used:

a. Theemployeeaequests-amily FriendlyLeaveby markingthe appropriatdbox on theOPM Form71,
fiRequestfor Leaveor Approved Absence 0

b. To carefor or otherwiseattendto a familymemberavinganillness,injury, or otherconditionwhich, if
anemployeehadsucha condition,would justifythe useof sick leaveby suchanemployeeand,

c. Forthepurposeselatingto thedeathof a familymemberjncludingmakingarrangementtr and
attendingthe funeralof such familymember.

d. Foradoptionrelatedpurposes, i.eappointmentsvith adoptionagenciessocialworkers,andattorneys;
courtproceedingstequiredtravel;andanyother activitiesnecessaryo allow the adoptionto proceed.

e. This Sectionis abrief summaryof employeeentittementsinderthe FFLA. Thelaws,rules,and
regulationsshallbe hereinincorporatedy referenceat AppendixG.

Section14.Family Medical Leave.

Underthe Family Medical LeaveAct (FMLA), employeesreentitledto twelve (12) weeks(480hours)of
LWOP duringanytwelve (12) monthperiod.An employeemayelectto substituteannualleaveand/orsick
leave,consistentvith currentlawsandregulationsfor anyunpaidleaveunderFMLA, for oneor moreof the
following reasons:

a. Thebirth of ason ordaughteiof theemployeeand thecareof suchsonor daughter;

b. Theplacemenbf asonor daughtemwith theemployedor adoptionor fostercare;the careof spouse,
son,daughterpr parentof theemployeavho has aerioushealthcondition;or

c. A serioushealthconditionof theemployeehat makes themployeaunableto performthe essential
functionsof their positions.
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d. Theemployeemust invokeentittemento FamilyandMedical Leaveby checkingthe boxon theOPM
Form71,"Requesfor Leaveor ApprovedAbsence.'If theleaveis foreseeablehe employeemust
providenoticeof theirintent to takdamily andmedicalleavenotlessthanthirty (30) calendar days
beforeleaveis tobeginor assoon as ipractical.The Agencymayrequesimedicalcertificationfor
FamilyandMedicalLeave takeno care foremployee'spouseson,daughterpr parentwho hasa
serioushealthconditionor of theemployee.

e. This Sectionis abrief summaryof employeesntittementsinderthe FFLA andFMLA. Thelaws,rules,
andregulationsshallbe hereinincorporatedy referenceSeeAppendixG for Family LeaveProgram
referenceAppendixG is notmeantto reflecteveryfactor point oflaw regardinghe FFLA andFLMA.
This is onlymeant as guick referenceguide.

ARTICLE 20 SAFETY AND HEALTH
Sectionl. General

The Agencyagreedhat thehealthandsafetyof employeess oneof its highestpriorities. The Agencywill
provideandmaintain saf@ndhealthful workingconditions forall employees.The Agencywill designatea
safetyandhealthrepresentativen eachRegional District, Center Branchoffice, andin Headquartergsrhose
dutyit shallbeto reportanyunhealthful hazardouspr unsafeconditionsto theRegionalor Headquarters
SafetyOfficersasappropriate.The existenceof safeandhealthful workingconditions or théack thereofwill
bedeterminedy the applicationof pertinentU.S. Governmentaws andregulations. The Partiesrecognizehat
guidancen thisrespecis receivedat anygiventime bythe Agencyfrom GSA andotherexternalauthority.

Section2. UnsafeWorking Conditions.

Consistent with it®bligationsunder29 C.F.R.,Part1960, theAgencywill initiate promptandappropriate
actionto correctanyactual or potentialinhealthyor unsafeworking conditionswhich areobservedr reported
to it.

Section3. Duty Assignment

Any bargainingunit employeewho isassignediutieswhich heor she reasonabbelievescould possibly
endangehis or herhealth or safetynaynotify the appropriatesupervisonof thesituation. Reasonabléelief in
thisrespecshall beconstruedo bethatbelief which anadult,exercisinghormalprudence anénowledge,
would bejustifiedin holdingunder theparticularcircumstanceattendantn the casen point. If the supervisor
cannotsolve theproblemandagreeswith theemployeethe supervisoishall delaythe assignmenandreferthe
problemthroughthe appropriatechanneldor action. In suchcasesthe employeewill be givenanother
assignmenpendingappropriateesolutionof theproblem.

Section4. Alternate AssignmentProcedures

Should thesupervisoand theemployeenot agreethat areasonabléelief existsthatunhealthyor unsafe
conditionspreventimmediate continuedork on theassignmenthe mattershallbereferredimmediatelyto the
nexthigherlevel of supervisiorandto theappropriatéhealthandsafetyofficer atthe Regional oHeadquarters
level. Theemployeeshallalsohavetheright to consult immediatelwith the appropriatdJnion Representative
in these circumstance®endingconsideratiorof the matterby the nexthigherlevel of supervision, the
assignmenshallbedeferred. Aremployeewvho notifieshis orhersupervisorandthenremoveshimselfor
herselffrom theperceivedunhealthfulor unsafeworking conditionsshallnot beplacedon sick or annualeave
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or leavewithout pay,or AWOL status, noshallthatemployeebe consideredo beinsubordinateprovided,
howeverthatsuch seHremoval must baccompanied bgctsfacilitatingimmediateassumptiorof other
appropriateassignmentto theemployedrom thesupervisor.This authorityof selfremovalshallextend to
situationswhich occurin the office environmenbf the enployeeandto situationsandworking conditions
which exist outsideof the officeby reasorof the Agency'sinvolvementin disastersliquidationactivities,and
otherprogramswhich requireactivitiesto becarriedon awayfrom the Agency'soffice.

Section5. DecisionAuthority .

Whenanemployeeexercises this authorityf selfremoval,the authorityto orderthe employeebackon the job
undertheconditionscomplained othallresidein the RegionalAdministrator orthe official atthe Assistant or
Associate Administratdevel in theHeadquartersrhose programareaincludes lineauthorityover the
employeeNothingin this Sectionshallbe construedo denyanyemployeetheright to grieveanyAgency
actionor to seekanyotherremedyotherwiseavalable to theemployee.

Section6. SafetyEquipment.

All requiredsafetyandpersonaprotectiveequipment will bdurnishedandmaintainedoy the Agency. The
Agencyshalldeterminewhatis requiredin thisrespectput will receiveandconsiderthe views of theUnion in
makinganysuchdetermination.

Section7. HealthService

TheAgencyshallreceiveandconsideranyviews of theUnion respectindhealthservicegrovidedby any
authorityon the Agency'sremises.The Agencywill periodically reviewthe adequacyf theseservices.

Section8. Medical Care.

The Agencyagreedo useits besteffortsto securanedicalexaminatiorby the PublicHealthServiceor other
appropriateauthority,at no chargeto theemployeejn casesvhereanemployeds exposed to highlgangerous
substancem theperformancef official duties.Suchexaminations shablevoluntaryon the part othe
employee.Theresultsof anysuchexaminatiorshallbe communicateanly to theemployee and/ao a
physiciandesignatedby theemployee.

Section9. Health Maintenance Services

The Agencyshall makeavailablesuchhealthmaintenancandphysicalexaminationsthroughthe Public
HealthServiceor otherappropriateauthority,asmaybe consistentvith applicabldaw andcontractdetween
the Agencyandthe PublicHealthService andonsistent witHair andequitableallocationof availableservices
amongall Agencyemployees.

Section10. Health and Safety Hazards

Notwithstandinganyprovision inSedions 1 through9, above, the Agen@greedo receiveandconsiderat any
time from the Union, notification of perceivechealthandsafetyproblems. Suchnotificationshallbefurnished
to thehealthandsafetyrepresentativer officer in thelocationwherethe problemexists.
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Section11. Health and WellnessActivities.

SBA employeesnayelectanunpaidbreakof 30,45, or60 minutes.With prior supervisoryapproval,
employeesnaytakeanextendedunpaidbreak( i H eamdWellnessB r e adparijcipaten health and
wellnessactivities,achieve worHKife balance, oaccommodatpeersonaheeds within thecopeof theflexible
time bandswork hours,andoffice requirementsThe HealthandWellnessBreakmaynot exceedan additional
hour. HealthandWellnessBreaksmaybe approvedon anadhocbasisor aspartof theregular workschedule.
Supervisorwill providereasonable notic® employeesvhenoffice requirementsnakeit necessaryo revoke
or temporarilysuspendHealthandWellnessBreaks. Employeesnust extendheir work dayby the equivalent
amountof time (either30, 45, o160 minutes) should theslectto takea HealthandWellnessBreak.

ARTICLE 21 FEDERAL WOMEN'S PROGRAM
Sectionl. General

ThePartiesagreethat theAgencyFederaWomen'sProgram(FWP) shallbe administeredn accordancevith
ExecutiveOrder11478andapplicableOffice of PersonneManagementegulationsand instructions.

Section2. Coordinators.

Eachlocal unionmaynominateindividualsto serveasFederaMWomen'sProgramCoordinatorsn their
respectiveareasof representation.

Section3. Selection

TheFederaWomen'sProgramCoordinatorshallbe selectecandappointedy the Agencythrougha system
which identifiesinterestecandqualified personnel.

Section4. UnionlInput.

ThePartiesagreethat theAgencywill receiveandconsiderthe Union'sviewswith respecto developmenand
implementatiorof, andsignificantchangego, theFederaWomen'sProgram.

Section5. Communication.

Normally, all discussions with th&lnion shallbe carriedout at thdocal level asappropriateThediscussions
will be carriedout eitherfaceto-face,by telephone, oby written communicationThis shallnotincludethe
paymentof traveland perdiemexceptasmaybe mutuallyagreeduponby the Parties.

ARTICLE 22 EQUAL EMPLOYMENT OPPORTUNITY
Sectionl. General

TheAgencyrecognizests responsibilitiesinderlaw, andthe Agencywill strive toassurahatall employees
haveequalemploymenbpportunitiesandthat no onas discriminatedagainstbecausef race marital status,
color, nationalorigin, sex,religion, age,or mental ophysicaldisability. Additionally, no employeewill be
subjectedo anyform of reprisalfor partidpatingin theEEO processThe Agencyrecognizesheir
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responsibilityfor promotingequal opportunityhrougha positive,continuingprogram.

Section2. Objectives

The Agencyagreedhat theywill give full supportto theequalemploymenbpportunitypolicy andprogram
objectivesestablishedby law andthe comprehensivplansandprogramsestablishedby the Agencyto attain
egualemploymenbpportunityobjectivesThe Agencywill work aggressivelyand effectivelyto assurehat:

a. Complaintsof discriminationon any of the groundslisted in this Article are given prompt and fair
considerationand that every effort is madeto provide for just and expeditiousresolution of each
complaint;

b. Personsvho complainof allegeddiscriminationor who participatein the EEO processwill not be
impededn their efforts,andarefree fromrestraint,nterferencecoerciondiscrimination,or reprisal;
and

c. Everyemployee hatheright to work in an environmenfree of intimidating, hostile,offensive sexual
overturesandsexualharassmentSexualharassmens aprohibitedpersonnepractice wherit resultsin
discriminationfor or againstanemployeeon the basis ofonductnot related tgerformancesuchas
takingor refusingto takea personnehction,includingpromotion ofemployeesvho submit tosexual
advance®r refusingto promoteemployeesvho resist oprotestsexualovertures.

Section3. Content of the Ag e n cEf® ManagementDirective 715

a. TheA g e ns&BQdrogramis designedo promotesqualemployment opportunitin everyaspecof
S B A pessonnepolicy andpracticein accordancavith theapplicabldaw andgovernmeniwide
regulations.The Agencyshallconducta continuingcampaigrto eliminatediscriminationfrom its
peronnelpracticespoliciesandemploymentonditions consistent with9 CFR 1614andwith EEOC
Managemenbirective (MD) 110and715. The Agencwill havea positive,ongoing andesults
orientedprogramof affirmativeemployment.

b. Consistent with EE@egulationsthe EEO progranshallprovideprompt,fair, andimpartial processing
of complaintsat theinformal andformal complaintstage. As partof the EEOprogramManagement
will:

1. Establish asystemthroughthe MD 715 procesdgor periodicevaluationof the effectivenes®f
theA g e n oweréllequalemploymengeffort;

2. Revi ew Ag@polcigsansiproceduresor consistencyvith applicabldawsand
regulationsandprovidetrainingopportunitiefor AgencymanagersexpertsandUnion
Representatiesto ensure that EE@oliciesandproceduresrecurrent.

c. Consistent with thé&greemenandEEOregulations, th&EO programshallinclude,but notlimited to:
1. Providingprompt,fair, andimpartial processingf complaintsat the counselingandcomplaint
stageandexpeditiousadjudicationof complaintsof discriminationfiled throughthe EEO
administrative complairgrocesor thenegotiatedyrievance procedurel’ he Agencyshall
providethroughvariousmedia(including ata minimun, theA g e n weabs$iteandperiodic
emails)the namesandcurrentcontactinformationof all relevantindividualsresponsibldor
counselingprocessingandadjudicating complaintsPersonsvho complainof alleged
discriminationwho participatein presentingguchcomgaintsor who preseninformationor
evidenceaelevantto suchcomplaints shallnot beimpededby the Agencyin sucheffortsand
will be freefrom restraint,interferencegdiscrimination oreprisal.
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2. Conductinga continuingproactivecampaign to remove evefgrm of prejudice and
discriminationfromthe A g e n peysdnmepolicies,practicesandworking conditions,
includingestablishingand maintainingrainingandeducatiorprograms.

3. Managinganantiharassment policgndprogramintended tdake immediat@ndappropriate
correctiveaction, includinghe useof disciplinaryactionsto eliminateharassingonductagainst
employeesmanagersandsupervisors.

4. Reviewing,evaluatingandtrainingmanageriaind supervisorpersonneto ensurethe
enforcemenandimplementation of thequalemploymengpolicy andprogram.

5. Establishinga systenmthroughthe MD 715 process fgoeriodicallyevaluatinghe effectiveness
of theA g e n owerallequalemploymentfforts; takingappropriatedisciplinaryactionagainst
employeesmanagersandsupervisorsvho engagén discriminatorypractices.Employeesvho
participatein anyprocesseadingto suchdisciplinaryactionshallbefreefrom reprisal.

Section4. Distribution.

Uponrequestthe Agencyagreedo provide acopyof the Managemerirective 715 reportanda copyof the
RightsandResponsibilitie®f Individualsin the EEOProcessvhich outlines théd g e n equaesnployment
opportunitycomplaintsprocedures.

Section5. Posting

The Office of Diversity, InclusionandCivil Rights(ODI&CR) telephonenumberandoffice locations will be
postedon all official bulletin boardswithin their areasof responsibility.

Section6. Selection

The Office of Diversity, InclusionandCivil Rights(ODI&CR) is requiredto havea sufficientnumber of
gualified EqualEmploymentOpportunity(EEO) Counselorasrequiredby Federakegulations. The EEO
counselingorogramis avital functionof the A g e n effprés® preventdiscriminationin theworkplace. The
ODI&CR office recruits,selectstrains,andassignsSBA employeedo serveaseEEO Counselors.Whenevea
needto recruita collateralduty EEO Counseloioccurs theappropriatdJnion Representativesill be notified
andaffordedanopportunity to nominate candidates to fulfill thisquirement.Nominationsfrom Headquarters
andField Officesaresubmitted directlyo theAA/ODI&CR with theappropriatesupervisoryapprovalthatthe
nomineemayspendup to 20% of theirtime asa collateralduty EEO Counselor.The AA/ODI&CR will give
dueconsiderationto anysuchnominee wheselectinganindividualasan EEO Counselor.All EEO
Counselorwvill be trainedin accordanceavith applicableregulationsandprocedures.

Section7. Representation

An Employeehas the right to baccompaniediepresentedndadvisedoy arepresentative of his ¢rerchoice
atanystageof thecomplaintprocedure.Therepresentativenust bedesignatedby the complainanin writing
andmaybe changedy written notificationto theEEO Counseloand/orthe Office of Diversity, Inclusionand
Civil RightsCompliancd EEO&CRC). If theEmployee is aemployeenvho choosesnotheremployee as
representativeandthatemployeds willing to representhe Employeeandis otherwiseavailable the
designatedepresentativenust not baleniedpermissiorto do sounlesssuchrepresentatiowould constitutea
clearconflict of interestor permissionis notgrantedfor othervalid reasons.

a. TheEmployee andhe Employee'sepresentativevill be informedthatactionswhich mayberaised
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undereitherthe EEO complaintprocedureor the NegotiatedGrievanceProcedure, butannotberaised
underbothprocedures.

b. If it is determinedhat theemployeéhasfiled the sameissueunderboth procedurestheemployeeand
theirrepresentativavill benotified that onlyoneprocedurecan bepursued. If the Office of Diversity,
InclusionandCivil Rightsdetermineshat theEmployeehasfiled a grievance firs{and thuslectedthe
Grievance Procedurdj)e ODI&CR will dismisst h e e m pateefileceEE=O Gomplaint.

Section8. Peoplewith Disabilities.

In accordancevith theRehabilitationAct of 1973,asamendedihe Americanswith DisabilitiesAct of 199D, as
amendedthe Americanwith DisabilitiesAct (ADA) Amendmentct of 2008; andtherGovernmenwide
rulesandregulationgpertainingto theemploymenof individuals withdisabilities,SBA is committedto provide
reasonable accommodatidogjualifiedemployees.

a. SBAwill offer reasonablaccommodatiomo theknown physicalor mentalimitations of qualified
individuals with adisability, regardles®f type of appointmentin accordancevith law, unlessthe
agencycandemonstratéhat theacconmodationwould imposeanunduehardshipon theoperationof
S B A pragramas defined in 2€.F.R.1614.203.

b. If requestedthesupervisomwill provideanemployeewith informationon filing arequestor reasonable
accommodationAn employeemayrequesteasonabl@accommodatiorally or inwriting. The
supervisoliis theappropriatenanagemenfficial with authorityto engagen aninteractive proceswith
theemployeeo discusseasonabl@accommodation.

c. Thepartiesrecognizehatindividualaccommodationwill be determinedn a caseby-casebasis, taking
into consideratiothee mp | o gpecHiadlisability, existinglimitations, essentiajob functions,the
work environmentandanyunduehardshipmposedon theoperationof S B A pregram. Qualified
employeeswvith disabilitiesmayrequesspecificaccommodations.

d. TheAgencyagreeghatreasonablaccommodatiomeansanadjustmentnadeto a job excludinghe
essentiafunctionsand/orthework environmenthatenablesa qualified person with alisabilityto
performthe dutiesof that position.

e. Should anon-probationaryemployeebecome unable tperformthe essentiafunctionsof his orher
positionevenwith reasonableaccommodatiolueto a disability, the Agencghalloffer to reassign the
employee whem fundedvacantposition isavailableandthe otherconditionsin 29 C.F.R.1614.203(g)
aremet.

f. Foremployeewvith disabilities,job restructurings one ofthe principalmeansy which somequalified
workerswith disabilitiescanbe accommodatedThe principal stepsin restructuringajob are:

1. Identify whichfactor,if any,which makesajob incompatiblewith aw o r k disahility.

2. If abarrieris identifiedin anonessentigbb function, it maybe eliminatedsothatthe
capabilitiesof the persommaybe usedto thebestadvantage.

3. Jobrestructuringloesnot alterthe essentiafunctions of thgob, rather,anychangesnadeare
thosewhich enablethe personwith a disability to performthosefunctions.

g. Bothpartiesagreethat in manycaseschangesn thework environment enablpersonswith disabilities
to moreeffectivelyperformtheir job duties. Alterationsmaybe, but not limited tofor example:: raising
or loweringequipmentjnstallingspecialholdingdeviceson desksbenchesghairsor machines.With
respecto the modernizedystemsenvironmentgxamples ohccommodationare:

1. Thesurfacethat holds theerminalwill be adjustedo alevel suitableto thee mp | oryeeds.6 s
2. Thekeyboardswill havefi | i tguth®d

3. Guardsandotheradaptive devicewill be considered.

4. Operationabnd trainingmaterialswill be availablein Braille.
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5. Laptrayswill be considered.

6. Computebasedvoice-outputsystemor VDT screerenlargerswill be providedor visually
impairedemployees.

7. Hardwareandsoftware will beconfiguredto accommodateolor blindness (blinkingursor,
highlighting).

8. Printerswitcheswill be availablein fi | it gohut anbl@catedin aneasilyaccessibléocation.

Section9. Reporting.

The Employeragreedo postandprovideCouncil228 Presidentvith availablestatisticaldataandreports on the
employmenbf people with disabilitiesubjectto thedisclosure requirementd appropriatdaws and
regulationsonanannual basis (MD715 Repodhd will postcertainstatisticalinformationconcerning
complaintsof employmentdiscriminationfiled by employeesformeremployeesandapplicantdor
employmenbn aquarterlybasis(No FearReport).

Section10. Settlemens.

Whereallowedunder law Council228 andthe appropriatdocal Union president will baotified by ODI&CR
andgivenanopportunityto bepresentt all settlementliscussiongoncerningemployeeEEO complaints in
orderto ensure conformanceith the MasterAgreementindassessnyeffectson othetbargainingunit
employees.

ARTICLE 23 TELEWORK
Sectionl. General.

a. Definition. Teleworkrefersto awork arrangementinderwhich anemployeeregularlyperformsthe
dutiesandresponsibilitieof their position,andotherauthorized activitiefrom homeor another
worksite removedromthee mp | o reqularplaaeof employment.

b. GeneralEligible employee®f the Agencymayparticipatein telework to the maximuraxtentpossible
without diminishedemployee performanag AgencyoperationsTeleworkrequirescollaboration
betweermanagemerandemployeedo ensure successt is thee mp | o nespensilslityto applyand
gainapprovalfrom the AuthorizingdgencyOfficial (AAO i.e.7 Administrator,ManagemenBoard
MembersRegionalAdministrators District Directors,CenterDirectorsand Area Office Directors)
throughsubmittingTeleworkAgreementSBA Form 2190. An employeemeeting eligibility
requirementsvho hasanapprovedreleworkAgreemenmaywork oneor moredaysathomeor atan
approvedAlternateDuty Station(ADS) ratherthan in thetraditionaloffice. SuchanADS canincludea
governmenbr privateTeleworkcenter,orthee mp | o ometd mmeafew. Theapproved
TeleworkAgreemenshall providethe maximumnumber ofdaysand/orhoursthatanemployeanay
teleworkeachpayperiod.Teleworkersandnonteleworkerswill be treatedthe samefor the purposef:

1. Periodic appraisalsf job performancef employees;

2. Training,rewardingreassigningpromoting,reducingin grade retaining,andremoving
employees;

3. Work requirementsor

4. Otheractsinvolving manageriadiscretion.
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Section2. Typesof Telework Agreements.

a. PredeterminedFixed) TeleworkAgreementsThis describegeleworkthatoccurson aregular,recurring,
andongoingbasis oranestablishedcheduleof atleastonedayperweek.

a.

Long TermArrangementsThese agreementsquirea pre-determined schedule includitige workdays
andduty hoursthattheemployesds teleworking. Theday(s)designatedor teleworkmust be thesame
day(s)eachweek. However,with approvalfromthee mp | o supeeviSosthe days) maybe
changedAn employeewvho hasanapprovedleleworkAgreementwith apre-determinedixed schedule
maycomeinto theoffice anydaythattheyarescheduled téeleworkwithout affectingtheir approved
TeleworkAgreementWhenemployeesrerequested toeportto their Official Duty Station (ODS¥or
unschedule@ventssuchastraining, conferencesneetingghat cannot be handlexerateleconference,
or otheremergentvork requirementstheywill be providedreasonable advanoetice

andtime toreport. Makeup daysmaybeworkedout betweerthe empbyee andhe supervisor.

b. Intermittent(Ad-Hoc) TeleworkAgreementsTheseagreementaresuitablefor employeesvho havean
occasionaheed towvork athomeon projects/assignmentgvingshort turnarountimesand/orrequiring
intense concentratidior which a pre-determinedschedule is nagxpectedecause¢heassignmentare
usuallyprojectdrivenand do noteoccuron apre-determinedasis. Employeeswith anapproved
intermittentTelework Agreemenmayalsotelework inresponséo an Agencyemergencituation.With an
approvedad-hoc TeleworkAgreementhe employeewill use SBA Form2218(AppendixH) to requestid
hocteleworkdaysfrom their supervisor.

c. Shorttermteleworkarrangementsccurwhen:

1.
2.

The ODSis notusable g.g.,duringoffice renovations orelocation;or

During shorttermconvalescence fromninjury or illnessfor up to sixty (60) days. If longerthansixty
(60)days,thee mp | o telenor&ssatuswill be reevaluated Employeegsequestingeleworkbecause
of shorttermillnessor injury mustcompleteandsubmit aSBA Form 2218to managementfficial
alongwith appropriatesupportingdocumentation (i.eanemail)for three(3) daysor less. Supporting
medicaldocumentatiorior morethan threg3) dayswill be needed.Employeesvho areapprovedor
teleworkin thesesituationsareexpectedo meet theequirement®f the TeleworkAgreement.

Section3. Eligibility.

No position,otherthanWage Gradgositions, is excludefifom the Teleworkprogram Requests$o participate
in theteleworkprogramwill be decidedn afair andequitablemanner. AAOG shall noengagen improper
discriminationagainstanyemployeewith respecto theapproval/denialo participatein thetelecommuting
program. Individual emgoyeeswill be ineligible to teleworkif any of thefollowing conditionsapplies:

a.

Thee mp | o queentiatingof recordis less tharhree(3) fiMeetsExpectation® Theemployeemust
have,andcontinueto maintain, gerformancdevel of atleastthree(3) iMeetsExpectationg in order to
participatein theprogram;

Thee mp | o guies donotendthemselveso beingaccomplisheaffsite. Denialson this basis must
demonstratéhatcircumstancesdirectly relatedto the accomplishmendf thatwork u n i ntis8i@n
prohibit theperformancef thatpositionanywherebut in the Agencyvorkplace;

c. Theemployeds a traineer summehire employee;

d. Theemployedas on leaveestriction;

Theemployeehas not signed theelfCertificationSafetyChecklist forTeleworking(AppendixH);
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f. Theemployeedid not sign the Privacict Authorization(AppendixH);

g. A newemployeds within thefirst yearprobationaryperiod(An AAO hasthe option tovaivethis
exception.);

h. Theemployeehasreceivedadisciplinaryaction inaccordancavith Article 37 oradverseaction in
accordanceavith Article 38 in thesix (6) monthsimmediatelyprecedingheir applicationfor telework;

i. Theemployeedoes nohavethe necessamgndappropriatdéechnologicacomponentgandequipment to
performthework;

j. Thee mp | o posit®rirexuireson adaily basis(i.e., everywork day), directhandlingof secure
materials. Securematerialsarethosematerialsfor which thereexists awritten policy (atthe
GovernmentAgency,or organizationalevel) restrictingthe use/accessutside ofa specificgovernment
installationor areawithin agovernmentnstallation,andincludepersonallyidentifiableinformation
(PIN). A copyof thiswritten policy will be providedto theemployeeuponrequest.

Section4. Denial of Requeststo Telework.

The AAO will act uponthe mp | o nrequestorsTeleworkAgreemenby eitherapprovingor derying the
requesbn SBA Form2190within ten(10) working daysof receiptof therequest.A decisionby the AAO not

to approvetheteleworkrequesbor adecisionby the AAO to approvead-hocor intermittentteleworkrequests
whenthe employeesubmitted aequesfor apre-determinedreleworkAgreement will beconsidered denial

by the AAO andthe denial will bgrovidedin writing to theemployeeon SBA Form2190.Theemployeemay
forwardthedeniedrequesto theTeleworkReviewBoard(TRB) within fifteen (15) calendadaysof receiving
the AAO decision. The TRBvill review the deniedrequestandprovidetheemployeewith theA g e n &mgald s
decisionin writing within seven(7) work daysof thereceiptof therequesfor review.If theT R B @esisionis

to denytherequestthe Union mayinvoke arbitration. The expeditedarbitrationprocessn Article 40, Section
14 ofthis Agreemenwill be used.

Section5. Telework Agreement

TheTeleworkAgreemenunderwhich anemployeewill performwork must be clearlgetforth in writing and
signedby therespectiveAAO andemployee. Themployeewill be provided with acopy. Theapproved
TeleworkAgreementill, at aminimum, containall of theitemslistedin AppendixH andidentify/specifythe
daysandhoursthe employeads allowedto work awayfrom the office. An employeemaysubmita written
requesto changeheir TeleworkAgreemenbnceeachcalendaiquarterasspecifiedin Article 15, Sectiord(a)
of thisAgreement.The Agencywill respondo thee mp | o nequestvithin five (5) working days.

Section6. Computer and TelecommunicationsEquipment.

a. Theintentof the Agencyis toreplaceexistingdesktopcomputersvith Agencyissuedaptops to beised
for official businessincludingtelework. The Agencywill be responsibldor servicingthe SBAissued
equipmenprovidedto theemployee.Theemployeewill bring the equipment to th©DSfor servicing.

Any employee providedith anewAgencyissued laptoghallberequiredto returnanyexcess
equipmenissuedundersection6(b) andwill not beeligible for anyotherexcess/extraquipmentunder
section6(b).

b. To thedegreehat the Agencyhasexcess/extraquipment on hand/anagemenBoardMembers,
District Directors,RegionalAdministrators CenterDirectors,AreaDirectors,etc.,maymakesuch
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equipmentavailablei with preferencdo thoseeligible teleworkersvho do not own adesktopor laptop
computer.The Agencywill be responsibleor servicingthe equipmentprovided to theemployee.The
employeewill bring the equipment to th©DS for servcing. Request$or suchequipmentwill be made
throughthee mp | o inmexdidtssupervisor.

c. Theemployeemayopt tobereimbursedor long distanceelephonecallsapprovedon the appropriate
Agencyor Governmenwide form.

d. In accordancevith SBA standargroceduresemployeesnaymake copies odensitivematerial(as
distinctfrom securematerial) theyneed fortheir work assignmentandbringthem to theADS.

Section7. Training.

Employeesnterestedn telework must complete mandatorytutorial trainingmodulewhich will be provided
by the Officeof HumanResourceSolutions. Thigrainingcan bewveb basedinterestecemployeewill be
allocatedadequat@lutytime to completehis training.

Section8. Problems Affecting Work Performance.

a. Employeeswill inform managersvhenever problemarise atheteleworksite which adverselyaffect
their ability to performwork. Examplescouldincludesituationssuchasequipmentailure, power
outagestelecommunicationdifficulties, etc. In suchcass,theemployeemayengagan thework
describedn section8(b), seektechnicalassistanceescribedn section8(b) below, requesteavein
accordancsvith Articles 17 (Annual),and19 (OtherLeave)or reportto theODS.

b. Intheeventthata teleworkingemployeds unableto remotelyconnecto theagencysystemthe
teleworkingemployeeshallwork on tasks oprojectsnot requiringremoteaccesgo the Agencysystem
network. Suchtasks maynclude,but not limited towork on physicalfiles the employeéringsto their
ADS, or work ontrainingthatmaybe completedvithout remote acces® the Agencysystemnetwork.
Employeesxperiencing technicasueswhile teleworkingshall contactthe establishedCIO
helpdesk.

Section9. Communication.

Two-way communicationdetweeremployeesndsupervisorss essentiato asuccessfutelework
arrangementEmployeesvho teleworkmayprepareareportfor their supervisor on theactivities,underthe
sameconditionsas if theywerenotteleworking.

Section10. Termination of Telework Agreements.

Participatingn theteleworkprogramwill be voluntary.Employeesnayterminatetheir TeleworkAgreementt
anytime. If managementiecidego terminateane mp | o TekewotkAgreementmanagemenwill give the
employee anthe local Union fivg5) work daysadvancenritten noticebeforetermination. This noticeshall
providetherationaleforma n a g e deeisian terminatethee mp | o padi@pati®nin theprogram.
Employeewill not beterminatedrom participatingin theteleworkprogram without justauseThefollowing
reasonarejustificationfor terminating are mp | o JekwoékAgreement:

a. Theagreemeniho longersupports thenission ofthe organization/officéa written justification
explainingthe basisfor the decisionmust be provided to themployee).
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b. Performanceatingdrops tobelowalevel (3) i Me &xpeactation® If anemployee improvetheir
performancethe AAO mayatanytime returntheemployeeo regularteleworkwithout waiting until
the nextreview cycle.Underthesecircumstanceghe employeewill not berequiredto submitanother
teleworkapplication. E-mail noticeto anemployeewill suffice.

c. A reassignment/detacbuses @hangean thenatureof thework which prevents themployedrom
teleworking.

d. Theemployedails to maintaina continuouscommunicatioriink, via telephoneor email with the
office.

e. Itisdeterminedhat the costs of thegreemenhavebecomeampractical(a written justification
explainingthe basisfor the decisionwill be provided to theemployee).

f. Employeehas notompliedwith thetermsof theagreement.

g. Normally,employeewill not beremovedrom participation fora singleor minorinfractionof the
TeleworkProgranrequirementshowever,employeewill be removedf they receivean adverseor
disciplinaryactionbasedn causehathasa nexus with theiability to teleworkefficiently and
effectively.

Section1l. Information to the Union.

With thee mp | o gppreval scopyofthee mp | o gp@ieaions forteleworkanda copyof theaction
takenon theapplicationswill be providedto theCouncil Presidentvithin seven(7) workingdaysof arequest
fromtheUnion. On request, thigencywill providethe Union with anannualreporton telework
participation,describingparticipationin eachoffice by Department/Divisiorandgrade.

Section12. Hours ofWork and Leave.

Employeegerformingwork atthe ADS aresubject to thsameworkdayrequirementsastheywould beif they
wereperformingwork atthe ODS. Employeeswill continueto becoveredby all provisionsof Articles 16
(Overtime),17 (Annual),18 (Sick) & 19 (OtherLeave).

Section13. EmergencyClosing/Late Openings/Early Dismissals.

a. On adaywhenanemployeds scheduledo workatthe ADS andtheir ODS buildingis closedor all or
partof theday,theemployeds normallyrequired tgperformwork atthe ADS.

b. When theODSbuildingis closed, themployeemaybe excusedrom duty underthefollowing
conditions:

1. Thee mp | o ADSesthee mp | o lyomeaddanemergencexiststherethatinterfereswith
thee mp | o gbeiteté performwork (e.g.,disruption ofelectricity,loss ofheat,etc.);

2. An emergencyreatesa personahardshipthatpreventshis/herworking successfullyat the
teleworksite (e.g.,relatedchild care,etc.);

3. Thee mp | o gueesade suchthathe/shecannotcontinueto work without contactwith the
ODs.

c. If theODSbuildingis closedandthe employeds scheduledo work at atelecente(i.e., not the
e mp | o lyome),éndthattelecenteis alsoclosed foranyreasonthe employeewill be granted
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administrative leave.

d. If theODSbuildingis openandtheemployees scheduledo work at atelecentefi.e., not the
e mp | o lyome),andthattelecenteclosesearly for anyreasonthe employeemaybegranted
administrative leave.

e. If employeestthe ODSaregrantedearlydismissaffor a holiday(e.g.,ThanksgivingChristmasEve,
New Yearss Eve), theemployeenvorkingatan ADS will alsobedismissecearly.

f. AAOs shoulddiscusghese issuewith employeedeforethe employeedeginteleworking.

Section14. Grandfather Clause.

Employeesvho are teleworkingon anapprovedagreemendas ofthe effective dateof this Agreemenmay
remainon teleworkandwill not haveto reapply. To theextent anyprovisions of thos@&eleworkAgreements
do notconformwith this Article, the provisionsof this Article will govern.

ARTICLE 24  VETERANS RECRUITMENT APPOINTMENTS

Section 1. General.

In accordancevith 5 C.F.R.307.102(a)the Agencyhas the responsibility providethe maximunof
employmentandjob advancemenpportunitiego eligible veteransf theViethameraandthe postVietnam
erawho arequalified for suchemploymentandadvancement.

Section2. Appointment.

A VeteransRecruitmentAppointment(VRA) is madeto enhancemploymenbpportunitiesor veterandy
providinganexceptechoncompetitiveappointment.Employeeswith VRA appointmentsywho satisfactorily
completetwo (2) yearsof substantiallycontinuousserviceunder the/RA program,ncludingtrainingwhen
required shallbe convertedo careerconditionalor careeremploymentasappropriatepursuanto PublicLaw
107-288andapplicableGovernmeniwide regulation.

ARTICLE 25 WO R K E RGGMPENSATION
Sectionl. General

It is the responsibilitpf employeedo reportanyinjury or ilinesssustainedn the performancef their dutiesto
their supervisor asoonaspossiblejn accordancevith policiesof theOffice of Wor k eCGompnsation
ProgramgOWCP),U.S. Departmenbdf Labor.When the Agenchecomesawarethatanemployeehassuffered
anoccupationalllnessor aninjury in theperformancef theirduties,the supervisoor appropriate
administrativeor personnebfficial will immediatelycounsethe employeeasto their right to file for
compensatiomenefits and thproceduresor filing claims. Theappropriatdormswill be providedto the
employeeor their representatie.

Section2. Medical Treatment.

Whenaninjury is reported to theupervisorthe supervisoshallimmediatelyinform theemployeethat heor
shemaygo to thehealthunit, if any,on the premises, @tthee mp | o gpeoa, dosphysicianor hospital of

53



theemployee'shoice. In emergencgaseswhentheemployeds unableto indicatea preferencethe Employer
shallarrangdor appropriateemergencyare.

Section3. LeaveCoverage

a. Attheendof suchperiodof time asmaybe providedby statutefor the carryingof occupationallyll or
injuredemployeesn aregularpaystatus, thaffectedemployeemayelectto beplacedon accruedsick
or annualleaveor leavewithout paypendinga decision on theicompensatiowlaim.

b. OncetheDepartmenbf Laborhasapprovedheir claim for compensatioranemployeehas the right to
request leavebuybackfor the leaveusedduringrecoveryfrom ajob-relatedinjury or iliness.Such a
requesimust be approvely the Departmendf Labor(DOL). Beforethe Agencycan recredit theleave
to anemployeethe employeemust repayhe Agencyfor the leavahat hadeenused.The Personnel
ServicingDepartmen{PSD)shallprocesghe changanto thepayroll systemwithin two (2) full pay
periodsfrom thereceiptof therepayment.

Section4. Representation

An occupationallyll or injuredemployeeshall haveheright to representationf their choice. Any files
maintainedoy the Employerrelativeto theemployee'slaim shallbe availablefor reviewby the employeeor
their designatedepresentative.

Section5. Non-discrimination.

The Employershallnot discriminateagainstanyemployeebecaus¢he employee hasustaineagninjury in the
performancef their duties,or becaus¢heyhaveexercisedanyrightsunder thisArticle or underprograms
administeredy OWCP,DOL.

ARTICLE 26 CHARITY DRIVES

Sectionl. TheEmployerandthe Union mutuallyagreethatemployeewill be encouragedo participatan
charitydrives. In no instanceshallthe Employeror theUnion exerciseunduepressuren anemployedo
contributeto acharity,nor shallanyreprisalbe takeragainstanemployeewnho refrainsfrom participating. It is
furtheragreed that no lists will beeptshowingthe namesof the contributorsandamountsof their contribution
exceptthosethatarenecessaryo administethe programproperly.

ARTICLE 27 POSITION DESCRIPTIONS, POSITION REVIEW AND
CLASSIFICATION

Sectionl. Position Description.

a. Eachpositioncoveredby this Agreementhat is established @hangednust be accuratelyescribedn
writing andclassifiedto the properoccupationatitle, seriesandgrade. It is notintendedo list every
dutyanemployeemaybe assignedbut reflectsthosemajordutiesthat areregularandrecurring. Each
employeewill be givenanaccurateositiondescription(PD) of theposition to which thewpreassigned
atthetime ofassignment.Thephrasegenerallywordedasii 0 t h e rasadsusti i gemsehdr aelated
du i es 0 dndhedositipnuesatiptionshallbeinterpretedo meanii t athakasenormallyrelated
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to thepositionandareof anincidentalnatureor uniqueassignmentthatare temporaryn natureanddo
notimpacttitle, seriesor gradel e v &anagemeninayassignincidentaldutiesthatareappropriate.

b. Positiondescriptionswvill bekeptcurrentandaccurateandpositions will be appropriatelglassified.
Changedo a position will beincorporatedn thePD toassurehat the position is correctly
classified/gradetb theproper title,seriesandgrade. Whensignificantchange®r modificationsof
dutiesandresponsibilitiesoccur,the PD will beamendednd/orupdatedo reflectsuchchanges.
Normally, this will be donewithin forty-five (45) calendaidaysof whenthe changeor modification
takesplace. Whenachangds madeto ane mp | o RDetleetAgencywill providetheemployeewith a
copy. Whena changeesults in gpersonnebction, theslectronicOfficial PesonnelFolder(eOPF)
systemwill generateanemailnotificationto theemployednforming that adocumenwasadded tadheir
eOPF.

If anemployee believethattheir PDis not acompleteandaccuratelescription othe duties that thAgency
hasassignedim/her,theemployeewill first discuss thenatterwith theirimmediatesupervisor.If the
employee continueg® believethat theirPD is notcompleteandaccuratetheymayfile a grievanceunder
Article 39 of this Agreementlt is understoodhat such @rievancenayonly challengehe completenesand
accuracyof aPD. It maynotchallengghee mp | o positerdtitie,seriesor grade.

Section2. Position Reviewand Classification.

a. TheAgencymayconduct a positioneview,atits owninitiation, asoutlinedbelow:
1. Informal Review
A supervisomayconduct a cursorgeviewof a position asecessarjo determinghe dutiesare
currentandaccuratelydescribed.Suchreviewsmaybe conducted:
a) Inthecourseof aperformanceeviewunderArticle 28, Performancé\ppraisalSystem;
b) When avacancyoccurs;
¢) In connectiorwith a personnedction;
d) Atthee mp | o nequestiveentheemployeebelieves his/hepositiondescriptionis not
accuratelydescribedpr
e) At suchothertime asmaybenecessar.

If thesupervisodetermines thathangesrerequiredthe supervisomwill contactthe Servicing
HumanResource®ffice (SHRO)for guidance.The SHROwill discusghe changeproposedy
thesupervisor andetermingheimpactto theclassificationof the position. Theemployeanay
discuss thé&D with thesupervisor and/dBHROwhena questionarises.

2. FormalReview
TheAgency,a programhead a supervisor, or SHRO maypnducta comprehensivandsystematic
reviewof a position(s)asnecessaryo determinghedutiesarecurrentandaccuratelydescribed.
Suchreviewsmaybe conducted:
a) When agroupof bargainingunit positions will bereviewed;
b) Toassisthe SHRO inthe evaluatiorandclassificationof a position
c) Forasystemigoosition reviewestaltishedby the Agency;or
d) Forconsistencyeviewsidentifiedby the SHRO orOPM.

If thereviewdetermineshatchangesre required, theupervisowill contactthe SHROfor
guidance.The SHRO will discuss thehangegroposedy the supervisoanddeterminegheimpact
to theclassificationof the position. In aformalreview, the Agencwill notify the Unionwhen
significantchangesremadeto theclassificationof bargainingunit position(s)asaresultof
reorganizationa changen majorduties,a changen classificationstandardspr achangen the
applicationof classificationstandards.
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b. EmployeeRequest

1. If anemployee believethat his/heposition is notorrectlyclassified afterthe positiondescription
is found to beeompleteandaccuratethe employeeshouldfirst discusst with the supervisor.If the
supervisor believethat theposition should bee-describedand/orre-evaluatedthe supervisor
shoulddocumenthe changedo thecurrentpositiondescriptionandsubmit therevisedPD to the
SHROfor classification.

2. If thesupervisor believethat the position islassifiedcorrectly,the employeeshould beso
informedin writing. Theemployeanaythen requeshata deskauditbe performed.

c. DeskAudit

1. A deskAudit is no more than eonversatioror interviewwith the person in the job, evith the
supervisoinf theposition, orsometimewith both, usuallyat the worklocation. The purposeof an
auditis togainasmuchinformation as possiblabaut theposition. Thisinformation,combined with
ananalysisof otheravailablematerialaboutthejob and theorganizationcanhelpto verify details
andresolvequestions.

2. Whendisagreementsoncerninghe accuracie®f a positiondescriptioncannot beesolvedoy the
employee anthe supervisor, themployeemayrequesin writing to thesupervisoffor andeskaudit
to beperformed. The supervisomwill respondn writing of theirapprovalandwill submit therequest
for adeskauditto theSHRO. If thesupervisor disapprovéle requesta narrativeexplanationwill
beprovidedto theemployee.

3. Thedeskauditmaybe conductedy telephoneor personainterviewwith theemployeg(s). The
interviewwill bescheduledor areasonabléme, whichis mutually acceptablédetweerthe
employee anthe HR Specialistvhowill performtheinterview. Theemployeewill be notified
seven(7) days in advance of theterview,andit will normally beginwithin forty-five (45) daysof
therequest.At the timeof thenotice,the Agencywill providetheemployeewith a list ofquestions
to bereviewedduringtheinterviewandalist of items theemployeeshould bepreparedo haveat
theinterview. Theemployeemaypresenbral and/orwritten descriptionof thework theyare
currentlyperformingto theHR Specialist. This mayincludecopiesof formal work productsthatthe
employeesubmitted to his/hesupervisorif available. Any documentequestedy the HR
specialistrom the employeeshould bepresentediuringtheinterview. Work shallnot bereassigned
for the purposeof avoidingreclassificatiorduringaninterview; however, théAgencyretainsits
managemerright to assignwork.

4. When adeskauditis performedawritten summaryof thefindings shall bepresentedo theUnion
within ninety(90) daysaftertheauditis initiated or soonerif completed.

d. ClassificationAppeals

If anemployee doesot agreewith theclassification otheir position, theemployeemayfile a
classificationappeain accordancevith controllingregulationsput cannotfile agrievanceunder Article
39. GeneralSchedul GS)employeesnayappealheir classificationdirectlyto theAgencyor tothe
Office of PersonneManagemen(OPM). If theyinitially file theappealwith the Agencyandtheydo
notagreewith theA g e n degiSion theymayappeait to OPM. FederaWageSystememployees
mustfirst appeatheir classificationdirectlyto theAgency. If theydo notagreewiththeAgency 6 s
decisiontheymayappeal it to OPM. Uporequesfrom anemployeeor Union Representativehe
SHROwill provideguidanceon proceduresindrequirementsor appealingclassificationdecisiongo
OPM.

Section3. UnionParticipation.

1. TheUnion will beprovided 15dayadvancenoticeof aformal positionreviewin theeventthatgroups
of bargainingunit positionsarescheduled fosuchreviews. The Union willadvisethe Agencyof its
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concerngegardingparticulargroupsof bargainingunit positionsscheduledor review,andthe Agency
will give considerationio suchconcernsn performingsuchreviews.

2. An employeemayrequest Uniomepresentatiom anypositionreview,includinganydeskauditandbe
apprisedf theresults.

3. TheAgencyshallfurnisha copyof anyofficial PD within thebargainingunit to theUnion relatedto
representationalutiesin specific cases;onsistentvith applicabldaw, regulation and thigrticle, upon
request.Normally the copywill be furnished tahe Union within two(2) weeksof therequest.

ARTICLE 28 PERFORMANCE APPRAISAL SYSTEM
Sectionl. General Provisions.

Therearefew activitiesin anorganizatiorthat havegreateimportanceo its overall successhanthe methodan
organizatiorchoosedo evaluateandmanagets personneftesourcesThe Partiesagreethatperformance
managemerfor bargainingunit employeescoveredoy S B A Besformancé\ppraisalSystem (PASWill be
carriedout inaccordancevith this AgreementWherethereareconflictsbetweerSBA policies,procedures,
andSOPs ormperformance appraisahd thisAgreementthe provisionsof this Agreemenwill prevail.

This Article providesfor thefollowing:

T

=

PersonaBusinessCommitment(PBC) Planwhich includesthe employee'sritical elementsand
performancestandards;

Communicatiorof personabusinessommitmentplanto employees;

Establishmenbdf methodsandprocedureso appraisemployee performancand
Correctingemployee deficiencies.

ThePartiesagreethat thePAS will be administeredn afair, measurableachievableunderstandable,
verifiable,reasonable, anelquitablemannersoasto permitthe accurateevaluationof employegob
performanceRatingswill be baseduponemployee performance agaiesitical elementsandperformance
standardsanddefinitions forapplicableratinglevels, aslescribedelowin this Article. Appraisalresults
will be objectivelyandconsistenthyappliedwhenusedasa basisfor personnetiecisions Appraisalof
employee perforiancewill be conductedn accordancevith applicable lawsndregulationsjncluding, but
notlimited to: ThePrivacyAct, 5 U.S.C.Chapterd3, 5C.F.R.Part430, and the CiviRightsAct of 1964,as
amendedandthis Agreement.

Definitions.

a. Appraisal is theactor procesf reviewingandevaluatinghe performanceof anemployeeagainst the
establishe@nddescribectritical elementsand standards.

b. Appraisal Period is theperiodof time establishedby anappraisakystemfor whichanemployee's
performancevill be reviewedandevaluatedandaratingwill be prepared.

c. Critical Elementis a personabusinessommitmentwhich is awork assignmenof theemployee's
position orresponsibilitythat is ofsuchimportancehatUnacceptable performanoa theelement
would resultin adeterminatiorthat theemployee'®verallperformances "Unacceptablé A critical
elements notestablishedor a non-critical work assignmenor responsibility.

d. Deficient Performanceis the performancef one ormore citical elementof anemployee'ositionin
amannemhich fails to meetthe performancestandardor "MeetsExpectationsperformance.
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e. Interim Performance Rating is aratingof theemployee'performancentheassignedanddiscussed
critical elementsvhen, duringheappraisaperiod:
i. An employeeor employee'satingofficial changegositions dué¢o promotion,reassignmengr
transfer;
ii. An employee'satingofficial retires;or
iii. An employee habeen undeperformancetandardsaindcompleteda detail or temporarpromotion
that lastedor atleast 90daysduringthe appraisaperiod.

f. Job SpecificElementis acritical element in themployee'$?BC Plarthatis aspecificdutyor
responsibilitydirectly relatedto andbasedupon therequirement®f theemployee'position. Thgob
specificelementmaybelinked toorganizationaboalsand/orSBA/Office strategiglans.

g. Non-critical Elementmeansadimensionor aspect of individuateam,or organizationaperformance,
exclusiveof acritical element, that isisedin assigninga summaryevel. Suchelementsnayinclude,
butarenotlimited to, objectivesgoals,programplans,work plans,andothermeansof expressing
expectedgerformance.

h. PerformanceAppraisal is thewritten assessmemf anemployee'svork performancegainsthe PBC
Plancritical elementsandperformancestandardsywhich havebeen establishedjscusse@and
communicatedo theemployee.

i. Performance Standardis themanagemerapprovedexpressiorof the performance threshold(s),
requirement(s)or expectation(shhat must benet to beappraisedt particularlevel of performanceA
performancestandard mainclude,but is not limited toguality, quantity,timeliness andmannerof
performance.

j.  Quarterly ProgressReviewis areviewthatrequiresthe supervisotto give theemployee feedbaabn
their progressandperformancegainsiperformancetandardsaswell asobtain theemployee's
assessmerf their efforts,accomplishmentandneeds.

k. Rating Official is thefirst-line supervisoto whom theemployeeaeports. Thiofficial is responsibldor
establishingandcommunicatingo theemployeehe critical elementsaandperformancestandards ofhe
position,assigningandsupervisingvork, apprisingthe employee'performanceanddetermininghe
ratingof record.

I. Reviewing Official is theratingofficial's immediatesupervisomwho is responsibléor supervisiorof
thework of theratingofficial. Thereviewingofficial shallbeatahigherlevelin theorganizatiorthan
theratingofficial andwill be anindividual who isknowledgeabl@boutthe employee'svork
performanceThereviewingofficial will reviewandsignoff on theperformancef anyemployeerated
atthe"Outstanding'or Unacceptable level.

m. Rating of Recordis theperformanceatingpreparecht theendof anappraisaperiodfor performance
of Agencyassignedlutiesovertheentireperiod and thassignmenof a summarylevel within apattern
specifiedin 5 C.F.R.Part430.208(a).

n. Summary Rating Levelsarethe levelghatwill be usedto ratethe employee®n eachof their
individual PBC critical elementsandstandards.

0. TheAgencyhas informed th&nionthatit hasdeterminedhat thefollowing numericalaveragesvill be
usedwhendetermininghe overallratingof record:

i. Outstanding (Level5). Theaverageof theindividual critical elementratingsmust beat or between
anumericalscoreof 4.6to 5.0. Nocritical element maype ratedlower thanExceed€xpectations
(Level4). Aratingatthislevel requiresawritten justification.

il. ExceedsExpectations(Level4). Theaverageof theindividual critical elementatingsmust beat or
betweeranumericalscoreof 3.6 and4.59. Nocritical elementmayberatedlowerthanMeets
ExpectationgLevel 3).

iii. MeetsExpectations(Level 3). Theaverageof theindividual critical elementratingsmust be
betweer3.0and3.59. No jobspecific criticalelement mayeratedlower thanMeetsExpectations
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(Level 3). Aratingof thislevel warrantsthe grantingof a within-gradeincreasen recognitionof the
employee'performancet anacceptabléevel of competence.

iv. Marginal (Level2). Theaverageof theindividual critical elementratingsmust beat or betweera
numeical scoreof 2.0and 2.99However,a Below Expectationsatingon the jobspecificcritical
elementwill resultin aratingatthislevel (Level 2). No critical elementmayberatedlower than
Below ExpectationgLevel 2). Aratingatthis levelrequireswritten justification.

v. Unacceptable(Level 1). If oneor morecritical element(s)s/areratedFailsto Meet Expectations
(Level 1), the overalratingwill be Failsto MeetExpectationsandcorrective actions required A
rating atthis level requiresa written justification.

Section2. Establishing Critical Elementsand Performance Standards.

1. Theemployeewill be providedanopportunityto participatein theestablishment ahe jobspecific
performancestandard ohis/herPBC Planprior to finalization of the plan. At the beginningof therating
period,whenPBCsare established, the supervisorcanjunctionwith theemployeewill meetand
establisha PBC Planthatwill be communicatedo theemployee and/occommunicatehe critical elements
andperformance standaregll remainthe samefor thenewratingperiod. Theemployeewill be given the
opportunityto reviewthe proposedob specificcritical elementandstandard fohis/herpositionandwill be
allowedup toseven(7) calendadays,exclusiveof anyofficial travel or approvedeave,to offercomments
andsuggestiongrior to theirPBC Planbeingofficially finalizedandprovidedto them. Theemployee
acknowledgeseceiptof the PBC Plan byaffixing anelectronic signatreanddateintheAge ncy 6 s
automategerformancenanagemenrgystem. Suchsignaturedoesnot indicatevhetherthe employee
concursor not, but indicatethatthe elementsandstandardsverediscusseavith theemployee.

2. Eachtime anemployeds assignedo anew position, theAgencywill communicatehe specificcritical
elementsandperformance standards$ the positionthatwill apply to theemployee andthe employeewill
be affordedanopportunity(up to seven (7¢alendaidays)to review,discussandmakesuggestionor the
newjob specificelementandstandardeforetheirnew PBCPlan is officiallyfinalizedandprovidedto
them.

3. Within 30daysafterentryinto the positiorand/orwhenanemployee'positiondescriptionor performance
plan ischangedanemployeewill receivea copyof the positiondescriptionandthe performancelan. The
performancelanwill setforth thespecificcritical elementsand standardsit the "MeetsExpectation'level.
Employeesandsupervisorarejointly responsibldor identifying anyfactsandcircumstancegvhich may
needto be taken int@ccountn thedevelopmenbr applicationof the jobspecificelementandperformance
standardor appraisingoerformanceThroughouthe appraisaperiod,anemployeemayrequestdditional
clarificationanddirectionfrom his/hersupervisoiconcerningjuestionsaaboutperformanceThis will not be
viewednegativelyby the supervisorEmployeeswill be informedof therelativeweightsassignedo each
critical elementat the start ofthe performancegeriod, andvithin five (5) work daysof anychangeshatare
madeduringtheyear.

4. All aspect®of thePBCPlan will becommunicatedo theemployee athetime theemployeeeceives it.
Whenanemployeds expectedo meeta numericalstandardhatis differentfrom thatwhich hasbeen
previouslycommunicatedthis standarawill be communicated iwriting via theA g e n auothated
performance managemesystem.Theratingofficial will clarify anyquestions themployee hasoncerning
his/hercritical elements andtandardssuchasexplanation®r examplef whattheemployeemust do to
performatthe Meets Expectationevel andabove.
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5. All performancestandards will, to thenaximumextentfeasible permitthe accuratesvaluationof job
performancen the basis abbjectivecriteriarelated to thgob in questionfor eachemployeeor position.
To themaximumextentfeasible performancetandards must desedon objective,reasonableand
measurableriteria,andprovidea clearmeansof assessingvhetherobjectiveshavebeen met. Standards
will be specific,measurableselevantandtimely, anddescribe worlandresponsibilitiegshatarewithin the
e mp | ogoetreld s

6. TheAgencyhas informed thé&nionthat ithasdeterminedhatthereshall bea minimum ofthree(3) critical
elementdor eachposition, unless thdutiesandresponsibilities othe positionaresuchthatonly alesser
numbercanbevalidly identified. Critical elementsaandstandardshallbeapplied in &air andequitable
manner.

7. All changesn workingproceduresnust becommunicatearally or in writingto employee®eforethe
employeecan beheldaccountabldor the changelf instructionswverepreviouslyin writing andare
changedthe Agencywill issuenewwritten instructions immediatelgr assoonaspossible.

Section3. Quarterly ProgressReviews.

A. An employee'performancegainst thelementandstandardshould beanonitoredby therating
official throughoutheratingperiod,andtheratingofficial shouldcommunicatevith theemployee
aboutproblemssuccessesndprogressaswarranted. The Partiesgreenot to usemeasuresf
programeffectivenesso evaluateor appraiseane mp | o inddvieualperformance.

B. At aminimum, allemployeesvill receivethree(3) quarterlyprogresseviewsandonefinal annual
review. During quarterlyprogresseviews,which will take place atapproximatelythe middleof
JanuaryApril andAugust, boththe employeeandratingofficial will exchange informatioand the
employeemayprovidethe supervisowith a summaryf theiraccomplishments fahereviewperiod
concerninghe performancef theemployee asomparedo the establishedritical elementsand
performancestandards found in tHeBC Plan.At thereview,the employeewill discussinformationthat
impactstheir performanceThereviewwill include identificationandconsideratiorof anyformal or
informal assistancand/ortraining feltto behelpful in aidingthe employego accomplishhis/herPBC
Plan.

C. Progresseviewswill bedocumentedn theA g e n peyfdrreance managememitomatedsystemand
the Agencywill providea copyof theprogresseviewto theemployeauponrequest.

D. If ane mp | o pedoentascdalls belowthe Meets Expectatiodsvel, the supervisomustdescriben
writing via theA g e n awoiategperformancenanagemergystemthe specific criticalelement(s)
thatis/are deficienthowtheemployeecan improveperformamre,andanyassistance provided the
guarterlyreview.

Section4. Completing Performance Appraisal Ratings.

A. An employee'performanceatingwill be based strictlyipon his/heperformanceagainsthosecritical
job elementghathavebeencommunicatedo theemployee anapplyduringthe appropriate
performanceatingcycle.

B. Employeeswill receivearatingof recordannuallythat ispreparedy theemployee'satingofficial and
will be documentedh theA g e n peyf@mancenanagemensystem.

C. Whenratingemployee performanc#heratingandreviewingofficials will considertheimpactof
mattersthatcould not havebeenreasonablyorecastor arebeyond the control of themployeeln the
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applicationof standardso individual employeesthe Agencywill not hold employeesaccountabldor
mitigatingfactorssuch adack of funds,lack ofresourcedack of training, or frequentauthorized
interruptionsof normalwork duties.

. Theratingperiodshall normallycoincidewith the begnningandendingdates othefiscal year.
Employeewwill normally receivearatingof recordon anannualbasis followingnotlessthan90
calendadaysof performancainderestablishe@dlements.However,if anemployee believethat 90
calendadaysis insufficient, theemployeemayrequestand theAgencymaygrantanadditional30
calendadaysfor atotal of 120 calendardays. The Agencyretainsdiscretionon extendingherating
period. In no event will theextensiorexceedatotal of 120calendadays.

. Priorto finalization of theratingof record the employee antheratingofficial shallmeetto discuss the
employee'performanceThemeetingwill include conversation/discussi@aboutthe employee's
performancen eachelementfor which the employee wasesponsiblaluringthe appraisaperiod. The
employeemaypreparea written statemenof accomplishment teubmitto his/hersupervisorfor
consideratiomprior to theratingofficial preparinghe employee'sinal ratingof record. Employeesvho
chooséo preparesuchstatemenof accomplishmenshall begranteda reasonablamountof official
time, up tofour (4) hours.Employeesvho wish to dostatementsf accomplishmenill be provided
trainingwhich will include a suggestedormatfor writing andpreparinga statemenbf accomplishment.
. Theratingofficial shallindicatehis/herdeterminationsegardinghe summaryatinglevel obtainedoy
theemployedor eachelementor whichtheemployee wasesponsible durinthe appraisaperiodon
therating form,and shalblsoindicatehis/herdeterminatiorregardinga summaryratinglevel. This will
takeplaceaftertheratingofficial hasmet with theemployeeasrequiredin paragrapte above.In
instancesvherea ratingrequiresthe reviewingofficial's signaturetheratingofficial shallmeetwith the
employee andiscusgheperformanceppraisaprior to preparingheratingandthereviewingofficial
acting andsigningoff on therating. Theemployee'signatureshallindicatethat the performanaating
wasdiscussedvith andexplained to themployeeput does noindicateconcurrenceEmployeeswill
be givenacopyof their performanceatingwithin five (5) calendadaysafter ithasbeendiscussed and
acteduponby therating andbr reviewingofficial, asappropriate.

. Becausef theimportanceof theannual ratingf record,anydisagreemertbetweerthe supervisoand
theemployeeover its content should esolvedn anexpeditednanneithatencouragespenand
constructive dialogueegardinghe supervisor'performancexpectationsthe employee'performance
andtheappraisal Any grievancdiled on aperformance appraisalill be handled iraccordancevith
the expeditedyrievanceproceduresinderArticle 39, Section3(d), ExpeditedGrievance Procedurand
anyarbitrationwill be processeih accordancavith Article 39, Section14, ExpeditedArbitration.

Section5. Forms and Certifications.

Critical elementsandperformance standaresll be recordeconthe PBC Plan. Summanyerformance Ratings
will be recordedvia theA g e n auwothategerformance managemesystem. Elementsstandardsand
ratingswill be documentedn theA g e n peyfdrreance managemewstem. Employeeswill be givenacopy
of theirfinal ratings. Onall final performanceatings,the ratingofficial will make recommendationsyhen
appropriateregardinga performanceawardandnotify theemployee.

Section6. Promotions and Recruitment.

Employeesservingin careefadderpositions or undeformal trainingagreementshall beconsideredo have
demonstratedn ability to performhigherlevel work asrequiredfor careempromotion,providedthat:
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1. Theyareratedatleast’'MeetsExpectations(Level 3) inall elementof theirassignegosition duringhe
ratingperiod;and
2. Theymeet theime ingrade requirements.

Section7. Union Official Performance Appraisals.

A. Union officials who aregrantedofficial time for representationalctivitiesunderArticle 12, Union
Representationwill not be penalizedn their performanceppraisaldor their useof official time. Union
Officials must perforntheir establishedritical elements foatleastninety(90) calendadaysbefore
theycanberated.Thereis no specific amounbf hours aJnion Official mustperformunderestablished
critical elementdo berated.All Union Officials will receivea ratingunlesstheyareon 100%official
time. Supervisorswhencompletingratingsfor Union Officials, will not useperformancef their Union
dutiesto negativelyyimpacttheir ratings.Their performancef assignedaiutieswill be evaluatedagainst
assignedritical elementsandperformancetandards onlfor thetime theyactuallyperformedheir job
duties.

B. Authorizel time spentperforming collateratiuties(for exampleEEO or CFC)and/orUnion
representationdlinctions will not beconsideredis anegative factowhenevaluatinganemployee's
critical job elements.If anemployedas performingcollateralduties orUnion representationdlinctions
thatresultin frequentinterruptionsof normalwork, suchfactorswill not be usednegativelyagainsthe
employee whervaluatinghe employee'performancdor theratingperiod.

Section8. Correcting Deficient Performance.

Discussiorof proceduregor dealingwith deficientperformancen this Article pertaingo situationsvherethe
Employerutilizes theprocedure®f 5 C.F.R.Part432. This does ngirecludethe Employerfrom, orimpacton
the Employerwhen,takingactionunder5 C.F.R.Part752.

A. Themonitoringof employeeoerformances an ongoingrocesssupervisors wilprovidefeedbackon
anemployee'®verallperformanceSpecificfeedbackwill be givenwhen asupervisor noticea
decreas@én performancéelowalevel 3 andwill include adviceor recommendations doetter
communicatingob requirementsidentifying andprovidingsupplementatraining (classroonandon-
thejob), andprovidingadditionalcoachingmonitoring,mentoring,andotherdevelopmetal activities,
asappropriateto help improveemployeeperformanceuntil theemployeeshowsimprovementor until
suchtime theemployee demonstratasinability to improve.

B. Upondocumenteevidenceof aperformancaleficiency theratingofficial will communicatevith the
employeehe natureof thedeficiencyandwill give appropriat@ssistanceyhich mayincludedirection
to theEmployeeAssistance PrografEAP), togive the employeehe opportunityto overcomethe
deficiency,which maybe adverselyaffectingaccomplishment diMeetsExpectationsherformance.
Theemployeanayobtain theelephonenumberto EAP from their servicingpersonnebffice.

C. Performance ratingmaybeusedto identifyperformanceareasvherejob relatedassistance and/or
training maybewarranted The performancef oneor moreelementof theemployee'positionduring
theappraisaperiodata level below théMeetsExpectationsperformance standarchayindicate
potential oractualskills orknowledgedeficiencies fomwhich job-relatedassistance and/trainingmay
bewarranted.

Section9. PerformanceBasedActions.

ThePartiesrecognizehatit is in the bestinterestof theratingofficial andthe employeeo addresgperformance
deficienciesat the earliestopportunity. Further,clearcommunicatiorbetweertheratingofficial and the
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employess critical for thee mp | o suecessfigperformance.

Upondocumenteavidenceof aperformancealeficiencyor whenasupervisoffirst becomesawareof such
possibleperformance deficiencyhe supervisohas aesponsibilityto meetwith theemployee.Meetingsareto
advisetheemployeeof thes u p e r expectationdos suacessfulperformance andhatthe employeeand
ratingofficial can do taneetthoseexpectations Meetingsmaybedocumente@ndreferencedn anynegative
personnehctions oPerformancémprovemenPlan(PIPs). Theemployeemayrequesto haveUnion
representation.t is understood thaturingthis timeperiod,no grievancewill be filed overthema nager 06 s
documensuggestions.

A. Whenanemployee haperformedagainstis/hercritical elementsandperformancestandards for a
reasonable perioof time (in mostcasesinety(90) calendadays)andperformanceof oneor more
critical elementss determined to batthe Unacceptable levelheratingofficial mustinform the
employeeof the Marginal performancestandards that must bbeachedn order to beetained andnotify
theemployeejn writing thatfailure to improveperformanceo atleastthe Marginallevelwill resultin
his/herreassignmenteductionin-gradeor removal,and musgive theemployee ateastninety(90)
calendadaysto improveperformanceinder aP1P beforeissuinga noticeof proposakto removeor
reducein-grade During the PIP period, therating officialis requiredto provideappropriate assistante
theemployedn improvinghis/herperformanceThe supervisor'fforts mustbe documentedThe PIP
notificationlettershallidentify for theemployee:

1. Thecritical elements fowhich performances at UnacceptabléLevel 1);
2. Specific performancdeficiencies;

a. Marginal(Level 2) performancestandard€ommensurateith thee mp | o posit® ® be
attainedduringthe performance improvemeperiod to avoid aeductionin-grade,
reassignmengr terminationof employment;

b. Thetime allowedfor theemployedo demonstratatleastMarginal (Level 2) performance;

c. Thespecificassistancée.qg.,clarificationof elementsperformancestandardsand expectations;
counselingmentoring/coachingand/orincreasedlirectsupervisionthe RatingOfficial will
ensurgheemployeeaeceiveshelpto improveperformanceand

d. Thespecificconsequencesf failure to improve.

B. If performance continuge beUnacceptablatthe conclusionof the PIP periodspecifiedin the
notificationletter,the employeemayrequesin additional thirtf30) calendar dagxtensionlf granted,
andattheendof thethirty (30) dayextension, themployee'performanceontiruesto beUnacceptable
theratingofficial must eithereassigrthe employeeor issuehe employeea noticeproposinghe
employee'seductionin-gradeor removal,asappropriate.

C. Any Noticeof Proposediction shallbein writing andshall:

I. Advisetheemployeehatperformancef one(1) or moreof his/her currentritical elementhasbeen
foundto beUnacceptablandthat it isproposedo remove reassigrand/or toreducehim/herin grade,
not earlierthanthirty (30) daysfrom receiptof thenoticeof proposal,

ii. Identify thespecificcritical element(spndstandards afhe employee'position forwhich
performancdnasbeendetermined to b&nacceptable;

iii. Specificallycite anyfailure by theemployeeduringthe PIP periodthat will beconsideredn making
the decisionon theproposedaction,i.e., examplef Unacceptabl@erformancehatoccurredduring
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thePIP,or atanytime within the 1 yearperiod endingn the datémonth/day)of the noticeof
proposedction;

. Advisethe employedghatawritten decisionon theproposedactionwill be issued byareviewing

official not earlierthanthirty (30) calendaidaysafterreceiptof theNotice of Proposaland

Inform theemployeeof theentitlemento request reasonablamourt of official time (up to 16 hours)
to answerorally and/orin writing andthat he/shenayberepresentetdy the Union orother
representativdf additionaltime isneededit must berequestedn writing andincludea basis forthe
additionaltime. Additional time will be grantedf therequesis reasonableEmployeesnaycontact
their Local Union President, Shoptewardor President oCouncil228for informationregardingtheir
Unionrights.

. Thethirty (30) daynotice periodestablishe@bovemaybe extendedy the Chief HumanCapital

Officer, asset forth in 5C.F.R.432,for aperiodnot toexceedanadditionalthirty (30) days forjust
causeRequests foanextension of th@oticeperiodandthereasonsghereforeshallbe submitted in
writing throughthe decidingpfficial.

In arriving ata decisionon theproposalthe decidingofficial shallconsider thosenstanceof
Unacceptabl@erformancehat the proposingfficial basedhe proposedaction onandthe employee's
written and/ororal reply, if any,to theproposal. Thelecidingofficial shallthenprepareawritten Notice
of Decision.

Employeewill be giventwo copiesof a proposafor reductionin-grade reassignmentr removal.One
of thecopieswill havethe caption:AiTHIS COPY MAY BE PROVIDEDTO YOUR AFGE UNION
REPRESENTATIVE 0

. TheNoticeof Decisionshall:

a. Inform theemployeevhetheror notthe proposedactionis sustainear if the decidingofficial
substitutes &sssevereaction than thactionproposed;

b. Identify the specificinstance®f Unacceptabl@erformancenwhich adecision tareducethe
employeean gradeor removehim/herfrom employmenis beingmade;

c. Specifythe effectivedateof anyactiondecided upon; and

d. Advisetheemployeeof his/herright to appeakhedecisionto theMerit SystemdProtectionBoard
(MSPB)or to grieveit under theMasterAgreemenbetweemAFGE andSBA.

. An employee'applicationfor disability retirementshall not stop odelayanyappropriateAgency

action.

Theprocedureslescribed in thiSectiondo notapplyto removalactionsbased upowueficient
performancdor the followinggroupsof employees:

a. Employeeservinga probationaryor trial period in the~ederalGovernment;
b. Employeeservingontemporarytime limited appointmentsegardles®f duration;and/or
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c. Non-preferenceligible employeeservingunderanexceptedappointmentvho havenot completed
one(1) yearof currentcontinuousemploymenin thesameor similar positions.

Section10. Reassignments

Reassignmendf anemployeeasa method ofaddressingninimally acceptablg@erformancevill not ordinarily
beused.In theeventof aproposedeassignmernin this circumstancesuchreassignmentshall onlybe utilized
afterthenecessargssistancge.g.,off-site training,on-thejob training, weeklymeetings/discussions,
shadowingwork evaluationspersonabssistance/oversigleic.)hasproven to beneffectiveor hasbeen
determinedo beinapplicableto enablethe employedo achieveanacceptabléevel of performancen the
currentjob. A noticeof reassignmenrfor performance reasosall contain arexplanatiorof thereasonsvhy
theassistancprovidedwasineffective.All efforts to provideassistancavill be documentedwhen a
reassignmenis proposedn these instancesije followingshallapply:

a. Thereassignmerghallbeto a positiorfor whichtheemployee hapotential toachieveacceptable
performance;

b. Theemployeewill receiveappropriatarainingand/orassistancéo enablegheemployeeo achievean
acceptable levadf performancen theposition;

c. TheAgencywill first look for areassignmerthatwill not requirethe employeeo relocatefrom the
currentcommutingarea;

d. TheAgencywill make everyeffort to reassigrthe employeeo a positiorat the samegradeof the
positionheld by the employeeprior to reassignment;

e. Thereassignmenwill not bemadeto a position that malye reasonablynticipated to embodycritical
elementfor which theemployee haalreadydemonstatedan inability to perform,or which embodies a
critical elementor whichtheemployee haso reasonabl@otentialto performatanacceptabléevel.

In accordancevith 5 C.F.R. 432.10%nce aremployee habeenaffordedareasonablepportunityto
demonstratacceptable performancanagencymayproposeareductionin-gradeor removalactionif the
employee'performancealuringor following the opportunityo demonstratacceptablg@erformanceas
Unacceptablén 1 or moreof thecritical elementgor which the employeewvasaffordedanopportunityto
demonstratacceptable performance.

Sectionl11.Denial of Within -Grade Increases.

Onall denialsof aWithin-Gradelncrease (WGI)theeligible employeavill be notified whenthe supervisohas
madea negativelevel of competence determinatigaratingof Marginal) prior to theWGI duedate.A rating
belowMeetsExpectations is belownacceptabldevel of competenceAny WGI aneligible employeemaybe
duemust bewithheld until anacceptable levedf competencés achieved).e., theemployee'snostrecentrating
of recordmust beMeetsExpectation®r higher.When aWGl determination is natonsistentvith the
employee'snostrecentratingof record,a morecurrentratingof recordmust beprepared.

1. Postponingthe Determination.

In accordancavith 5 C.F.R531.409(c)supervisors should delayacceptabléevel of competence
determinatiorwhentheemployeehas nojperformedunderstandard$or the minimumappraisaperiod in the
currentposition, theemployee hasot beeninformed of theperformancestandard$or his/her position, the
employeedid notreceivea performanceatingin anyposition within ninety(90) calendardaysof theendof the
waiting period, ortheemployee waseduced in graddueto performanceWhen it is necessatg delayan
acceptable levaldf competence determinatiaie employee shalbeinformedthattheir determinatioris
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postponedTheemployee shalbeinformedof thespecifictime-frames andequirementgor achieving
performancattheii Me et s E x [ewelg.¢.,artacceptalddovel of competenceA determinatiorshall
then bemadeuponcompletionof the minimumappraisaperiodestablishedby the Agencyperformance
appmisalplanandshallbe basedn theemployee'provisionalratingor rating of recordcompletecdat the end
of theappraisaperiod.In anycasethe WGI determinatiorshould becompletedho laterthan ninety(90) days
following the datehe WGlis due.

a. If theemployee achieveanacceptabléevel of competenceluringthe postponemeiperiod,the WGI
will be effectivethefirst full pay periodafterthedeterminations madehattheacceptabléevel of
competences achievedlf theemployee failgo achieveanacceptabléevel of competencehe WGI
shallbewithheld inaccordancevith establishedegulationsandlaws.

b. Whenanacceptabléevel of competence determinatitiasbeenwaived, the WGI will be granted
whentheemployee habeen in aluty status folessthanonehundredandtwenty(120)daysduringthe
flnal fifty -two (52) calendamweeksof thewaiting periodfor oneor moreof thefollowing reasons:

Absenceghatarecreditableservicein thecomputatiorof a waiting periodor periods under5 C.F.R.

531.406;

Becausef paidleave;

Because¢he employeereceivedservicecreditunder thebackpayprovisions of 5C.F.R.Part550
SubpartH;

Becausef details to anotheagencyor employerfor which no ratinghas beepreparedpr
Becausef long-termtraining.

2. Requestfor ReconsiderationBasedon aNegativeDetermination.

a. When aratingofficial issues anegativedetermination, théollowing proceduresvill be followedin
accordanceavith Section5335(c)of Title 5, UnitedStatesCodefor reconsiderationf the negative
determination:

An employeeor anemployee'personal/UniorRepresentativenayrequestreconsiderationf the
negative determinatioloy filing, not morethan 15calendadaysafterreceivingnoticeof
determinationawritten responséo thenegative determinatiosettingforth thereasonshe Agency
shallreconsidethe determination;

Whenanemployee filesarequesfor reconsideratiorthe Agencyshallestablisranemployee
reconsideratiofile, which shallcontainall perinentdocumentselatingto thenegative
determinatiorandthe request foreconsiderationncludingcopiesof thefollowing:

Thewritten negative determinatioandthe basistherefore;

Theemployee'svritten requesfor reconsideration;

Thereportof investigatiorwhenaninvestigations made;

Thewritten summaryor formal notes ofanypersonapresentatiomadeby the employeeand
The Agency'sdecisionon therequesfor reconsideration.

arwnE

Thefile shallnot containanydocument thalhasnot beenmadeavailableto the employeeor their
personal/UniorRepresentativevith anopportunityto submit awritten exception to angummaryof
theemployee'personapresentation;

An employedn aduty statusshallbe granteda reasonable@mountof official time (upto 16 hours)
to reviewthe materialrelied upon to suppothe negative determinatioand topreparearesponse¢o
thedeterminationand
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iv. TheAgencyshallprovidetheemployeewith a promptwritten final decision,n accordancevith 5
C.F.R.531.410(a)(4).

b. Thetime limit to requesteconsideratiomaybe extendedvhenthe employeeshowstheywerenot
notified of thetime limit andwasnot otherwiseawareof it, or thatthe employee wagreventedy
circumstancebeyondtheir controlfrom requestingeconsideratiomvithin the timelimit.

c. When anegativedetermination isustaineafterreconsideratioranemployeeshallbeinformed in
writing of thereasongor thedecisionassoon as possible.

3. AcceptableLevel of Competencej.e., MeetsExpectation Level.

a. After aWGI hasbeenwithheld, aratingofficial maygrantthe WGI at anytime afterit is determined
that theemployee hademonstrategerformanceatthe "MeetsExpectationstevel. However, theating
official shalldeterminevhetherthe employee'performances atanacceptabldevel of competence
afterno morethanfifty -two (52) calendamweeksfollowing the original eligibility datefor the WGland,
for aslong asthe WGIcontinues to beenied, determinationsvill be made aftenolongerthaneach
fifty -two (52) calendamweekperiod.

b. Whenanacceptabldéevel of competencés achievedanewratingof recordwill be assignedtthe
MeetsExpectationdevel or higher.The WGI will be madeeffectivethefirst dayof thefirst payperiod
afterthenewratingof recordis issued.

Section12. Expedited Grievance Procedurefor NegativeWGI Determinations and Performance
Appraisals.

[This provisionhasbeenmoved toArticle 39]

Section13. Rewarding Performance.

Administrationof rewardingperformanceshallbe consistentvith Article 29, Incentive Awardsyhich will
providefor performancéonusesandrecognition.

Section14. Retention and Disposition of Records.

Whereanyperformanceappraisadocument isieedd in connectiorwith ongoingadministrativenegotiated,
qguastjudicial, or judicial proceedingsthe document shall betainedfor aslong asnecessarpeyond the
retentionschedulan theappropriatecasefile. Administrationof theretentionand disposition ofecordsshall
be consistentvith Article 10, Official PersonneRecords.

Section15. National Performance System&ommittee.

a. TheEmployerandthe Union shallestablisha NationalPerformancé&ystemsCommittee({Committee)
consistingof three(3) Union Representativeagppointedoy the Unionandthree(3) representatives
appointedoy the Employer.

b. SBA employeesvho areappointedby the Union toserveon thiscommitteeshallbe on official time
duringthe timethattheyareperformingthe functionsof the Committeeandcarryingout their dutiesas



memberof the Committee The Employershall paythetravelandperdiemexpensesf memberof the
Committeefor attendance afommitteemeetingsandfor performinganyactivities ofthe Committee
thatrequiretraveloutside the Committemember'sommuting area.

c. TheCommitteeshallmeetsemtannuallyunless thdPartiesmutuallyagreeto meetmorefrequently.
These meetingwill be held inWashingtonDC or inanotherdocation if mutuallyagreeduponby both
the Parties Theagendaandchangesn meetingdatesshallbe agreecuponmutually. In addition,
telephone conferencesaybeheldon anasneededasis.

d. TheCommitteeshallberesponsibldor monitoringthe PASandto recommenahangedo thePAS
whenit is notimplementedadministerecandappliedAgencywide. In order to carryut thischargethe
Committeeshallberesponsibleata minimum, forthefollowing:

i.  Asdeterminedappropriateby the Committee additionaldatafrom anyfield office (Regional,
District, Branch,POD, Area, Center)mayberequestedf problemsor potential problemare
perceivedor identified;

ii. Recommendhangesnd/oradjustmentso theperformance systeto ensurehat thesystem
accomplishests intendedyoals;

iii.  Take snapshaif theperformanceawardsystemAgencywide to observats differencesor
similarities;

iv.  Look atandrecommendhdoptionof bestpractices Agencwide;

v. Findwaysto rewardemployeesvho aretypically overlooked,;

vi. Recommendhtroductionof a pilot programto aid the Agencyin increasingandmaintaining
employeeshigh performance;

vii.  Verify that theappropriate trainingn theperformance systefmasbeen provided to Agency
employeegprior to implementation; and
viii.  Conductsurveys.

ARTICLE 29 INCENTIVE AND PERFORMANCE AWARDS

Sectionl. General.

Theuseof bothmonetaryandnonmonetaryawardshasa significanteffect onemployee moralemotivation
andfutureperformance.The Incentive andPerformancéwardsProgranwill be administerean afair and
equitablebasis without prejudiceor favoritism beinganinfluential factorin theselectionof awardees. The
SBA Incentive andPerformance AwardB r 0 g rmaimpurposds to motivateandrewardemployeego
continuall strive forexcellence.Theintentof theawardprogramis thatawardsserveto promotea positive
work environmentandaretruly linked to employeeontributionswhich enhancghe A g e n migsios. The
incentive awardprogramrecognizeshe accomplishments employeedoth as individualandasmemberof
groupsor teams. Incentiveawardscanbe grantedto employeeshroughouthe yearin recognitionof their
excellentperformance.

Eachsupervisoshallevaluateandmonitor theperformancef all employeesindertheir supervision on a
continuingbasisto ensuréhosewho deserveawardsarenominatedn atimely mannerPerformancéwards
which occurattheendof theFiscalYear,normallywill be processedavithin (2) payperiodsof the datgroperly
submitted to th®©ffice of HumanResourceSolutions(OHRS). IncentiveAwards,includingQuick Cash,
SuggestionSpecialAct, Service andbTAR, canbegrantedyearround. Theprocessindgime for Incentive
Awardswill varydependingn thetype of award.These awardsormallywill be processedvithin (2) pay
periodsaftertheyareproperlysubmitted to the OHRS.

68



Section2. Policy.

a.

Thereis no limit on thenumberof awardsthatanemployeemayreceiveor the frequencywith which
theymayreceiveawardswithin ayearunlessotherwisestatedn this Article or prohibitedby law, rule
or Governmentwide policy or regulation.

Whenemployeesareconsideredor awardstherelativesignificanceandimpactof their contributions
will be takeninto consideratiorwhendeterminingwhich type of awardwould constituteappropriate
recognitionand,for monetaryawardsjn determininghe amountof moneyto begranted.

c. Awardswill beprocessedimelyin accordancavith guidelinesoutlined inSectionl of this Article.

Non-monetaryawardswill also beutilized by Agencymanagement on a consistéasisasa form of
recognizingandrewardingemployeegor ajob well done.

Section 3. Award Identification and Recommendation.

Employeesandmanagementfficials areresponsibldor timely identificationandrecommendationf
individual employeesvhom theybelieveshould baecognizedor high qualityaccomplishmentand/or
contributions.

Section4. Typesof Awards.

Awardswhich employeesnaybeeligible to receiveinclude,but arenot limited to:

a.

= Q@

-~ ® o0

SpecialAct Award

Quick CashAward

SuggestiorAward

STAR Award

Sustaineduperior Performance Award
Quiality Stepincrease

Scorecarddward

ServiceAward

Section5. Monetary Awards.

Paymenbf monetaryawardswill besubjectto theavailabilityof theA g e n awa@sbudget.

a.

SpecialAct Award:
These awardarefor employeesvho makea specialcontributionto theaccomplishmenof the

A g e n migsios. ASpecialAct Award recognizesndividuals,teamsor groupsfor accomplishments

or contributionswhich help promotethe mission of therganization. Thiganbeanawardgivenfor
noteworthycontributionsor accomplishments the publicinterestwhich areconnectedvith or related
tother e c i poffi@ahemple/mentAward amounts will bdinked to thesignificanceandimpactof

theaccomplishmenodr contribution. ASpecialAct Award maybe givento anindividual employeeor to

agroupor ateam. Agroupmayconsistof individualsfrom a singleorganizatioror multiple
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components/office/center/areaheadquarteranit. A SpecialAct Award maybe givento anemployee
who isassigned specialactto complete. This projectassignmentanbe madeby anymanagemithin
thee mp | o supeevidosychain.Examples oBpecialactsincludeprojectsthatareassignedo the
employeebut arenotpartof thee mp | o jpbespedife criticalelementor job descriptionwhich the
employeas requiredto completdor a supervisormanagerpistrict Director, CenterDirector,Area
Director, RegionalAdministrator, ManagemenBoardMemberor theAdministrator.

b. Quick CashAward:

A Quick CashAward isanonthespotincentiveaward. A Quick CashAward providesimmediate
feedbackandrecognitionto employeesvho demonstratéheir determinatiorto exceland to do théest
theycanin aparticularsituation. Thigarticularawardallowssupervisors to promptisecognizeand
quickly acknowledgeandrewardane mp | o gpecrléostribution.Theemployeeswill be notified by
theappropriate managénat theyareto receivea Quick CashAward within 1 weekto 2 monthsafter
completionof accomplishmenandthe awardwill be processedh accordancevith proceduresn
Sectionl of this Article.

c. SuggestionAward:

1. TheAgencywill encouragemployeedo submitsuggestionsinder theA g e n Suyggestion
Program.Suggestionsvill be consideredn afair andequitablemanner SuggestiorAwardswill
be grantedor tangibleandintangiblesuggestionsE mp | o guggedidnsvhich areadoptedby
the Agencywill be awarded/grantedsingthe agreeduponSBA Formalongwith the appropriate
monetaryamount. The amount of th&uggestiorAward will begrantedn accordancevith
Appendix| of this Agreement.

2. Priorto implementinganyideasubmittedunderthe SuggestiorAward Programthat affectsa
termor conditionof employmenbf employeesthe Agencywill notify the Union andcomply
with theprovisionsof Article 4 of this Agreement.

d. ScorecardAward: WhenanOffice receiveanawardbasedon the accomplishment ahnualgoals
(ScorecardAwards),all employeesn thatoffice who havea performanceatingof alevel 3 or above
will receiveanequalshareof theaward.

Section6. Performance BasedAwards.
a. Performance-BasedAwards:

PerformanceBasedAwardsincludeSustaineduperior PerformancewardsandQuality Stepincreases.
Consistent witltGovernmentwide regulationsa SummaryLevel Ratingof 4 or5 will be usedasa basisfor
grantinga performance award.

b. SustainedSuperior Performance Award;

1. A Sustaineduperior Performancgéwardis a onetime lump suntashpaymentbasedn an
e mp | o mategobracord. If the Agencyis grantingperformanceawardsduringanygiven
fiscal year,everyemployeavho receiveda summarylevel ratingof Exceeds Expectatiorfsevel
4) orExtraordinary(Level 5)for thatyearwill receive gperformanceaward.

2. Award amountswill be determinedn afair andequitablemannerSuperiorPerformance Awards
will be allocatedusingoneof thefollowing standardgrovidedby OHRS:

(@) Samedollaramountbased orsameratingat samegrade;or
(b) Same dollammountbased omating regardlesef grade.
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(c) If anothemethodologys used theaJnion will be notified of thatmethodology
andwill be providedwith therationale.

c. Quality Stepincrease:

A Quality Stepincrease (QSlis anincreasan anemploye dbasepaythatmaybegrantedo General
Scheduleemployeesvhoselevel of performanceslearlyandsignificantlyexceedsheir performance
standardeverasignificantperiodof time (atleastoneyear). In addition,theremust beanexpectation
that theemployeewill continueto performat thishigherlevel for theforeseeabléuture. A QSlis an
appropriatéorm of recognitionfor excellencan performancen circumstanceshereotherawardsare
not consideredo provideadequateecognition. Summaryevel ratingof ExtraordinaryLevel 5) must
bereceivedby the employeeandthe employeemust nothave received QSlwithin the past52 weeks.
Performance awangcommendation®ill be communicatedo theemployean accordancevith Article
28 ofthis Agreement.

Section7. Non-Monetary Awards.

Non-monetaryawardsare considerednappropriateawardwhenane mp | o goetréodtisendoes noimeetthe
requirementgor amonetaryperformance awardhut isdeservingpf recognition. Noamonetaryawardsshall
include,but not bdimited to, Certificatesof Commendationl_ettersof Appreciation etc.

a. STAR Award:

STAR Awardsmaybe granted tanindividual, teamor groupof employeegor contributionsthat
benefitSBA. This awardmaybe grantedfor contributions suclas,but notlimited to, thefollowing:

1. A significantcontributioninvolving completionof a difficult project orassignmenof
importanceo themission ofthe Agency;

2. Thecompletionof a specificassignmenor projectin advanceof anestablishedleadlineand
with favorableresults;

3. Displayingunusualinitiative, innovation, or creativitin completing grojector improvingthe
operationof aprogramor service;

4. Displayingunusualkourtesyor responsiveneds the publiowvhich clearlydemonstrates
performancdeyond thecall of dutyandwhich produces positiveesultsfor the Agency;and

5. Exemplarywork by anemployeeasacanvasser faspecialcampaign®r programssuchasthe
CombinedrFederalCampaignplood donomprogram etc. Employeesnayalso qualifyfor and
receivea cashawardfor the performancef theabove. A STAR Award for suchaneffort may
not exceedwo (2) workdaysper activityandnot morethan 40hoursoff duringanyleaveyear.

b. ServiceAward:

A ServiceAwardis apin andcertificategivento employee®n theanniversaryf their Service
ComputatiorDate. Suchawardswill begivenfor everyfive-yearincrementof service.

Section8. Award Information.

Employeeincentiveawardsinformation,includingnamesawardtypesanddollar amountswill be providedto
Council228Presidenandto theLocal Presidentsvith jurisdiction forthatareaon a quarterlybasis,or as
otherwise agreetb locally.
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Section9. Awards Created During the Life of the Agreement.

Priorto implementingany newawardsthatareto be givento bargainingunit employeesthe Agencywill notify
the Council Presidentegardinghe natureof theawardandthe criteriato beusedfor issuingthe award.

ARTICLE 30 MERIT PROMOTION

Sectionl. Purpose.

Thepurposeandintentof this Article is to ensurehatmerit promotionprinciplesareappliedin a consistent
mannerthroughouthe Agency,andthatall employeeseceivefair andequitableconsideratiorwith regardto
themerit promotionprogram. Any changedo theA g e n egribpsomotiornprogramthatarenot already
providedin this Articlewill be subjectto the provisions oArticle 4.

Section2. General.

Themerit promotionandplacemenprogramfor bargainingunit positionsshallbeimplementedconsistent with
thefollowing merit systemprinciples:

a. Recruitmenshall befrom qualifiedindividualsfrom appropriatesourcesn anendeavoto achievea
work forcefrom all segment®f society,andselectionandadvancemerghallbefrom amongthe highly
gualified candidatesvailableandshallbe determined solelgn the basis afelativeability, knowledge,
andskills, afterfair andopencompetitionwhich assureshatall receiveequalopportunity. The
Employerhasanobligation todeterminghe sourcer sourcesvhich will bestmeetthe Agency's
missionandmeetaffirmative actiorandupward mobilitygoals.

b. Selectionshallbe made withoutegardto political orlabororganizatioraffiliation or nonaffiliation,
race,color, religion, nationalorigin, sex,marital status age,or norrdisqualifyingphysicalor mental
disability. All personsassignedo competitivepositionsthroughmerit promotion musmeetthe
minimum qualificationstandardprescribedr approvedoy the Office of PersonneManagement
(OPM), unlessan exception iapprovedoy OPM or authorizecby OPM regulationsandall selective
placementactorsstatedon the VacancAnnouncementAny persorwho meetsthesestandards and
factorswill be eligible for assignmento the position.

c. All personshallreceivefair andequitabletreatmentonsistentvith Article 22 andwith applicabldaw
andregulation.

d. All positionsannounceadompetitivelyto all SBA employeesn thebargainingunit by actionscovered
by this Article shallbe posted in th&sBA Daily or equivalent USAJOBSandthe SBA intranetpage
unlesdfilled underSection3(b) of this Article which providesfor exclusionfrom coverage. All
positions to bdilled in the bargaininginit by actionscoveredby this Article shallbe postedn the SBA
Daily or equivalentand theSBA intranetpageunlessfilled underSection3(b) of this Articlewhich
providesfor exclusion fromcoverage.

Section3. Procedures.

a. Thecompetitiveprocedure®f this programapply to thefollowing actions:
1. All promotion actionsotherthanthosespecificallyexcluded unde$ection
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b.

3(b), below;

Temporarypromotionsover120days,unlessexcludedunderSection 3,

below. Theconditionsfor makingtemporarypromotionsare adollows:

(@) Temporarypromotions must bfor a definite periodof one(1)
yearor less, but mapeextended foa definite period not teexceedne(1) additional
year,;

(b)  TheOPM mayauthorizeatemporarypromotionfor alonger
periodthanfive (5) years(5 C.F.R.335.102(f)) whenit finds theneedof theservice
requireit;

(c) A temporarypromotion maynot be used fathe purposef
trainingor evaluatinganemployedn ahighergradedposition;

(d)  Atemporarypromotion maye madepermanentvithout further
competition, providedthe temporarypromotionwasoriginally madeundercompetitive
proceduresndthefactthat itmightleadto apermanenpromotionwasmadeknown to
all potentialcandidates.

Selectionfor detailsfor morethan 120daysto ahighergradedposition or

to a position with knowpromotionpotential;

Selectionfor trainingwhich isgivenprimarily to prepare aemployegor

advancemerandis requiredfor promotion;

Reassignmerdr demotion to gosition with morgoromotion potential

than theposition lastheld,exceptaspermittedby Reductionin-Force

regulationsand Agencylacemenproceduresor employee®ntitledto

grade angbayretention;

Transferto ahighergradeposition orto a positiorwith more

promotion potential than previousy held position held on a

permanenbasis in the competitiveervice;and

Reinstatementb apermanenbr temporarpositionata higher

gradewith morepromotion potential than gosition previously

heldon apermanenbasis in the&eompetitiveservice.

Thecompetitiveprocedure®f this programdo not apply to thefollowing actions:

1. Subsequemromotions leadingp thefull performancdevel afteranemployee waselected froman

OPM Certificateof Eligibles orundercompetitivepromotionproceduregor anassignmenéat a
gradelowerthanthefull performancédevel of thepositionbeingfilled. The promotion potential
must bemadea matterof recordprior to selectionor must bedocumentedh a careedadder.

2. An accretionof dutiesandresponsibilitiegesultsin the position being

reclassifiedat a highergrade,andall thefollowing provisionsaremet:

(a) Theemployeecontinuegdo performthe samebasicfunctionsof the
formerpositionandthe duties of théormerpositionareadministrativelyabsorbednto the
newposition;

(b) Thenewposition has ndurtherpromotion potential;

(c) Theemployeds theonly employeean theorganizationaunit (for examplea Headquarters
ProgramOffice, a RegionalOffice, a District Office, etc.)eligible for the higherlevel duties;

(d) Theadditionof thedutiesandresponsibilitiesloesnot adverselaffectanotherencumbered
position;

(e) A statemenits preparedexplaininghow theadditionaldutiesandresponsibilities othe
proposedositionevolved,;

() Theemployeemeets albtherrequirementssuchastime-in-grade andjualifications;and

(9) Thepositiondoesnotchange frommonsupervisoryo supervisory.
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10.

11.
12.

13.

When aPathwaysstudent oemployee employednderthe DisabledVeteran,Veterans
ReadjustmenfppointmentHandicappedr similarspecialemploymenprogramis promoted
following noncompetitiveconversiorpursuant tespecificOPM regulations.

A positionchange froma careedladderposition havingkcnownpromotion

potential to a position iadifferentcareedadderhavingno higher

potential.

A detailfor 120daysor lessto ahighergradedposition or to gosition

with knownpromotionpotential. In computingthe 120days,all
temporaryserviceunderdetailsto highergradedpositions temporary
promotionsandterm promotions duringhe 12 monthgrecedinghe

proposedctionis included.

A temporarypromotion ofl20daysor less. In computingthe 120days,

all temporaryserviceunderdetailsto highergradepositiors, temporary
promotionsandterm promotionsduringthe 12 monthgrecedinghe

proposedictionis included. Themployeewill be informedin writing

that thepromotionis temporaryandthat he/shenaybereturnedo his/her

formerposition withoutadverseactionprocedures.

A promotionresultingfrom theupgradingof a position withoutsignificant

changan thedutiesandresponsibilitieglueto theissuancef anew
classificationstandardbr the correctionof a classificatiorerror.

A promotionor reassignmenmadeto correcta failure of anemployeeo
receiveproperconsideratiorwithin SBA in aprior promotion or

placemengction. An employeds entitledto onlyonesuchconsideration

for eachimproperconsideration.

Repromotionto agradeor positionfrom which anemployee was

demotedbr previouslyheld on gpermanenbasis providedthe demotion

or separatiorirom thatgrade wasot dueto deficienciesn performance

or "for cause."

Reassignmerdr changeo alower gradeto aposition thatdoesnot providespecialized
experienceasdefinedin the OPM QualificationStandardsthatthe employee doesot already
have ands requiredfor subsequenpromotion to alesignatedhighergraded position dio a
positionhavingno known promotionalpotential maybe takenon a noncompetitivebasis.
Managementetains thaliscretionto reassign ochangeo lowergradepositions
noncompetitivelyunlessthe actionresultsin specializedexperienceghe employee doesot have
or is to a position witknownpromotionpotential.

A positionchangepemitted byreductionin-force procedures.

Any position changéhatis madeby directionof a properauthority(i.e., arbitratorsjudges,
FederalLaborRelationsAuthority, Merit SystemdProtectionBoardor other appropriate
authorities).

Promotion oreassignmendf anexceptedserviceemployeeo another

positionwhich couldbe filled underthe sameappointmenauthority.

Section4. Definitions.

a. Area of Consideration is not ageographicatlefinition only, but describesroadlythe criteriausedto
identify anddescribethe individualsfrom whom theAgencywill acceptapplicationgo competefor a
position.It maybeabroad or dimited groupof individuals.

b. Qualified Candidatesarethoseapplicantsvho meet minimunestablishedssessmenbol scoreand
eligibility requirementsor theposition.
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Well-Qualified CandidatesarethoseQualified Candidatesvhosescoreson theassessmerbol also
exceedanyhigherwell-qualified cut-off point establishety the staffingspecialistandhiring office.

BestQualified Candidatesarethosewho rate thehighestamongthe Well-Qualified Candidates.
Demotionis thechangeof anemployedo alower-gradedposition.

Detail is thetemporaryassignmenodf anemployedo a position ocombinationof dutieswhich are
differentfrom thosepermanenthassigned.

Knowledge, Skills and Abilities (KSAs) - Knowledgeas abodyof informationapplieddirectlyto the
performancef atask;Skill is proficiencyin performinganact;andAbility is competencéo performan
observabldehavioror abehaviorthat results in anbservablgroduct.

Position Changeis a promotion, demotion, oeassignmeninadeduringane mp | 0 goetiBUOUS
servicewith SBA.

Promotion is thechangeof anemployego a highergradedposition.

Reassignmenis thechangeof anemployee fronmoneposition toanotherat thesamegradewithout
promotion ordemotion.

SelectingOfficial is theindividual with knowledgeof the position who islelegatedhe authorityto
makethe managemendecisionregardingwho isselectedor placementn a position.

SelectiveFactors areminimum knowledge skills andabilities essentiafor satisfactoryperformanceon
the job, directlyrelatedto the dutiesandresponsibilitiesdentifiedin thepositiondescriptionandwhich
represenainadditionto thebasicqualificationsfor aposition.

. Career Ladder is aprogressiorof positions inanoccupationaseriesyangingfrom thelowest grade

level at which anemployeecan behiredasatrainee,up to thgourneymanrevel, also knowrasthe full
performancdevel.

Automatic Staffing System(ASS). A softwarebasedsystenthat partially automatesherecruitment,
assessmenteferral,andnotification processes orderto assistthe Office of HumanResources
Solutionsstaffingprofessional.

Section5. Employeelnformation.

Thefollowing informationabouta specific norselectionis availableto theemployeewho appliedupon their

request:
a. Whethertheemployeanet theminimumqualificationsfor the position, includinghe selective factors,
if any;
b. Whethertheemployeawvas oneof those in thegroupfrom which selectiorwasmade;
c. Whowasselectedor the position;
d. Any otherinformationwhich doesnotviolatethe privacyof anindividual;
e. Whetheror nottheemployeevason thebestqualified certificate;
f. Ifthee mp | o scerevasshangedthereasonwhy;
g. Thecutoff score forthe BestQualified List;
h. Uponrequestandwithout disclosingprivateinformationof applicantsthe selectingofficial will

provideaverbalstatemenof thereason(sjhe employee wasot selectedandregardingvhatareasif
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any,theemployeemaywish toconsiderandpotentiallyimproveto increaséhee mp | o ghaneedos
futureselection.

Section6. Priority PlacementConsideration.

When apositionbecomewacantcertainemployees must bgiven priority placementonsideratiorbeforeany
othereffortsaremadeto fill the positionunderthe competitiveproceduresf this Article. Suchemployees
must applyfor the positiorandwill indicate in writingto thecontactperson shown on théacancy
Announcementhattheyareexercisinga priority placementonsiderationexceptthatpersonon the
ReemploymentPriority Certific ate will be notified inwriting andaffordedthe opportunityto file an
applicationto bereinstated.

a. Re-promotion Consideration. Employeesvho weredemoted within SBAwvithout personatauseand
not at theiown requesfrom apositionat the samegradeor ahighergradethan theposition to bdilled,
andwho are qualifiedfor the positionareentitledto receivere-promotionconsiderationyithin the
areaglescribed irSection6(e)(1),below,while theyareon graderetention. If are-promotionoffer to
thegradefrom which demoteds declinedtheemployee'sight to repromotionconsiderations
terminated.Employeesvho arebeingprovidedre-promotionconsideratiorwill be referredby the
servicingPersonneDffice to theselectingofficial whowill determine whethdp selectfrom the
certificateof priority applicantsbeforeconsideringhon-priority applicants.

b. Priority Consideration. Employeeswill be notified in writing by the Officeof HumanResources
Solutions(OHRS) of entitlementto eachpriority consideration.Suchnoticewill adviseemployeeghat
if a vacancyis announcedndpostedandthe employee wishet exercisetheir priority consideration,
theyshould applyor the vacancyandsubmit awritten requesto the designated\gencypersonnel
official thattheywishesto exercisetheir priority consideratiorior thevacancy. Employeesvho were
not givenproperconsideratiorwithin SBA in aprevious promotion ogplacementctionareentitledto
one(1) priority consideratiorfor anessentiallysimilar position in thesame commutingreaasthe
positionfor which properconsideratiorwasnot received. Sucemployeesreentitledto one(1) priority
considerationwithin three(3) yearsfollowing the dateof the improperconsiderationfor eachimproper
consideratioraction.Employeesvho arebeingprovided priorityconsideratiorwill be referredto the
selectingofficial by the servicingpersonnebffice, whowill determinevhetherto selectfrom the
certificateof priority candidate®efore consideringon-priority applicantsThe selectingofficial will
makea determinatioron therequesprior to evaluatingotherapplicantsand mayreturn thecertificate of
priority candidate®ackto the servicingpersonnebffice with no selection. Thefact thattheemployee
choosedo exercisea priority consideratiordoesnot precludethatemployedrom alsofiling an
applicationthroughtheregularpostingprocess.

c. Personson the ReemploymentPriority List (RPL).

d. PersonsSubjectto RIF. Priority placementonsideratiowill be givento employeesvho areon pay
retentionbecausef areductionin-force andvho do notmeettherequirements fograderetention.
Consideratiorior re-promotionshallbefor three(3) yearsfrom the daé of thedowngradingaction or
until anoffer of re-promotionto thegrade fromwhich demoteds declined whicheveroccursfirst.

e. Proceduresfor Referral.
1. Employeesentitledto repromotionconsideratiowill be referredfor any
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positions forwhich theyqualify within thefollowing minimumareasof consideration:
@) GS-14 andabove- anyposition,Agencywide.
(b) GS8throughGS13

1. for Headquarterpositions: theHeadquarterplusall SBA officeslocatedin the
WashingtonDC metropolitanarea;

2. for field andHeadquarterduty station positions: theegionin which the position is
located.

(c) GS-7 andbelow- anyposition within thdocal commutingarea.

2. As requestean theapplicationemployee®ntitled to priorityconsideratiorunderSection6 of this
Article will bereferredfor anyposition similarto thatfor which theyfailed toreceiveproper
consideratiorandwhichis in thesameareaof consideratiorasthe position fomwhich theyfailedto
receiveproperconsideration.

3. Theservicingpersonnebffice will referthenames, iralphabeticabrder, to theselectingofficial.
Theapplication,alongwith themostrecentperformance appraisaf record, will beincludedwith the
certificate.Theselectingofficial will interviewthe candidaten accordancevith Sectionl1 ofthis
Article, below,or recordtheir reasongor notdoingso, inwhich casea copywill be providedto the
Union. Theywill then selectone ofthe candidate®r declineto select, witlreasonsn writing in the
eventof nonselection.

4. If no selectiorhasbeenmade theseemployeewill be givenfurtherconsideration.Theywill be
referredon a Competitiveor Non-CompetitiveEligibles Certificatefor the position if theyareamong
theWell or BestQualified. All appropriatestepswill be takento alertthe selectingofficial of
managementsommitment to makpositiveplacemeneffortswhere repromotioneligiblesare
referred.

Section7. Area of Consideration.

The Employerrecognizeshat theskills andtalentsof bargainingunit employeesresuchthatmanyare
gualifiedto fill Agencyvacancies.Thereforethe Employeragreedo advertise ityacancieso bargainingunit
employeesn accordancavith thefollowing proceduresvhenthe Employerfills the bargainingunit position
underthe provisionsof this Article.

a. Minimum Area. Theminimum SBA areasof consideratiorfor competitive promotionalor
placemenbpportunities:

1. GS 14 andabove- anyposition,Agencywide.
2. GS8 throughGS13

(a) for Headquarterpostions: theHeadquarterplus allSBA officeslocated in théVashington,
DC metropolitanarea;

(b) for field andHeadquarterduty stationpositions:theregionin which the position islocated.
3. GS-7 andbelow- anyposition within thdocal commutingarea.

4. When filling a highergradedpositionwhich hasbeencreatedoy reengineeringhe duties obneor
morelower gradedposition(s), thearreaof considerationmmayberestrictedto theincumbentf the
lower gradedposition(s). No approvalis requiredfor this restrictedareaof consideration.

77



b. Exceptionto the Minimum Area of Consideration. Wherefull time employegFTE) ceiling

restrictionsexistat thetime a Vacancyis openedandwhere arorganizationaunit (for examplea
Headquarter®rogramOffice, a RegionalOffice, a District Office, etc.)needdo fill a Vacancyfrom
within theranksof existingemployeesvithin thatorganizationalnit, theareaof consideratioomay
belimited to thoseemployeesn theaffectedorganzationalunit. Council228 Presidentill receive
informationaboutany FTE ceiling restrictionsapplicableto filling a Vacancygovernedoy this
section.

Extensionsof the Area of Consideration. Whenanapplicationof the ordinaryareaof consideration

asoutlinedin this Articledoesnot provideatleastthree(3) Qualified candidateshasedon application
of OPM6 QualificationStandardsthe areaof consideratiormaybe expandedindadditional
recruitmentactivitiesmaybeimplemented.Thebasis fordecisionanadeunderthese proceduresill
bedocumentedn themerit promotioncase file Council 228Presidentill receive informatiorabout
anyextensions of thareaof consideratiorapplicableto filling avacancygovernedoy this Section.

Section8. Vacancy Announcements.

In decidingamongthe sourcesvhich canbe usedto fill positions,managersreencouragedo considebenefits
to bederivedfrom announcingositionsat thelowest possiblgradelevel.

a. General. Theprincipalmethod whiclSBA usesto locatecandidatesor vacanciesinderthe Merit
PromotionandPlacemenProgramis the VacancyAnnouncement.

b. Contents. VacancyAnnouncementshall includeata minimum thdollowing information:

(1)
(2)
3)
(4)
(5)
(6)
(7)

(8)
(9)
(10)
(11)
(12)

(13)
(14)

Announcemenhumberopeningandclosingdatesandoffice address;

Title, series]ocation,andgradeof the position,targetgradeor known promotionpotential;
Areaof consideration;

A statemenof whetheror not thepositionis in thebargainingunit;
Geographi@andOrganizationalocation;

Descriptionof thedutiesof theposition;

A summaryof all qualificationrequirementsasprescribedr approvedy

OPM, plusselective factorsonsidereassentiafor successfuperformance;
Applicationdocumentsequiredto besubmitted;

Descriptionof how the applicantwill be evaluated,

Time in Graderequirements must baetby the closingdateof theannouncementf applicable;
Instructionson how toapply;

Nameandtelephonenumberof the personnetpecialist ootherindividual to contactfor
informationrelatingto theannouncemendr with anyproblems accessirthe announcement,
including TDD telephonenumberfor hearingimpairedapplicantsThe personnedpecialistor
otherindividual to contactfor informationwill be availablethroughouthe openingperiod;

An EEO nondiscriminatiostatement;
Whetherthe position is &areedadderposition wheradvertisedbelow thefull performance
level;
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(15) If applicableastatementhat it isanticipatedhat morethan oneposition
will be filled by thisannouncement;
(16) TeleworkStatement:Consistent wittwork requirementsandcurrent

SBA policy andall applicableprovisionsof thecollective bargaininggreement witiAFGE, the
SBA offersemployee®pportunities tgperformwork at analternativelocation(i.e., home).

(17) Permanentr temporarynature andduration, iftemporary;

(18) A statemenwhether omotrelocationexpensesvill be paidin accordancevith FederalTravel
Regulationsand othermpplicabldawsandGovernmenwide rulesandregulations;

(19) If applicablethe followinginformation should bencludedin thevacancyannouncement:
provisions oftrainingagreements used; specialrequirementsuchassecurityclearances,
managerial/supervisoprobationaryperiods,agerequirement®r mobility agreements;

(20) If the position is to bélled on atemporarybasis the expectedurationof the assignmeninust
beincludedin thevacancyannouncementA statement that temporapyomotions maye
extendedr becomepermanenshould bancludedroutinelyon vacancyannouncement®r
temporaryassignments;

(21) Salaryrange.

Cancellation/Extension/Amendments.VacancyAnnouncementsaybe
cancelled/extended/amendatchnytime. The cancellatiofiextension/amendment aVacancy
Announcementill be posted in tk SBA Daily or equivalentand SBAintranetpage andthe
announcemenncludes theeasorwhy the vacancyvascancelled/extended/amenddél.a Vacancy
Announcemenhasbeenpostedandis laterfoundto containa substantiaérror,theannouncemenwill
beamendedf the selectingofficial still intends tdill the positionunderthecompetitiveprocess.The
amendmenshould cite thehange(sandindicatewhetherthe original applicant(s) neetb re-file in
orderto beconsidered.

. Time of Posting. Thefollowing minimumtimesareprescribed:

1. VacancyAnnouncementadvertisingoargainingunit positions shall bepena minimum often
(10) full work days,exceptwhenthe minimumareaof considerations thelocal commutingarea,
theannouncemennaybe openfor notlessthaneight(8) full work days.

2. Attherequesbf managementpngeropen periods malye used,andwill bepostedn the SBA
Daily or equivalentand SBAintranetpage.Documentation ofuchrequests wilbe maintainedn
the vacancyackage.

. Open Continuous Announcements. Whenthereis arecurringneedto fill aspecifictype of position,
anOpenContinuous Vacancgxnnouncemeninay be establishedOpenContinuousvacancy
Announcementwill be postedn thesamemannerasVacancyAnnouncement®OpenContinuous
VacancyAnnouncements shall lmpenedor one (1)yearor less.

AbsenceDuring PostingPeriod. Employeeswithin theareaof considerationwho areabsent during
theentirepostingperiodfor legitimatereasois), will be consideredor all vacancieto whichthey
would haveappliedduringtheir absence Legitimatereasonsncludesuchthingsas:

(1) ApprovedLeave,
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(2) Detailsoutsidethe Agency,

(3) TrainingCourses,

(4) Official Businessutside theoffice, and

(5) Military Service.

Employeesvho wereon approvedeave,on detailoutsidethe Agency,attraining
coursespn official busines®utside theoffice, or onmilitary service for periods
not toexceedhree(3) weeksmay,upon their returnieview positionvacancies
announcedndclosedduringtheir absenceand fileapplication(sfor such
vacanciesn which theyareinterested.Such lateapplicationamust besubmitted
within three(3) workdaysafterreturnto duty andmust beaccompaniedtyy a

statemenpreparedandsignedby the employeeandalsosignedby the supervisor
explainingthe datesandreasongor thee mp | o gbseacé Employeediling
delayedapplicationsunderthis provision will beconsidereanly for thosevacancies
for which a bestqualified certificatehasnot yet beenpreparecandsubmitted to the
selectingofficial.

g. Annual Reporting- VacanciesFilled. To theextentfeasibleundercurrentsystemsanddatabases,
beforeJuly 31 of eachyear,the Agencywill provide Council 228 President reportfor theprior twelve
(12) months on theumberof vacanciedby grade series andlocationfilled (a) with bargainingunit
employeesand(b) personsotherthanbargainingunit employeesfrom within or outsideghe Agency.

Section9. Acceptanceand Consideration of Applications.

a. Applicantswho wish to beconsideredor apostedvacancymust applyasrequiredby the
announcementTheappropriateapplicationformsandanyotherdocumentatiomequesteanust be
submitted inaccordancevith thetimeframespecifiedin theannouncement.

b. If anemployee acceptspromotion orreassignmentesultingfrom anindividual Vacancy
Announcementr anOpen Continuou¥acancyAnnouncemenandareportingdatehas beerset,any
applicationsvhich theemployeemayhavefiled for otherannouncementsill not be consideredinless:

1. Theemployeehasacceptedireassignmerand theothervacancywould providefor orlead to a
promotion;

2. Theotherposition is acareedadderor trainee progressioleadingto furtherpromotion;

3. Theemployeenasaccepted temporarypromotion oreassignmerandthe otherposition is
permanenbr temporarywith alaterexpirationdate; or

4. Theotherposition is in aifferentgeographidocation.

c. Employeeswill be allowedto useS B A égsipment tawompleteautomatedpplicationsprepareheir
applicationandcompleterelatedformsunderthis Article duringnon-dutytime.

d. Any candidatevho applies irresponsdo aspecific Vacancywnnouncement will beonsideredor that
vacancyonly.
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e.

Acknowledgemenobf receipt foranapplicationwill be sentvia anemailto applicants.

Section10. Rating and Ranking Candidates.

a.

b.

C.

d.

The Agencymayutilize anautomatedtaffingsystem taacceptapplicationsandrateandrank
candidates.The Union shallbenotified in advance undehrticle 4 of anysubstantivehangesn the
processdy which candidatesre ratecandrankedutilizing anautomatedtaffingsystem.

Whenthereareten (10)or fewerWell-Qualified Candidate$or anannouncegbosition,all will be
referredto theSelectingOfficial.

Whenthereareeleven(11) ormoreWell-Qualified Candidategor a position, theservicingpersonnel
specialistwill referthe highestratedten(10) candidateévho areby definition theBestQualified
Candidatesn thatpool of candidates)o theSelectingOfficial. If morethan ong1) candidatéhas the
sameratingatthe numberten(10) position,eachcandidatevith thesamescorewill be referred.

Applicantswho do notmeetall of thebasicqualificationrequirementssof the closingdateof the
announcememwill be ineligible to compete.

Section11. Interviewing and Selection

The SelectingOfficial shouldmakea selectionfrom thecertificate(swithin fifteen (15) calendadaysatfter
receipt.Thereafterthe status of theelectiormustbe providedto anapplicantwho requestst.

a.

Interviews by the SelectingOfficial. Exceptasprovidedmorefully below, theSelecting Officiaimay
makea selectionwithout conductingnterviews.The Agencyrecognizeghe benefitsof preservingts
institutionalknowledge Accordingly,the Agencyhasdeterminedhat it will offer aninterview to each
currentSBA employeeon the certificate(sYorwardedto theSelectingOfficial. OHRSwill identify, on
theforwardedcertificate(s)or eachvacancyall currentSBA employeesandsuchemployeeswvill be
notified of their opportunityfor aninterviewwith the Selecting Officialprior to their decision.If one
SBA candidateeferredon a certificatefor abargainingunit position isnterviewed all SBA candidates
on thatcertificatemust banterviewed,if available. If a faceto-faceinterviewcannotbearrangeda
telephone interviewvill be held. If atelephonenterviewshould beconducted, theandidatemust be
givenatleasttwo (2) work d a ynetideof theinterview. If the candidateon thecertificatecannotbe
locatedfor aninterviewor isunavailableor aninterviewwithin areasonabléime, this fact must be
documentean thecertificatewith explanation. Theservicingpersonnebffice will determinef the
documentatiors sufficient.

Decisionby the SelectingOfficial. After reviewof theapplicationdocuments and arngterviews,the
SelectingOfficial shall:

3. Selectone ofthecandidatesor

4. Returnthecertificatewithout selectionlf thereasorfor nonselection isanythingotherthana
selectionwasmadefrom a delegategxaminingcertificateor anornrcompetitiveappointmenta
written justificationasto thereason(syvhy must bedocumentedor thestaffingfile.

5. Returnthecertificatewithout aselectionpostponinghe filling of thevacancyandrecordingthe
reasongor suchaction.

6. If aselections madethe SelectingOfficial shall inform no onexceptthe approvingor reviewing
official and thepersonnebfficial of the selectionprior to theofficial notification ofselection.The
personnebffice shallmakethe official notificationof the selectionafterthe selectionprocesss
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reviewedfor correctnessandafterappropriatesecurityandother informatiorchecksarereceived
asappropriate.

7. TheSelectingOfficial should tryto completeaction on théestqualified certificatewithin fifteen
(15) calendadaysafterreceipt. Thereafterthe status of theselectiormustbe providedto an
applicantwhorequestst. No selectiondor the initial vacanciexanbe madefrom a certificate
after 120 calendadaysfrom the datethe certificatewasissuedo theselectingofficial.

8. Theselectingofficial mayrequestinextension of théime limit for theinitial selectionsf
circumstancebeyondtheir controlprecludemakingthe selectionsn atimely mannere.g.,
temporaryfreezeon promotions.Suchrequestsnust besubmitted bythe selectingofficial for the
approvaby the OHRS. Approvedextensions must bdocumentedn thevacancypackage.Upon
requestthe extensiorapprovalwill be providedto Council228 President.

Section12. Releaseof SelectedCandidates

a.

When theselectionis final, the servicingpersonnekpecialistwill arrangereleaseandentranceon-duty
datesfor theselectedndividual. An employee selectaahder thgoromotion plarwill normallybe
releasedrom their present position at thendof the payperiodclosesto fifteen (15) calendadaysafter
thedateof the selection. Only underunusuakircumstancesyhenit is clearlyevidentthat this period is
not longenoughto completeanessentiahssignment, theelease datemaybeextendedan additional pay
period.

If anSBA employesds to receivea within-gradeincreasewithin two (2) payperiodsafterthepayperiod
in which theselectiorwasmade andthewithin-grade increaseould placetheemployee af higher
rateafterthe promotionis made the promotionshallbe deferreduntil afterthewithin-gradeincreasas
receivedjf the employeeandthe Employerboth consento thedeferment.Furtherextensions make
grantedon acaseby casebasisif the employeeand theEmployerboth consent tsuchfurtherextension.

Section13.Informing Employees.

a. Employeeswill be notifiedin a timelymanner of theistatus irregardto theoutcomeof thevacancy
(i.e.,whethertheapplicantwasqualified or not; whetherthe applicantwasselectedr not selected,
etc.).

b. Employeesnayobtaininformationregardingtheir consideratiorunderpostedvacancie®nly from
the personnebffice which postedhe job. Thefollowing informationwill be providedto
employees:

1. Whethertheemployeewaseligible andqualified for the position;

2. Theassessmermicore of themployee;

3. Thecutoff score forthe certificate(s)andwhethertheywereincluded on it;

4. Thename(s)f theselectee(s)and

5. Any otherrequestednformationthatdoesnotviolate the privacyof anyindividual.

Section14. Promotion and PlacementRecords.
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a. EachSF52,"Requesfor PersonneAction," in respecto a bargainingunit position,shallbe
documentedo show:

1. Whetherthe promotionor placementvas madeinder competitivgprocedure®r asan
exceptionto competitivepromotionproceduresif it wasprocessedsan exceptionto
competitiveproceduresthe appropriatéasisfor the exception;

2. Themeritpromotion caséile numberf the personnehctionwasprocessed
competitively;and
3. Theemployee'©Official PersonneFolder must showhat,at the timeof promotion or

placementtheymetqualificationstandardsndotherlegalandregulatoryrequirements.

b. EachSBA personnebffice shal maintaincopiesof all promotionandplacemenplans,andlocally
issuedguidelinescoveringall bargainingunit positions tavhich promotionsandplacement$ave
beenor arebeingmade ascoveredby this Article. Suchplansandguidelinesmaybeimplemented
onlyin accordancevith this Agreement.

c. A meritpromotioncasefile shallbekept,for aperiod of two(2) years,of eachpromotionand
placementction, unlesshereis a disputgending, in whiclcasethefile will be keptuntil the
conclusionof the dispute. At aninimum, thefile must includeheinformationspecifiedin the
applicableOPM regulationandthis Agreement.

Section15. Career Development.

a. TheAgencywill determinewhento offer careerdevelopmenprogramgo prepareemployeegor
potentialfuturejobs orassignmentsSuchprogramofferswill depend on thavailability of fundsand
theneedof the Agency. The Agencywill publicize (for examplethroughthe SBA Daily andthe SBA
Intranet)all careerdevelopmenprogransthatit decidedo offer to BUEs.Whencareerdevelopment
programsareannouncedthe announcememnill containadequaténformation so thaall employees
havea full opportunityto applyaccordingo theterms ofthe program.

b. CareemDevelopmenmayincludeopportunitiesor temporarydevelopmentahssignmentdp increase
knowledgeof SBA programsandwork processes.

c. NeitherPartywaives itsrightsunder5 U.S.C.71 regardinghe implementation afareerdevelopment
programs.

Section16. Career Ladder Positions.

a. CareerLadderPositionshelpemployeeslevelop to successfulperformhigherlevel dutieshrough
trainingandincrementabssignmendf morecomplexwork. Theresponsibilitiesat eachlevel of theCareer
LadderPosition will beconveyel to employeesatthetime ofappointment.

b. CareerLadderPositionamayhaveadevelopmenplan outliningthe criteriaanemployeemustmeetin
orderto bepromoted to th@extlevel of thecareedadder. A copyof theplanwill begivento each
employeeupon entryinto theCareerLadderPosition andvhentheyarepromoted to aewlevel of the
careerladder. Theemployeewill alsobeadvisedof their earliestdateof promotioneligibility. In addition,
theemployeewill be providedwith acopyof anyrevisedcareedadderplan within 30 days of suatevision.
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Sectionl7. Career Ladder Advancement.

a. TheEmployerfully recognizesheimportanceof careedadderadvancement arglipportsargaining
unit employeesn reachinghefull performancdevel ofcareedadders.Referto Article 28 in this
Agreemenin regardgdo careedadderadvancement angerformance.Subject to thgrovisionsin
Article 28, thefollowing guidance regardinGareerLadderadvancemens provided.

b. At the timetheemployeeeachegheirearliestdateof promotioneligibility, the Employerwill decide
whetheror notto promote themployee.

1. If anemployess eligible for promotion the Employerwill certify the promotion whichwill be
effective atthe beginningof thefirst payperiodaftertherequirementaremet.

2. Anytime thesupervisorecognizeane mp | o iyeedrdassistancen meetingthe
performancexpectationgsiecessaryo progresgo the nextgrade the supervisor willdevelopa
plan toassisthe employee.Theplan should includall applicabletrainingaswell asanyother
appropriatesupport. If anemployee failto meetthe promotioncriteriaaftertheappropriate
assistanceghe Employermayprovidethe employeewith additionaltime to meetthe promotion
criteria.

3. Intheeventthattheemployeamet thepromotioncriteriabut theappropriatenanagement
official failedto initiatethe promotiontimely, the promotion will beretroactiveto thebeginning
of thefirst payperiodafterthe payperiod in which theequirementsveremet.

(@) If anemployeds ratedasLevel3fi Me € 9 e ¢ t antlhasheersidgradefor one(1)
year,the Employerwill certify the promotionwhichwill be effective atthe beginningof
thefirst payperiodaftertheaction.

(b) If anemployeds notmeetingthecriteriafor promotion, theemployeewill be givena
written noticeat leastsixty (60) calendadaysprior to earliestdateof promotion
eligibility. Thewritten noticewill statewhatthe employeeneeds to do tmeetthe
promotionalcriteria.

(1) If the employeeas makingprogressthe supervisowill ensureghat theemployee
hasthe opportunityto acquirepertinentskills andknowledge ando demonstrate
that theemployee meefgromotionrequirements&ssoon as possible.

(2)  If theemployeds experiencingoroblemsthe provisions inParagraplB.2. of this
Sectionareapplicable.

c. At anytime asupervisoland/oremployeerecognizeane mp | o iyeedrtassistancen meetingthe
careefladderadvancementriteria,the supervisoandemployeewill develop aplantailoredto
assistingheemployean meetingthe criteria. The plan shouléhcludeall applicabletraining,aswell as
anyotherappropriatesupport At therequesof theemployeethe Union mayprovide assistance.

Section18. Promotions and Recruitment.

a. Employeeservingin CareerLadderPositions ounderformal trainingagreementshall beconsidered
to havedemonstratednability to performhigherlevel work asrequiredfor careempromotion,provided
that:

1. Theyareratedatleasti Me €X e c t @ dvel3) in &l elementf theirassigned
positionduringtherating period;and
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2. Theymeet thdime ingrade requirements.

ARTICLE 31 DETAILS

Seation 1. General.

a. Definition. A detailis thetemporaryassignmentf anemployeeo a differentposition or aifferent set
of dutiesfor a specifiedperiod,with theemgdoyeereturningto their regulardutiesat theendof the
detail sincetheemployee continue® bethe incumbent ofhe positiorfrom which detailed However,
anemployeds notconsideredo be omadetailassignmentvhentheyareservingin anactingcapacity.

b. Authority . All detailsshall bemadein accordancavith appropriate ruleandreguldionsand this
AgreementManagemenshdl controltheduration ofdetailsandassurehatdetailsdo not compromise
the opencompetitiveprinciple of themerit system or the@rinciple of job evaluation.

c. Timeframe. Detailsmust bdimited to an initialperiodof not morethanonehundredwenty (120)
days,with extensions of not motéanonehundred twenty120)dayincrementsup to amaximumtotal
of one(1) year. Detail assgnmentsnaybe madeto positionsat eitherthe same higheror lower grade
levels,or to asetof unclassifiedduties suchasprojector teamassignments. Extensiobsyondthese
limitationswill requireprior approvalfrom the Office of HumanResource$olutions(OHRS).

Section 2. Documentation.

All details regardles®f lengh, will be documentd. Detailsthatlastlessthanthirty (30) calendadaysmaybe
documentedia email when theassignmenbeginsfrom theresponsiblesupervisoto theemployeestatingthe
assignmenbeingmadeand theexpectediuration.This documentationvill includea copyof theposition
descriptionif it exists, or a descriptionof thedutieswhich the employeds detailedto accomplishlf the detail
lastslongerthanthis statedduration,anothere-mail messagevill be sentto theemployeewith thenew
expectediuration.Details thatastthirty (30) calendadaysor longerwill bedocumentedby completinga SF
52 Form whichwill be maintainedn theemployee'©fficial PersonnkFolder Copies otthe SF52, including
the positiondescriptionor descriptionf duties will be providedto the emgdoyee

Section3.

a. Appropriate Useof Detail. Detailsshallbeusedto meettemporaryneedsof the Agency'swork
programsThisincludes,but is notlimited to:

1. Meetingunusual workloadlemandssuchassupportfor SBA'srecoveryefforts fdlowing a
naturaldisaster;

N

Specialprojectsor studies;

w

. Changen mission or organization; and

»

Employeeabsenceandtraining.
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b. Procedures.When the Agenchasaneed to detaihnemployedo a positionmanagemenrghall
consideremployeegjualifiedto performthefull scopeof thework who haveindicatedaninterest in
beingdetailed to the position. Whekdanagementletermineshat adetailmay be bestaccomplitiedby
utilizing volunteersit shallannouncehe detail bynemorandum oemailandconsiderall employees
who expressaninterest.To theextentpractica] Managemeninay considerrotatingall interested
employeesinto the detail. Thé\gengy will not usedetailsas away to give anemployeeanadvantage
overanother.

Section4. Higher Graded Details.

a. A detailto ahighergradedposition or to apositionwith knownpromotionpotential exceedingpne
hundredwenty (120) days shdl be ma@ undercompetitve placemenproceduresAll eligible
candidatesnaybe affordedan opportunityto bedetailed into dighergraded positionif thereare
severainteresteccandidates, thAgengy will usethe employee'service computatiordate(SCD)as the
determiningfactorasto whowill bedetailedfirst.

b. An emplojeewho isdetailedto ahighergradedposition formorethan thirty(30) calendadayswill be
givenatemporarypromotion tothathighergradeeffectivethe 35ktday. If time-in-graderestrictions
precludethe promotion tothatgrade the employeewill be promotedo thehighestgrade allowable
underregulation

Section5. Lower Grade Details.

Thedetailof anemployeedo alower gradepositionshallin noway adversey affectanemployeés salay,
classificationor job standing.

Section6. Leave.

Leavethat hasheenrequestedndapprovedorior to thedetailwill be transferredvith theemployeegxceptin
the caseof amission critical needof the Agency.If theleaveis cancelledoy ManagementManagement must
providewritten documentatiorstatingthat the formest approvedeaverequest hasbeencancellecaswell as
statingthereasorfor the cancellation.

Section7. Accommodations

If anemployeewith aqualifieddisabilityis detailed appropriateaccommodationwill be providedin thenew
position, inaccordancevith applicabldawsandregulations.

Section8. Workers' Compensation.

An employee who has beemjuredon the jobh maybedetailedin accordancevith Office of Workers
CompensatiofProgramgOWCP)procedures.

Section9. Administration.

An employeewnho isdetailedwill be madeawarein writing of who will be his orhersupervisorandif the
employeewill havemorethan onesupervisoduringthe detail, whictsupervisomwill performeachsupervisory
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function,includingthefollowing;

a. Requestingersonnehctions;

Assigningperformance ratings;

Makingwork assignments; andsprovidedfor in Article 28 ofthis Agreement;
Monitoring job conductandperformance;

Giving theemployeea new PBCP(whenapplicable)and
Conductingquarterlyperformance reviews.

-0 o0 o

ARTICLE 32TRANSFER OF FUNCTION

Sectionl. Definition. A Transferof Function(TOF) meanghetransferof theperformancef acontinuing
functionfrom one competitivaarea andts addition to one amoreother competitivareasgxceptwhen the
functioninvolvedis virtually identical to functions alreadyeingperformedn the othercompetitivearea(s)
affected;or the movementf thecompetitiveareain which thefunctionis performedo anothercommuting
area(5 C.F.R.351.203). In atransferof function,thefunctionmustceasen the losingcompetitiveareaand
continuein anidenticalform in thegainingcompetitivearea(5 C.F.R.351.301(b)).

Section2. Notice to the Union. When theAgencydetermineghat aTOF is necessarythe Agencywill inform
theUnion no lessthanforty-five (45) days priorto the anticipateceffectivedate,giving thereasorfor the
action,theapproximatenumberstypes,andgeographidocationof the positions to baffected,andthe
approximatedateof theaction. At that time, théJnion mayinitiate bargainingn accordancevith Article 4 of
thisAgreement.

Section3. Selectionof Positionsto Transfer. TheAgencywill identify which positions wiltransferwith the
functionin accordancevith Office of PersonneManagementegulationsasprovidedin Article 2 of this
Agreement.

Section4. Noticeto Employees.

Employeesvhosepositionshave beemlesignatedstransferringwith thefunction will benotified in writing.
Thenoticewill statethattheemployeds beingofferedthe opportunityo volunteerfor transferwith their
position to anewcompetitivearea. Thenoticewill furtherstate:

a. Thename andocation ofthenewcompetitivearea;
b. Thecompleteaddres®f thenewwork site;

c. Theapplicablesalary,includinglocality pay,of the employee'positionatthe newwork site;andname
of thee mp | o supeevidos;

d. A statementhat theemployeds freeto decidewvhetherto accepthe offer of theopportunityto
volunteerfor transferwith their position;

e. A statementhat should themployeebe selectedo transferwith their position, theAgencywill pay
movingexpenseandpayfor househuntingtrips inaccordancevith statuteandGovernmenwide
regulationand thisAgreement;

f. A statementhat it is possibléhatnotall volunteerswill beableto transferwith their position;

87



g. A statementhat should themployeechoosenot totransferwith their position, or if theemployeés not
selectedo transferdespitehavingvolunteeredthe employeemaybe separatedrom their current
position usingadverseactionproceduresand

h. Thedeadlinefor respondingo the offer of transfer;providedthatthis datewill be no less than thirty
(30) daysfrom thedateof receiptof thenotice.

Section5. Expansionof Volunteers. If therearenot enoughgualifiedvolunteeran thework unitsamongthose
affectedemployeestheAgencywill solicit qualifiedvolunteerdrom thework units in therestof thecurrent
competitivearea.

Section6. Selectionof Employeesfor Transfer. If thetotal numberof employeesvho volunteerfor transfer
exceedshetotal numberof employeesequiredto performthefunctionin thecompetitiveareathatis gaining
thefunction,to themaximumextentpossible preferencevill be givento thevolunteerswith the highest
retentionstandingwho are qualifiedandavailableto fill the position.In the eventtherearenot enough
volunteerdor thetransfer employeesvith thelowestretentionstandingwill be selectedor involuntary
transfer.If therearefewervolunteerghanneededthenaftertakingall thoseemployeesvho didvolunteer,
employeesvith thelowestretentionstandingwill be selectedor the involuntarytransfer.

Section?. Limitation on Filling Vacancies.TheAgencyshall not, to the maximumxtentpossiblefill any
vacantposition in thebargainingunit throughoutsidehiring or throughpromotion as longsthereare
employeedacingseparation in th€ OF who arebothwell qualifiedandavailableto fill thatposition.Adverse
actionnoticeswill not be issuegendinganAgencyreview of theopenvacancyannouncements.

ARTICLE 33 REORGANIZATION AND REASSIGNMENT
Sectionl. Definitions.

a. A reorganization is definedasthe plannedelimination,addition,or redistributionof functionsor duties in
anorganization5 C.F.R.351.203

b. A reassignmentis thechangeof anemployeefrom one position t@anotherwithout promotionor change
to alower grade A reassignmenhcludes:(1) movemento a position in aewoccupationaseriesor to
anothermposition in thesameseriesy(2) assignmento a position thahasbeenre-describediueto the
introduction of anewor revisedclassification ojob gradingstandard(3) assignmento a positiorthathas
beenre-describedasaresult of gpositionreview;and(4) movemento adifferentpositionat thesame
gradewith achangen salarythat is theresultof differentlocal prevailingwagerates o differentlocality
payment.

Section2. Statementof Principle.
Nothingin this Articleshall diminish theights of employeesvhich arespecificallyprovidedby law.

Section3. Proceduresfor Reorganization.

a. When areorganizations the causeof a personneactioninvolving separationfurloughfor morethanthirty
(30) calendadays,or changeo lower grade Reductionin-Forceproceduressdescribedn Article 34 of
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this Agreemenmust befollowed.

b. Whenthereis a reorganizatiowhich causeshe actionsdescribedn Section3(a),above the Agencywill
notify theUnionin accordancevith theproceduregontainedn Article 4 of thisAgreement.

c. SuccessolPositions.Whena position in arorganizationaktructures abolishedn alocationasaresult of
reorganizatiorandthe same position isstablishedn aneworganizationastructuretheincumbentof the
old position will beassignedtthe samegradeto a newly establisheddentical positionsubjectto all
appropriateReductionln-Force procedureandregulationsAt thate mp | o nequesiihe Agencymay
assignthem to anotheavailableposition forwhich theyare qualified.

Section4. Proceduresfor Reassignment.

a. Forreassignmenwithin thecommutingarea,anemployeeshallreceivenotification of reassignmerut least
fifteen (15) calendadays priorto theeffectivedate ofthereassignmenilhis noticeshallinclude:

1. A positiondescriptionfor the newposition;
2. Thenameof the supervisormndthe Division to which reassignedand
3. Electronic notificatiorof the SF-50 (Notification of PersonneAction) assoon as it igenerated.

b. When the Agencyetermines aeedfor directedreassignmentsutside thecommutingareanot causedy
reorganizatiorasdescribed irSection3(a),abovethe Agencywill first solicit volunteersrom among
qualifiedemployees.If therearemorevolunteershanneededthe Agencywill reassigrthe most senior
employee(spased upoiovernmeniwide service computatiotate(SCD). If therearefewervolunteers
thanneededthe Agencywill reassigrthe least senicemployee(s)pasedonthe Governmentvide SCD. If
therearefewervolunteerghanneededthenaftertakingall thoseemployeesvho didvolunteerthe Agency
will reassigrthe least senicemployee(shased orGovernmentwide SCD.The proceduref requesting
volunteergdoesnot applyif the Agencyandthe employeeto bereassigneagreeto thereassignment.

c. Employeesvhoreceiveadirectedreassignmemnutsidethe commutingareawill be providedwritten notice
andgivensixty (60) calendadaysto respond to thaotice. This noticewill include:

Thereasorfor thereassignment;
Theeffectivedate;
Thenameof the supervisoandthe Division to which reassigned,;
Locationof the duty station,includingstreetaddress;
Jobtitle, seriesgradeandrateof pay;
Positiondescription;
Thatrelocationexpensesvill be paidby the Agencyin accordancevith 41 C.F.R.302;
Thetimeframefor respondingo thereassignment;
Emp | o $EDeadds

10. Statemenindicatingthatfailure to acceptthedirectedreassignmenmayresult in gproposalfor removal
from Federakervice.

© © N o g bk~ wDdPRE

d. Employeesnayrequest, irwriting, to bereassignedsideor outsidethe commutingrea. It will be the
responsibilityof theemployeeto locatea position towhich theywould liketo bereassignedTheemployee
mayrequesassistancérom theOffice of HumanResourceSolutions. Requestsor reassignmenwill be
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madeto thecurrentsupervisorandthe supervisornf the positionthatthe employeeseeks. Theurrent
supervisowill respondn writing to theemployeewithin fifteen (15) calendardays If the supervisor
declinesto acceptherequest, theesponsavill include thereason(syvhy.

Sectionb. Leave.

Leavethat haseenrequestedndapprovedorior to thereassignmemotificationwill be transferredwvith the
employee andommunicatedo thee mp | o yewsu@essisor.Any cancellation ohnnualleaveor leave
without paymust bein accordancevith Article 17,Sectiord of this Agreement.Sick leave,onceapprovedoy
the Agency,will not becanceledandwill be transferredo thee mp | o yew @osition.

ARTICLE 34 REDUCTION -IN-FORCE (RIF)
Sectionl. Definition.

A Reductionln-Force (RIF)occurswhen the Agencyeleasesnemployedrom their competitivelevel by
separationgdemotion furloughfor morethan thirty(30) days,or reassignmentequiringdisplacementyhen
lack of work or funds,reorganization, reclassification dteechangen duties, oithe needto makea placefor a
personexercisingreemploymenbor restoratiorrightsrequireshe Agencyreleaseéhe employee.RIF
proceduresio not applyto thereturnof anemployeeo their regularpositionfollowing atemporarypromotion
or to thereleaseof areemployedannuitant. RIF procedureslo not includeeclassificatiorof a position,other
thanasprovidedin 5 C.F.R. 351resultingin adowngradesventhoughRIF proceduresnaybeused in those
situations.

Section2. Statementof Principle.

When theEmployerbecomeswareof thenecessityo conduct RIF, it will attempt tominimizetheadverse
effecton bargainingunit employeeshroughappropriataneanssuchasreassignmengttrition, andpositive
placemenefforts.

Section3. Notification.

ThePartiesto thisAgreemenfarecognizantof therequirementsound in 5C.F.R.351respectingoticeto
employeesn aRIF. Theaffectedemployeas entitled to notessthanthirty (30) full d a ynetide,asdefinedin
the 5C.F.R.351,andnormallynot morethanninety(90) days, but longenoticeof upto onehundred eighty
(180)daysmaybeutilized in unusualkases.The Partiesheretosharethe commonpurpose®f minimizing
adversempact uporbargainingunit employeesaffectedby anyRIF andof accommodatinghe administrative
needsof theAgency. The Partiesthereforeagreethatconsstentwith 5 C.F.R.351, theEmployerwill use every
goodfaith effort to notify the Presidenbf theappropriatdocal andall affectedbargainingunit employees of
anyimpendingRIF atthe earliestpossibledate,andnormally,the period ohoticewill beatleastthirty (30)
calendadaysbut not morghan ninety(90) calendadaysprior to theeffective date.

Section4. Documentation

Following notification ofa RIF, the Employershallfurnishto theUnion, uponrequestanyrelevantand
availabledocument®r informationconcerninghe RIF, subject to anyrivacyAct limitations. The Parties
acknowledgehatsuchdocumentsandinformationinclude,but arenotlimited to, all thosewvhich areamatter
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of requiredofficial record, but do not includaternalmanagementommunications.

Section5. Effective Date.

The Employershallprovide aspecificwritten noticeto eachbargainingunit employee affectetly theRIF. The
notice shalktatespecificallywhatactionis beingtaken,the effective dateof theaction,theemployee'service
computatiordate ,andthe competitivelevel andcompetitivearea. It shall statavhy anylower standing
employeas retained irtheir competitivelevel. An extracopyof this noticewill be given to theemployee
should theydesireto haveUnion representation.

Section6. Offer of Position.

The Employershalluseeverygoodfaith effort to makea bestoffer of employmento eachbargainingunit
employeeadverselyaffectedthroughimplementation othe RIF procedures.Theoffer, if made shall be ofa
positionascloseaspossible to, but ndtigherthan, thecurrentgradeof the affectedemployeeandthe position
shallbewithin theemployee'sompetitivearea. Employeesadverselyaffectedby a RIF maytimely requestjn
writing, assignmento apositionatthe sameor lower gradewith anygradeor payretentionto which theymay
be entitled.Any suchrequesshallbeansweredn writing within ten(10) calendadays.

Section7. Responseo Offer.

Bargainingunit employeeshallrespondo abestoffer of employmento anotheposition, inwriting, within
fifteen (15) calendadays ofreceiptof awritten offer. Failureto respondwithin fifteen (15) calendadaysshall
be considered rejectionof theoffer.

Section8. Competitive Levelsand Retention Registers

The Employershallestablisrcompetitivelevelsandretentionregisteran accordancevith applicabldawsand
regulations. The Union and theemployeeshallhavetheright to review competitivelevelsandretention
registersasmaybeapplicable to the employe® to thebargainingunit. Theappropriatgpersonnebffice shall
maintainall lists, recordsandinformationpertainingto aRIF for atleastone(1) yearfollowing the effective
dateof theRIF.

Section9. Separation

The Employershallendeavoto find employmenin otherFederalagenciesvithin thecommutingareafor the
employeesvho areseparatethroughRIF. Employeedor whom no positionarefoundmaybe counseledy a
representativef the Employeron the benefitsto which theymaybe entitled, includingnformationconcerning
earlyretirementwith discontinuedservice annuitywhereapplicable. Reemploymenpriority lists shallbe
establishedor employees whaannotberetained.

Section10. Waiver of Qualifications.

In accordanceavith applicableregulationsywhenthe Employeris unableto offer anassignmenthe Employer
agreedo waive qualifications oémployeesvho will be separatediueto RIF, for positionswhich do not
containselectiveplacementactors,provided theEmployerdetermineshe employeds ableto perform the
work in thecomparablgosition without undueterruptionto themission ofthe Employerandthe employee
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meetsthe minimum educatiorrequirements.

Section1l. Information to Employees

The Employershall providecompleteinformationneededy employeeso fully understand th&IF andhow
andwhy theyareaffected. Theemployershall provideequitabletreatmentor all employeesandmakeevery
effort to retainstatusemployeesluringa RIF.

Section12. Retirement.

Priorto andduringthe RIF, all retirementswill be strictly voluntary. There will beno coerciondirect or
indirect,intendedto influencethe employee'slecision, but th&mployerwill freely advisethe employeeof any
prospective retiremenmights.

Section13. Competitive Area. With thefollowing exceptionsall SBA positions in thesamecommutingarea
(asdefinedin 5 C.F.R.351),bothfield andCentralOffice, shall constituteseparate competitiva@reas.

a. Forbargainingunit employee®f aPost ofDuty (POD)regardles®f number oemployeesand
bargainingunit employee®f a Branchwith lessthantwenty-five (25) employeegshe POD oBranch
will be includedin thecompetitiveareaof thegeographicallywearesRegional or DistricOffice in the
sameRegionto which theemployeds assignedmmediatelyprior to theRIF.

b. In recognitionthatpositions in theffice of InspectorGeneralarenot in thebargainingunit, theyshall
constitutea separateompetitive areadyy commutingarea,for RIF purposes.

Section14. Displacement

The Employerwill not fill a vacantbargainingunit position within theorganizationalnit in whichthe RIF is
takingplaceuntil it hasconsideredll reasonablalternativedo reducehe adversesffectson bargaininginit
employeesvho areto bedisplacedasa resultof the RIF. In consideringhesealternativesthe Employerwill
reviewthe possibilityandfeasibility of redesigninga vacant position.

Section15. Relocation

In connectiorwith aRIF andwhere applicablehe Employeragreeso grantofficial time andpayrelocation
expensegasprovidedby appropriateegulation.

ARTICLE 35 PERMANENT CHANGE OF DUTY STATION

Sectionl. A permanenthangeof dutystation (PCDS) is thigansferof an individualfrom onelocation to
anothefocationbeyondcommutingrangeby competitiveselectionyoluntaryreassignmengr directed
reassignment.

Section2. Limitation. Disciplineor reprisalsarenot validbasedor takinga PCDSaction.
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Section3. Reimbursement. The Agencyin accordanceavith applicable lawsndregulationsshallpayper
diem,andotherallowable expensascurredin aPCDSthatis aresultof adirectedreassignment.

Section4.

In the caseof acompetitiveselectionor voluntaryreassignmengmployeesvill normally be giventhirty (30)
daysto report Theywill receive writterinformation,including:

a. Theeffectivedate oftheassignment;

Thenameof the supervisoandthe Division to which assigned,
Locationof the duty station,includingstreetaddress;

Jobtitle, seriesgradeandrateof pay;

Positiondescription;and
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Informationon whattime will be availablefor househuntingtrips, and goint of contactfor

informationon applicableelocationexpenseshat theAgencywill providein accordancevith statute,

Governmenwide regulatiorandthis Agreement.

ARTICLE 36 OFFICIAL TRAVEL
Sectionl. Official Travel.

Thenatureof themission ofthe Agencyis such that occasiont will be necessarjor bargainingunit
employeedo performtravelawayfrom theirofficial duty station(ODS).

Section2. SchedulingTravel.
a. TravelduringWork Hours.

To themaximumextentpracticablethe Agencywill scheduleandarrangefor thetravelof bargainingunit
empoyeesto occur duringnormalworking hourswithin theempb y e mdularlyscheduled work hours
(i.e.,4/10, 5/4/9, &our,etc.). However,if circumstancesequirethee mp | o gresenées aspecific
day,too earlyto permittravelthatday,the employeeshouldperformthetravelon theprecedinglay,
leavinghomeor theAlternativeDuty Station (ADS)atareasonabléime. Exceptionswill be made when
multi-daytravelis necessarge.g.,travelingto AmericanSamoa). Extensions tfficial travelmaybe
grantedsubjectto leaverequirementaindatthee mp | o gxpeaséEsnployeesauthorizedo travel
outsidetheir normalduty hourswill be compensateth accordancevith all applicabldaw, rulesand
regulations.

b. Compensatioffior Time Spentn Travel
1. Definition.

For purpose®f thisArticle, theterms"official duty station"and"official worksite"areboth defined to
meananarea(radius)within theboundarie®f thecity, town, orother establishedreato whichthe
employeenormallyreports towork. Theradiusis determinedo be fifty (50) milesfrom the ODS or
worksitein anydirection.

2. Time Spent inTravelfor FLSA Non-ExemptEmployees
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Time spentin travelwill be consideredoursof work, andthus compensablé

a) Theemployeds requiredto travelduringregularworking hours;

b) Theemployeds requiredto driveavehicleor perform othemwork while traveling;

c) Theemployeds requiredto travelas apassengeon aone-dayassignmenawayfrom theODS;
or

d) Theemployeds requiredto travelas apassengeon anovernightassignmenawayfrom the
ODSduringhourson nonworkingdays that correspond to teenployee'segularworking hours.

. Time Spent ifTravelfor FLSA ExemptEmployees

Time spenton official travelduringnonworking hours(i.e., hoursoutsidethe scheduledour of duty for
leavepurposes) is natonsideredoursof work for overtimepurposesinderSection3 of this Article.
Compensatioffor official travelduringnon-working hoursis providedonly throughcompensatoryime
off for travel. If traveloccurs duringegularly scheduleavertime,suchtravelmaybedeemed
compensabléoursof work if anyconditionset forth in 5C.F.R.550.112(g) (2) is satisfied.

. Compensatoryime for Travel

The Agencyshallcreditanemployeepn anhourfor-hourbasis, withcompensatoryime off for timein
atravelstatugf:

a) Theemployeas requiredto travelawayfrom the official worksite;and
b) Thetraveltimeis nototherwisecompensabl@ours ofwork.

. Exceptasprovidedin SubSection8, below,traveltime inconjunctionwith a permanenthangeof
station or aemporarychangeof stationis notcreditable.

. Time in atravelstatusncludes:

a) Thetime anemployeeactuallyspendgravelingbetweerthe ODS andatemporaryduty station;

b) Thetime anemployeeactuallyspendgravelingbetweertwo temporaryduty stations;

¢) Theusualwaitingtime thatprecede®r interruptssuchtravel;

d) Time spenttravelingoutsidethe ODS, providedthat suchravelis outsideregularwork hours;

e) Timespentiravelingbetweerthee mp | o lyomeaddthe temporaryluty station, minus the
time spentin normalhome towork or work to hometravel;and

f) Time spenttravelingoutsideregularwork hoursbetweerawork stationanda transportation
terminal.

. Time spentat atemporaryduty stationbetwesnarrival anddeparturas nottime in atravelstatusBona
fide mealperiodsduringactualtraveltime or waitingtime arenot creditableastime in atravelstatus.
A delaybetweeractual periods ofontinuoudravelthatincludesovernightlodgingduringwhichthe
employeds freeto rest,sleep, ootherwiseusethetime for their own purposes, is natreditableastime
in atravelstatus. Time spentravelingbetweerhomeanda transportatioterminal(e.g.,airport, train
station) within thdimits of the ODS outsideregularworking hoursis notcreditableastime intravel
status.

If anemployeds required tdraveldirectlybetween theihomeandatemporaryworksite outsidehe
limits of thee mp | o offeial Wa@ksite,the travel timas creditableastime in atravelstatus.
However thetime thatemployeenormallywould spendn hometo-work or work-to-hometravelis
deductedrom that amount. Theaveltime outsideregularworking hoursdirectlyto or from a
temporaryworksite ortransportatiorierminal(e.g.,airportor train station)outsidetheir ODSis
creditableastime in atravelstatusHowever,if thetraveloccurs on @laythat theemployeds regularly
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scheduledo work, the time theemployeewvould have spenin normalhometo-work orwork-to-home
commutingmust bededucted.

9. Onlytravelfrom hometo the temporargluty station on thdirst dayandtravelfrom thetemporaryduty
station to home on tHastdaymust beconsiderediscreditablein the caseof anemployeenho ison a
multiple-daytravelassignmenandwho choosesot to uséemporarylodgingat thetemporaryduty
station, but toeturnhomeat night or onaweekend. Travelto andfrom home orotherdaysis not
creditabletraveltime unless theuthorizednanagementfficial determineghatcreditshould begiven
basedn thenetsavingsto theAgencyfrom reducedodgingcosts,consideringhevalueof lostlabor
time attributableto compensatoriime off. For costcomparisorpurposs, thedollarvalueof anhour of
compensatoryime off for travelequals themployee'fourly adjustedrateof pay.

10.In the caseof anemployeewho isofferedonemodeof transportationandwho ispermittedto usean
alternativemode oftransportationpr who travelsat a timeor by arouteotherthanthatselectedy the
Agency,the Agencymustdeterminghe estimatedcamountof timein atravel statushe employeewould
have hadf the employeenadusedthe mode of transportati@iferedby the Agencyor traveledatthe
time orby therouteselected byhe Agency.

11.Employeesnust filerequests focreditof compensatoryime off for travel withinten (10) workdays
afterreturningto theODS, orwithin ten(10) workdaysof returning fromthetemporaryduty station or
approvedeavewhichimmediatelyfollows the temporarguty duringwhich the compensatotyme off
for travelwasearnedpy submittingatravelitinerary,or anyotherdocumentatioracceptabléo the
emp | o ysepe@isorjn support othe request.If not submittedwithin thistime, the Agencymay
denytherequesfor credit of compensatoyme off, unless themployeecan showgoodcausefor the
delay.The Agencywill authorizecreditin incrementf onequarterof anhourandwill trackand
managecompensatoryime off for travel separatelyrom otherforms of compensatoryime off.

12. An employeemust useccrueccompensatorgime off for travelby theendof the26" payperiodafter
the payperiodduringwhich it wascredited. If anemployee faildo usethe compensatoryime off
within twenty-six (26) payperiodsafterit wascredited, thewvill forfeit such compensatotyme off.
Compensatortime off fortravelwill also beforfeitedupon voluntargransferto anotheragencyupon
movemento anorncoveredposition; or uporseparatiorfrom the FederalGovernmentUnder no
circumstancemayanemployeaeceivepayment founusedccompensatoryime off for travel.

13. The Agencymayextend thegime limit for usingsuchcompensatoryime off for travelfor upto an
additionaltwenty-six (26) payperiodsif the employee wasinable to uséhe compensatoryime dueto
anexigencyof the servicebeyondthe employee'sontrol. The Agencyretainscompletediscretionin
expandinghis timeperiod,andit is notsubjectto reviewunder thegrievanceor arbitrationprocedure.

c. Interim ReturnHome

If atemporaryduty assignmentequiresatravelerto be awayor morethanfourteen(14) calendadays,the
Agencymay,uponrequesbf theemployeeauthorizethetravelerto returnto their ODS, or placeof
residence.

Section3. Travel Authorization.

Official travel,whether Temporarputy (TDY) or Local, must be authorized iadvanceof travelusingthe
Electronic TraveBystem.For travelrelatedissues, themployeeshouldcontactthe DenverFinance Center
(DFC) Help Desk.Local authorizationsretypically preparedbn amonthlyor quarterlybasis, but can be
preparedn atrip-by-trip basis.
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Section4. Payingfor Travel.

a. Governmenttravel card Employeesvho arerequiredto travelmorethan two(2) times ayearmaybe
issuedagovernmentravelcard(note: GSA hasgrantedawaiverto travelcard usdor employeesvho
travellessthanfive (5) times in ayear). Instructionson how to applyor a Governmentssued travetard
aswell asothertravelresourcegan befoundat
http://yes2007.sba.gov/employassist/Travel/Pages/defaxlt.as

b. Creditworthiness Pursuanto PublicLaw 108447,Section639, the Agencys requiredto evaluatehe
creditworthines®f anemployeebeforeissuingthatemployeea governmentravel card.

c. Alternatives Whenanemployeecannotobtaina standardyovernmentravel cardbecausef alack of credit
historyor becaus¢heyarefoundto haveanunsdisfactorycredithistory,thee mp | o tyagebnmil De paid
usingsuitablealternativepaymentmechanismavailableto theAgency. Alternative mechanismsay
includeuseof theCentrallyBilled Account(CBA).

d. CashAdvances An employeemayusetheir governmentssuedravelcardto obtainalimited cash
advance fronan AutomatedTeller Machine(ATM) for incidentalexpenseshatcannotbe chargedon the
card. Cashadvances arsubjectto thefollowing limitations: 1)The maximumamountallowedfor ATM
advancess theMI&E portion ofperdiem (excludinglodging),plus groundransportation2) Thetravel
cardhasanATM limit setat$200 in asingleday,and$1,000 permonthContinentalUS ($1,5000utside
ContinentaUS); 3)ATM advance# exces®f the MI&E andground transportatiofasdescribedabove)
must beauthorizedn advancewith written justification. Theapprovedustification must besubmittedwith
thetravelvoucherandsuchauthorizationgor excesdo theirapprovingofficial. The Agencywill ensure
thatemployeesvho travelare informedf howto contactthe DFC Help Desk forassistance.

e. Laundry Allowance Employeesn aminimum offive (5) consecutivaelays(four (4) consecutive nights)
temporaryduty mayclaim laundryand/ordry cleaning expenses notéaceedb5 eachweekfor thefirst 14
daysin travelstatusand$15eachsuccessiveveekaslong asthereis nobreakin travel. If thereis abreak
in travel,evenfor aweekend, the timperiodstartsall overagain.

f. TelephoneCommunications|f theemployeedoes nothave available governmentell phone, or access
to FTSlinesduringtravel theymaybereimbursedip to $10 fophonecallsif in travelstatusover5 days.
Employeewill usethe mosieconomicameansavailable,in orderto minimizethecostto theGovernment.
Employeeswill exerciseghesamecarein incurringexpenseshat aprudentpersonwould exercisef
travelingon personabusiness.

Section5. Travel Voucher Processing

a. Timely TDY Claim Regulation Uponcompletionof TDY travel,anemployeenot in acontinuoudravel
status will submit aoucherthroughthe electronid¢ravel system, to theiauthorizingofficial, reflectingan
accountingpf all authorizedexpensesvithin five (5) workdaysaftercompletion oftravel (FTR 301-
52.7(a)).

b. Local Travel Filing Uponcompletionof local travel,anemployeewill completea Claim for
Reimbursemenribr Expenditureon Official Businesd=orm (currentlySF1164). Localtravelvouchers
must besubmitted ndaterthan 3 month&rom the dateof the earliestitem on theorm.

c. Prompt PaymentThe Agencymustreimbursehe employeewithin thirty (30) calendaidaysafterthe
employeesubmits gpropertravelvoucherto theirapprovingofficial. If theAgencydoesotpaythetravel
vouchemithin thethirty (30) calendadaytimeframeaftera propertravelvouchehasbeernsubmittedo theapproving
official, theemployeeavill bepaidalatefeeascalculatedyFTR301-71.216214.
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Section6. Billing, Salary Deduction, andDirect Pay

Employeesarepersonallyresponsibldor makingpaymentgo theirindividual governmentravelcard in a
timely fashionin accordancevith their signedagreement with the issuef the card.

a. Billing DisputesWhenthe employeelisputes a chargen thegovernmentravelcard; theemployeds
responsibldor promptly contactinghe governmentravelcard companyo resolvethedispute.

b. Salary Deduction The Agencymaycollectundisputeddelinquentgovernmentravel cardamountsvia
directdeductionfromane mp | o pagral disbursemenbn behalfof thegovernmentravelcardvendor
(OMB CircularA-123,AppendixB).

1. Priorto salarydeductionthe employeewill be providedwritten noticeof thetype andamountof the
claim, theintentionto collecttheclaim by deductionfrom thee mp | o dispasablgay,andan
explanatiorof thee mp | o ygbtsagasiebtor.

2. Theemployeewill be provided theopportunityto inspecta copyof therecordsrelatedto theclaim and
will be givenanopportunityto makea written agreementvith thegovernmentravelcardvendorto
repaythedelinquentamount. Theemployeewill receiveadequatelutytime for all theaboveactivities.

c. Direct Pay Accordingto OMB CircularA-123,AppendixB, ane mp | o tyagebv@ushemreimbursement
is dividedbetweeranamountsentdirectlyto thegovernmentravel cardvendor,andthe balanceof the
reimbursemengentelectronicallyto thee mp | o lyaskactaosin.

1. At aminimum,whenthe SBA DFCprocesseane mp | o tyagebv@usher, themountsentto the
travelcardvendorwill be the total ofthee mp | o gomraodcarrier(Airplane/Railwayticket), fees,
taxes hotel,rentalcarchargeandATM advances.

2. If anemployeedesiresanamountgreatetthanthetotal of these itemso bepaiddirectlyto theTravel
CardVendor,theemployeewill adjustthe electronicvoucheraccordingly.

3. If anemployee haalreadypaidtheirtravel cardbalancebeforereceivingreimbursement, dior some
otherreasora Direct Paywould resultin anerroneougduplicate)paymento thegovernmentravel
cardvendor, theemployeemust modifythe electronicvoucher.

d. PaymentNotifications Theemployeewill receiveemailnotificationsof reimbursemenvnefor theamount
of thepaymentmadedirectlyto thegovernmentravel cardvendor,anda seconcemailfor theamount of
thereimbursemengentto thee mp | o pess@nél bankccountThetravelauthorizatiomumber,
identifying the submittedvoucherwill be included in both dhesee-mails. Itisthee mp | oyee 6 s
responsibilityto verify theseamountdo ensurehat thetotal dueamountis paid to thegovernmentravel
cardvendor in dimely mannerto preventdelinquency.

Section7. Delinquent Travel Card Accounts.

a. Sincethe Governments veryintentto monitorandminimize travelcarddelinquencythe Agencyusesa
numberof controlprocedures:

1. If thee mp | o goeeendmentravelcard becomes 3ldaysdelinquenttheemployeewill receive
notificationasareminderof their responsibilitiesandthe seriousmplicationsof governmentravel card
delinquencyEmployeesshouldincreaseheir Direct Payamountdo eliminatethe delinquentalance.
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2. If thee mp | o goeemmentravelcard becomes 61daysdelinquentDFC notifiestheemployeeand

their appropriate office directar ManagemenBoardmemberregardinghedelinquencyThe

e mp | o goeeenmentravelcard isautomaticallysuspendedby thetravelcardvendor. Theemployee
maybe subjectto disciplinaryactionatthistime. Thetotalamount ofoutstandingeimbursement
voucherswill bepaiddirectlyto thegovernmentravel card vendor until thealanceas broughtto zero.
If ane mp | o gaklis suspendedndtheemployeeneeds tdravel,theywill needanexemptionfrom
mandatoryuseof thegovernmentravelcard. The DFC will provideguidanceio employee®n the
procedurdor obtainingthis exemption.

3. Ifthee mp | o goeemmdentravelcard becomes 9ldaysdelinquentthegovernmentravelcard

vendorwill cancelthee mp | o gceoené Based on thgovernmentravel cardvendorpolicy, an
accountwhich hasheencancelleddueto delinquencyvill not bereactivated.The governmentravel
cardvendorwill initiate traveldebtcollectionproceduresn accordancevith 41 C.F.R.301-54.100. The
amountdeductedrom thee mp | o pagneapbs up to 15percentof disposablgayeachpayperiod
until theentiretraveldebt is paid in full. Thgovernmentravel card vendoreportsderogatorycredit
informationto thee mp | o pees@@ceeditreport. Futuretravel costsmaybe carriedthroughthe

e mp | o pesa@nafunds until theycanreceivereimbursementThe employeds requiredto getan
exemption to thenandatorycarduserule.

4. If thee mp | o goeemmentravelcard becomes 121daysdelinquentafeeis assessed to tlaecount

everymonthby the creditcardcompanyuntil theaccounts current.

5. If thee mp | o goeaardesttravelcard becomes 21daysdelinquent, theardvendorsubmits the

delinquentdebt to acollectionagency.

6. These proceduremesubject tochangedy the governmentravel cardvendoroutsideof Agency
control.

a. Shouldthee mp | o gceoenfhecomes1l+daysdelinquentaftersubmittinga propertravelvoucher
andnot beingiimely reimbursedy the Agency,the Agencywill notify thegovernmentravelcard
vendorthat apaymentwill beforthcoming andhe delinquencyis throughno fault of theemployee.

b. It is the responsibilitypf theemployedo paytheir creditcard in @imely manner.

Section8. Exemption from Mandatory Government Travel Card Use.

If theemployeds requestingnexemption, themployeanust prepara memorandunaddressinghe

following:

a. Locationanddatesof travel;

b. Reasongor theexemptionrequest;

c. If thereasorfor theexemption iancellatiorofthei n d i v godemnanéntravelcard, thesupervisor
mustexplain whythe employeeshould beallowedto travel,

d. A signature andecommendatiofor approvalfrom thesupervisorand

e. Theemployeanust submit thexemptiorrequesthroughthe supervisorwith theirrecommendatiortp the

Chief FinancialOfficer. Eachtrip requiresanexemption and should seibmittedwith thetravelvoucher.
These requestsill be handled inanexpeditiougnanner.

Section9. Benefits
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Employeewwill be allowedto retainanyfrequentflyer milesandhotel pointsacquiredduringofficial traveland
anyotherbenefitgainedin accordancavith the law.

Section10. Taxicab Usean Casesof Necessity.

The Agencymayauthorize/approvéhe usualtaxi cabfareplus tip fortravelbetweerthee mp | o gffeeesadds
homewhentheemployee performefficial business at the®DS andthefollowing circumstancesxist:

a. Theemployeas dependent on publicansportatioror officially ordered worloutside regulaworking
hours;and

b. Thetravelbetweertheemploye e d@ffce andhome is durindnoursof infrequentlyschedulegublic
transportatioror darknesgFTR 301-10.420(d)).

c. This Sectionwill alsoapplyfor taxi cabridesfrom ascheduleceventto home underthesame
circumstances.

d. Taxicabusecoverseventghatemployeesavebeenapprovedo attend orbehalfof the Government.

ARTICLE 37 DISCIPLINARY ACTION

Sectionl. Definition.

a. Forthepurposes of thigrticle, disciplinaryaction isdefinedasa Letterof Reprimandor asuspension
from employmenbf fourteen(14) daysor less.

b. No bargainingunit employeewill be the subjectof adisciplinaryactionexceptfor justandsufficient
cause.Disciplinaryactionshallbeappropriatego theoffense. Upon request, aemployeemayhavea
Union Representativpresenwhendisciplinaryaction isadministered.

Section2. Usesand Representation

a. Disciplinaryactionsfor performance deficiencigaayonly betakenafterperformancestandards have
beencommunicatedo theemployedan accordancavith Article 28 of the Agreement.

b. An employeemayhaveUnionrepresentatiowith respecto possible discipline iaccordancevith
Article 8 of theAgreement.

c. In all casef disciplinaryactiontakenagainst anypargainingunit employeethe appropriatdocal
Union shallbenotified of theactiontakenatthe same timehat theemployees notified, or aspromptly
thereaftelaspossible providedthatthe employeehasindicatedeitherorally or in writingthattheyhave
Union representation.

Section3. Timeliness.

Disciplinaryor adverseactionswill be initiatedin anexpeditiousnannermiventhe natureandcircumstancesf
eachincident.If theincident issubjectto investigationby the Office of InspectorGeneralor anoutsidesource,
the Agencywill move forwardwith anydisciplinaryor adverseactionasexpeditiouslyasis reasonablender
the circumstanceafterbeingnotifiedit is freeto pursuesuchaction.
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Section 4. Specificity.

A Letterof Reprimandshall beclearlyidentifiedassuch on itdace. It shall clearlyandspecificallystatethe
reason(syupportingt, including,wherepossible specifictimes ordates of thencidents orcauseseferredto.
Wherethe Employerdesireduture correctiveactionor behavioron thepart of theemployeereceivingthe letter,
it shallsetforth asclearlyandspecificallyaspossiblewhatthis desiredfutureactionor behavior should be.
Theemployeeshallhavetheright, pursuant tdrticle 10, Section2, to put orrecordanyreasonablstatement
in responseexceptwith respecto respondingo anyfinal decisionby athird party. The partieshereto
acknowledgehat aletter ofrequirementdetterof admonishmenbr warningis notconsideredo be a
disciplinaryaction;suchlettermaybeissuedby the Employerasa meansof counselingor informingan
employeeof legitimateexpectations of thEmployer.

Section5. Records

a. Lettersof Reprimandwill be placedin theOfficial PersonneFolder(OPF),on the temporargide,for a
periodof not morethan one (1year. An employeemayrequestemovalof the Letterof Reprimand
from the OPFat anytime. In casesvheretheemployee hasotrepeatedhecauseor hastakenthe
corrective measurggeviouslyidentified by the Employer this requesshall normallybe granted.

b. Suspensionwill be madea partof the OPFthroughthe issuancef a Standard-orm (SF)50, which
giveseffectto the suspensiolsF~50sarea permanenpartof anemployee'©OPF,exceptwherethe
recordis purged.

c. Intheeventanactionof discipline isdeterminedy anyauthoritypursuant to angppropriatgrocess to
beunwarrantear improper,in wholeor in part, therecordwill becorrectedor purgedconsistentvith
thedetermination.

Section6. Suspensions

a. When theEmployerproposes auspension adnemployeefor fourteen(14) daysor less,theemployee
shallbegivenwritten noticeof theproposed suspensievhich shall:

1. Contain thespecific reasons/charder theproposed suspension;

2. Inform theemployeeof theright to Union representation;

3. Provideatleastfourteen(14) calendadaysin which the employeemayansweithe proposal
orally and/orin writing;

4. Contain thenameof theofficial to whomananswemaybedirected;and

5. Inform theemployeehatanyrequesfor anextension of timén which to replymustbemade
to thedecidingofficial prior to theexpirationof the specifiednoticeperiod.

b. Thedecidingofficial must not behe proposingofficial. A decisionby the decidingofficial must be
madeassoon as practicabfellowing thereplyor the expiration of th@otice period.Thedeciding
official will considerthewritten and/ororal respons@f theemployeean his/herdecisionto suspendr
notsuspendheemployee.

c. Theeffectivedate ofa suspensiomnderthis Articlewill not beless tharfourteen(14) calendardays
from thedateof thedecisionletter. Grievance®versuspensionsust be filedwithin twenty-one(21)
calendadaysfrom the date ofeceiptby the employeeof theletter ofdecision. Employeesnay
exerciseheright contained imrticle 10, Section2, to put orrecordanyreasonablstatemenin
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response.

ARTICLE 38 ADVERSE ACTION

Sectionl. Definition and Procedures.

a. An adverse actiorfpr the purposeof thisArticle, is aremoval,suspensiofior morethanfourteen(14)
calendaidays,reductionin gradeor pay,or furloughfor thirty (30) daysor less.

b. No bargainingunit employeewill be subjectto anadverseactionexceptfor just andsufficientcause.

c. An employeemayhaveUnion representatiowith respecto possible adversaction inaccordancevith
Article 8, EmployeeRights andResponsibilities.

d. In all case®f anadverseactiontakenagainstanybargainingunit employeetheappropriate localnion
shallbenotified of theactiontakenat the sametime theemployeds notified, or aspromptlythereafteias
possible providedthatthe employeehasindicatedeitherorally or in writing that theUnion shallbe notified.

Section2. Notice.

a. In all caseof proposedadverseaction, theemployeewill be givenwritten noticewith a copyto the
designatedJnion Representativevhich will stateanyandall reasondor the proposedactions specifically
andin detail,atleastthirty (30) calendaidaysin advanceof theaction,unlessthereis reasonableauseo
believethe employedascommitteda crimefor which asentence®f imprisonment mapeimposedpor
unless the AgencgctsunderotherappropriategGovernmerniwide law orregulation.The Agencyagreeshat
theemployee shalbegiventhe opportunityo useup to four(4) hours ofofficial time toreviewthe
evidenceon which the noticas basedandthat is beingelied on tosupportthe proposedaction. Additional
official time maybegrantedon acaseby-casebasis. Uponrequestpnecopyof anydocument(s) in the
evidencdile will be provided to themployee anthis/herdesignatedepresentative.

b. An employeeagainst whonmanadverse actiohasbeenproposedhall beallowedatleastfifteen (15)
calendaidaysto respondorally or in writing andto furnish affidavitsandotherdocumentargvidencen
support otheanswerprior to adecisionbeingrendered.

Section3. Records

TheAgencywill furnishall informationandmaterialrelied upon to support amproposedadverse action in
accordancevith law, Article 6, GeneralProvisions Sectionb, orArticle 10, Official PersonneRecords,
Section4.

Section4. Stays ofAdverseActions.

a. In anycasenvolving the proposedemovalof abargainingunit employedor reason®f unsatisfactory
performancethe affectedemployee mawvithin ten(10) calendadaysof receiptof thedecisionupholding
the proposalrequesin writing that theactionbe stayedfor up toonehundred twenty120) calendadays
pendingtheresolutionof a grievanceor arbitrationof thematter,if suchremediesvould otherwisebe
available.

b. Therequesshallbesubmitted inwriting to theofficial who renderedhedecision. It shall statevith
particularitythereasonsn supportthereof. The Employershallgive full and fair consideratiornio anysuch
requestand shall notifthe employean writing of theapprovalor denial. The mattershallbewithin the
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full discretionof the decidingofficial.

c. Factorswhich maybetaken intoconsiderationbut whichneednot becontrolling, mayinclude:(1) active
effortsby theemployeewith reasonabl@rospects ofinding otheremploymentj2) newevidencenot
previouslypresentedo theEmployer;(3) effortsby the employeeo completeanysteps necessaty retire
within the periodof the stay,if they areotherwiseeligible for retirement;and(4) any otherfactorsdeemed
by the decidingpfficial to berelevantandappropriate.

d. Moreover,n anycasenvolving theremovalof abargainingunit employeefor reason®f unsatisfactory
performancer anadverseaction(SeeSectionl. a.,above) thegrievance processaybewaivedand the
Union mayproceed immediateltp arbitration. Thisright recognizeshat theadverseactionprocessas
alreadyinvolvedstepssimilarto thosecontainedn thegrievance processrl he practicaltime savingsand
benefitin avoiding repetitiouprocessearedeemed to bef interestmutuallyto theemployeethe
Employer,andthe Union.

ARTICLE 39 GRIEVANCE PROCEDURE
Sectionl. Purpose

Thepurposeof this Article is toprovidean effectiveandefficient procesghat isfair, equitable andconsistent
to timelyresolvedisputes in thavorkplace.

Section2. Definitions.

A grievances definedasanycomplaintby anemployeeor by the Union concerninganymatterrelatingto the
employmenbf the employeeanycomplaintby anemployeethe Union, or the Employerconcerninghe effect
or interpretationpr aclaim of breach pf this Agreementpr anyclaimedviolation, misinterpretationor
misapplicatiorof anylaw, rule, or regulationaffectingconditionsof enployment.

Section3. Scopeof Procedures

a. Theproceduresetforth hereinshall bethe soleand exclusiveproceduresvailableto employeesvithin the
unit of recognitionand tothe Partiesto thisAgreemenfor resolutionof grievancesexceptas otherwise
specificallyhereinafteprovided. The Partiesheretoagreethat everyeffort will be madeto settlegrievances
atthelowestpossibldevel.

b. Thisgrievanceproceduredoesnot applyto anygrievancesoncerning:

1. Any claimedviolation of Subchaptell of Chapter 73f Title 5 U.S.C. relatingto prohibitedpolitical
activities;

2. Retirementlife insuranceor healthinsurance;

3. A suspension aemovalunderSection7532 ofTitle 5 U.S.C. concerning Nationadecurity;

4. Any examinationgertification,or appointmentincludingseparatiorduringprobationaryperiod; or

5. Theclassificationof anypositionwhich doesnotresultin thereductionin gradeor payof anemployee.

102



c. An employee shalbedeemed tdaveexercisedheir optionunderthis provision taraisethe matterunder
eithera statutoryprocedureor applicableappellatgorocedure asuch time as themployedimely initiates a
formal action.

1. An aggrievecemployeeaffectedby a prohibitedpersonnepracticeunderSection2302(b)(1)of Title 5,
U.S.C.(discriminatior), mayraise thenatter under atatutoryprocedureor this procedurebut not both.

2. An aggrievecemployeeaffectedby matterscoveredunderSections4303 and 7512 dfitle 5,U.S.C.
(performance anddverseactiong, mayraise thematterunderthe appropriateappellatgproceduresr
this procedurebut not both.

d. ExpeditedGrievance Procedufer NegativeWGI Determination@ndPerformance Appraisals.

1. When aperformanceppraisals beinggrieved,theemployeehas theight to file agrievancewith the
managemerfficial makingthereconsiderationleterminatioror the decisionon theperformance
appraisaljn accordancevith theprovisionsherein. If the provisionshereinare usedanygrievance
overa performanceappraisatatingshallbe submitted on théorm in AppendixB of theMaster
Agreemenwithin fifteen (15) calendardaysof receiptby the employeeof the performanceppraisal.
Themanagementfficial receivingthe grievanceshallrespondo thegrievancejn writing, within
fifteen (15) calendadays ofreceiptof thegrievance.Thedecision ofthe official with whom the
grievancsis filed shallbethefinal agencydecisionon thematter.

2. When anegative withirgradeincreasaleterminations sustainedy a decisionrenderedn responseo
arequesfor reconsideratiortheemployee shaleinformedin writing of thereasorfor the decision.
Should theemployeeand/or higepresentativelectto grievethereconsideratioalecision the grievance
must besubmitted on thérm in AppendixB of thisagreementvithin fifteen (15) calendadaysof
receiptof thedecision. Theauthorizednanagemenfficial shallprovideawritten responsevithin
fifteen (15) calendaidays ofreceiptof thegrievance.Thegrievancedecisionshallbethefinal Agency
decision.

3. Should theJnion wish toinvoke arbitrationoverafinal Agencydecision inaccordancevith Section
3(d)(1)above|t shalldo so inaccordancevith Article 40, Sectionl4, ExpeditedArbitration, of the
Master AgreemenrtietweerSBA andAFGE.

Section4. Representation

An employeanayberepresentetty AFGE or maypresenta grievanceon theemployee'®wn behalfprovided
theUnionis giventhe opportunityto bepresentduringthe processingf thegrievance anattheadjustment of
thegrievance.Theright to bepresentt anygrievancerelateddiscussions iseparatérom the Union'sright to
bepresentat anyformal discussion.ThedesignatedUnion official shallpromptlyreceivecopiesof written
decisionson grievancesvithin the timeframecontainecdherein.

Section5. Grievance Content.
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A. A. All grievancediled underthese procedureshall besubmitted orthe approvedgrievanceorm
containechereinas AppendixB. Thisform canbechangedr alteredat anytime by mutualconsent of the
LaborRelationsOfficer andthe Council 228resident. Thegrievancdorm shallprovideenough
informationincludingthe specificissue(spiving rise to thegrievancenamesgdatesandlocations othe
occurrenceandthe naturendsubstancef theanyallegedcontractviolations. Thegrievancgorm shall
provideenoughinformation todeterminethe natureof thedissatisfation and therequestedemedy.

B. If theinformationcontained in th@rievances notsufficientin orderfor adecisionto be rendered, it will be
returnedwithin three(3) working days to theyrievantwithout action,identifying theinformationthe
Agencybelievess missing. This section othe MLA will bereferencedsthereasorfor thereturnof the
grievance.When theEmployernotifies thegrievantthatthe grievances not complete, thgrievantmay,
within three(3) working daysrevisethe grievancen anattemptto curethe problem. Uponrevisionor after
three daysvithout revision, therievancewill be processedtthelevel atwhich the issuavasraisedand
proceedasanormalgrievance.Thegrievantwill be allowedonly one(1) revison attempt. The Employer
reservegheright to challengegrievability, arbitrability, and/orthe validity of therevisedgrievanceat
arbitration.

Section6. Time Limits.

A. Unlessmutuallyagreedupon,all time limits containedn this procedureshallbestrictly observed.In the
eventthe expirationdatefalls on anonworkday,the expirationdatewill be thenextworkday.

1. FailurebytheBargainingUnit Employee(BUE) to adhereo the timelimitations forfiling a grievance
atanystep ofthe procedureshallresultin cancellation othegrievance.

2. Failurebythe Appropriate Managemefficial (AMO) to adherdo thetime limitationsfor responding
to agrievanceasidentified in StegOne shalfresult in thegrievancebeingelevatedmmediatelyto the
StepTwo.

3. If aStepTwo decision is notenderedvithin 14 calendadays,the Union hastheright to invoke
arbitrationunderthe provisions ofArticle 40.

B. When thegrievantand/orUnion Representativarein travel statuson official businessand/orapproved
leave,time extensions will bgrantedoy the Employer on bhasisdirectly proportionalto thetraveland/or
approvedeaveinvolved sothatthe actualproductivetime availalle attheg r i e \assignegesmanent
sitewill be the sameasspecifiedin the stepproceduredelow. This sameprovision shall applyo extend
the timeavailableto involved Agencyofficials who areon official traveland/orapprovedeaveduringthe
time theywould otherwiséhaveattheir permanentocationsto complywith the stepsenumeratedhelow.
ThePartiesagreethateachshall providewritten notificationto theotherin theeventthatsuch extensions
arenecessaryandsuchnotificationshall specifythe timewhenthe additionaltime beginsto runandwhen
it ends.

Section7. Grievability

If both Partiesconsenin writing, issuesof grievability shallbe subject taarbitrationasathresholdssue. This
sectionshallbe governedoy the followingprocedures: TheParties will submit theipositionon the
issueof grievability via awritten brief or verballyvia teleconference adirectedby the arbitratorfor review and
decision. It is only afterthe issue ofjrievability hasbeendecidedby anarbitrator,andhe/sheendersafinal
writtendecisionin favor of grievability, maythe meritsof thegrievancebe heard. Thewritten decision must be
renderedvy the arbitratorwithin five (5) calendadaysof presentatiomf thethresholdssuesconcerning
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grievability.

Section8. EmployeeGrievances
INFORMAL STAGE

a. ThePartiesrecognizehe valueof informally resolvingemployeegrievancest thelowestpossibleevel.
Thenformal Stageis at theelectionof theemployee ands notpartof theFormalStage. Should theemployee
electto exercisehis option, theemployeeshall adher¢o theproceduresutlinedbelow.

1. Within twenty-one(21) calendadaysof theactionbeinggrievedor from the datewhen theemployee(s)
first learnedof theaction, theemployee shaliliscuss with thenanagementfficial who took theaction
theytheywish togrieve,the substancef thegrievanceandtheresolutionwhich issought.

2. Wheresuchameetingis held,theemployeeandmanageshould deument thediscussionandall
partiesto thediscussiorshall signanddatesuchdocumentation.

3. Theemployeemayrequest Uniomepresentatioat thisstage.

FORMAL STAGE

a. StepOne. If theinformal stage waglectedoy the employee anthe grievance wasot otherwisegesolved
throughthatprocesstheemployee shalile, within twenty-one(21) calendadays,a written grievancevia
email, facsimileor postmarkedyvith thelowestlevel managemenafficial who hasthe authorityto grantthe
relief requested.This person is thAppropriateManagemen©Official (AMO). If the Informal Stageis not
electedby theemployeethe employee shalavetwenty-one(21) calendadaysof theactionbeinggrievedor
from thedatewhen theemployee(sjirst learnedof theaction,to file awritten grievancgvia email,facsimile
or postmarkedyvith the AppropriateManagemenOfficial (AMO). The AMO receivingthegrievance shall
conductsuch investigationasnecessaryincludinginterviewing witnessesheaggrieved,or anyotherperson
havingknowledgeof the pertinentfactsrelatingto the grievance.The AMO shallrendera written decisionto
theemployee(sprthee mp | o nepresdntativaf one hasbeendesignatedwithin fourteen(14) calendar
daysfrom receiptof thegrievance.Thedecision will includethe nameand titleof theindividual towhichthe
grievancemaybedirected if itis notresolvedat this step.

b. StepTwo. If thegrievances notresolvedat StepOneof this procedurethewritten grievancenaybe
submitted to théinal reviewingofficial or designee.Thefinal reviewing officialfor anemployeegrievance
shallbethe ManagemenOfficial atthe careerSeniorExecutive Servicéevel or designeeabovethe AMO at
the StepOnelevel. Thegrievancemust besubmitted inwriting (by email,facsimile,or postmarkedyvithin
fourteen(14) calendadaysfrom thedateof receipt of thedecisionat StepOne.

c. If atanystep, thegrievanthasfiled agrievancewith amanagementfficial who lacks theauthorityto grant
therelief requestedthe grievance shalbeforwardedwithin two (2) work daysby thatmanagemenfficial to
theappropriate managemeuofficial who has the authority granttherelief requested.In this event, the
managemenafficial with appropriateauthoritywill be givenfourteen(14) calendadaysfrom receipt of the
grievanceo respondo theemployeeor representative asthis managementfficial hadreceivedthe grievance
in thefirst instance.

Section9. Union Grievance
TheUnion mayinitiate a grievancan accordancevith thefollowing procedures:

a. StepOne.
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b.

1. If thegrievance involvesnelocal, thefollowing procedureshall beused. Thelocal Union president or
designeeshalldiscuss thenatterinformally with the AMO within twenty-one(21) calendadaysof the
eventgiving riseto thegrievanceor within twenty-one(21) calendadaysof thedatethe Union first
learnedof theevent causinghe grievance. Thedecidingofficial shallrenderawritten decisionwithin
fourteen(14) calendadaysfrom thedateof theinformal discussion.Thedecision willprovidethe
nameandtitle of themanagemerit the grievanceds elevatedo the nextevel.

2. When agrievance involvemorethan ondocal, the PresidentCouncil 228 ordesigneeshall discuss the
matterwith theappropriatenanagemerthoardofficial, with the authorityto granttherelief sought
within twenty-one(21) calendadaysof theeventgiving riseto thegrievanceor within twenty-one(21)
calendadaysof thedatethe Union first learnedof the eventcausinghe grievance.Themanagement
official shallrenderawritten decisionwithin fourteen(14) calendadaysfrom thedateof theinformal
discussion. Thdecisionwill providethe nameand titleof themanagemenafficial if the grievances
elevatedo the next level.

StepTwo. If thegrievanceas unresolvedat StepOne,the Union mayfile awritten grievanceon theform at
AppendixB (by Email, facsimile,or postmarled),to thedesignateagnanagemertioardofficial identifiedin
the StepOnedecisionwithin fourteen(14) calendaidaysof thedecisionat StepOne. Theappropriate
managemerfficial, or designeeshallrendera written decisionwithin twenty-one(21) calendaidaysfrom
receiptof thegrievance.Thedecisionatthis stepshallbetheA g e n @ngl@ecisionon thegrievance.

Section10. Employer Grievances

TheEmployermayinitiate agrievanceasfollows:

a.

StepOne. A ManagemenOfficial or theirdesignee(skhallfirst informally discuss thenatterwith the
appropriatdocal UnionPresidentor the appropriatenit segmentpr in thecaseof an Agencywide
grievancewith thePresidenbf the Council,or designee.The grievanceshall befiled within twenty-one
(21) calendadaysfrom the dateof the discussion.

StepTwo. If thegrievancas unresolvedat StepOne,a Managemen©Official or their designee(sinayfile
thegrievancejn writing (by Email, facsimile,or postmarked)with theappropriatdocal Union president
for theappropriataunit segmentpr in thecaseof an Agencywide grievancewith the Presidenbf the
Council,or designee.Thegrievance shalbefiled within fourteen(14) calendadaysfrom thedateof the
decisionat StepOne. The Union Representativeyr designeereceivingthe grievance shallendera
decision,n writing, within twenty-one(21) calendaidaysfrom receipt of theyrievance.Thedecisionshall
bethefinal Union decision on thgrievance.

Sectionll. GrievanceMediation.

Partiesto agrievanceareencouragedo usemediationat the earliestpoint possibleduringtheformal stageof
thegrievance proceduréut beforeinvocation ofarbitration. ThePartiescanagreeto submit gparticular
grievanceio mediationusingthe FederaMediationandConciliationService (FMCS)the FederalShared
NeutralProgramor othercertified mediationservice Mediationby FMCSis requestedby contactinghe FMCS
AlternativeDisputeResolution Divisionpby phoneor email. Mediationwill be attemptedf agreeduponby the
grievant,Union Representativandthe Agency. Accordingly,asof thedate ofawritten agreement tattempt
mediation the timelimits aresuspended untthree(3) work daysaftermediation isconcludedegitherby
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settlementpr adecisionby the partiesthat mediation has ngucceededTo promotethe effectivenes®f
mediation|t is agreedhat nooffers of compromiseor admissionggainsinterestswhich weremadeduring
themediationwill be usedin asubsequenthaseof thegrievance process)cludingarbitration.

Sectionl2. Me di a €Caoste 6 s

Me d i acostsjf éany,shallbeborneequally by the partiessubjectto grievance mediationlf anypartydoes
notwantto incurcostsassociatedvith mediation,it mayback out of thegreedo mediationandreinstatethe
grievance procedura anytime uponwritten noticeto theotherparty. Either Partymaywithdraw from
mediationat anytime duringthe process.In this case applicabletime limits are suspendaahtil three(3)
workdaysafterreceiptof written notificationof theP a r degisiasnto withdraw. It is agreedhat submissiomo
mediationis withoutprejudiceto continuingthroughthe grievance procedurep to and includingarbitration.

ARTICLE 40  ARBITRATION

Sectionl. Applicability .

Any grievance processenhderthegrievance proceduigereinmaybereferredto arbitrationby the Agencyor
the Union uponwritten noticeto theother.Suchnoticeshallbe madewithin thirty (30) calendadaysof the
receiptof thefinal decision on thgrievancelUnless mutuallyagreedupon,all time limits containedn this
procedure shalbestrictly observed.

Section2. Invoking Arbitratio n.

Thepartiesshall jointlyrequest panelof seven(7) arbitratorsfrom the FederaMediationandConciliation
Service (FMCS).Thecost of thepanelof arbitratorsshallbe borneequally.Within fourteen(14) calendaidays
of invokingarbitration,the invokingpartyshall executandforwardtheapplicableFMCSform used tarequest
the panelof arbitrators alongwith their portion oftherequiredfeeto theopposingparty. Within fourteen(14)
calendadays,the opposingartyshall forward it tahe FMCS,alongwith their portion of therequiredfee,and
copytheinvoking party. Therequesshallnormallybe madeon theFMCSform R-43 (Requestfor

Arbitration Panel), which canbefoundat AppendixJ.

Section3. Selectionof Arbitrator .

Within fourteen(14) calendadaysfrom thereceiptof the panelof arbitratorsfrom FMCS, the partiesshall
meetto selectanarbitrator.The partieshalleachstrike ong(1) namefrom the panelalternately, themepeat
this procedureuntil thereis only oneremainingarbitrator.Theremainingarbitratorshallthen beselected.The
partyto strikethefirst namefrom the listshallbechoserby aflip of acoin. Eithempartymayempowerthe
FMCSto makeadirectdesignatiorof anarbitrator tohearthe casein theevent of undueelay.

Section4. Arbitrator Cost

Thearbitrator'sfeesandexpenseshall beborneequallyby the partiesto thearbitration. The costof transcripts
shallbeborneby the partyrequestinghe transcript, and @opywill be provided to thetherpartyfree of
charge.
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Section5. Schedulingand Hearing of Arbitration .

Uponselectionof the arbitrator,therespective representativies theparties shall jointhicommunicatevith the
arbitratorandeachother withinfourteen(14) calendaidaysin order toselecta mutuallyagreeablelatefor the
arbitrationhearing. The dateof the arbitrationhearingwill bewithin sixty (60) calendadayswhenpossible
andagreeablavith thearbitrator. Arbitration hearingswill be heldatanysite mutuallyagreedo by the parties.
Reschedulingf the hearingwill be madeby the arbitrator.Postponementf the arbitrationhearingwill be
madeby mutualwritten consent of th@arties.

Section6. Duty Time.

Thegrievant,their representativegndall employeesvho are calledaswitnessesn third partyproceedings
involving the Agency,will be excusedrom dutywithout loss of papr chargeto leave.

Section7. Stipulations.

At leastseven(7) calendadaysprior to thehearingdate, thegartiesshallcommunicatevith eachotherin an
effort to develop joinstipulationsfor the arbitrator.If the partiesfail to agreeon ajoint submission othe issue
for arbitration,eachshall submit aseparatsubmissio atthe hearingandthe arbitratorshalldetermingheissue
orissuedo beheard.

Section8. Authority of Arbitrator .

Thearbitratorshallhaveno authorityto add to omodify anyprovision of thisAgreement. Thearbitratorshall
berequestedo rendera decisionandremedywithin thirty (30) calendaidaysof theconclusion othe hearing.

Section9. Witnesses

At leastseven(7) calendadaysbeforethe openingof thehearing the parties willexchangdists ofwitnesses.
Temporaryshift changesvill be grantedjf necessaryfor anemployeewitness to bgresentatthe hearingon
official time. If thepartiescannotagreeon theproposedvitness(s)ijt shall be thesolediscretionof the
arbitratorto determinavho maytestify. The Agencywill notify andreleasgon official businesspgency
employeeservingaswitnessesWitnesstravelexpensesndperdiemshallbe paid consistentvith Article 12,
Section3 of thisAgreement.

Section 10. Arbitrability .

Only the arbitrator hathe authority to decide threshold issues, (i.e., timeliness,
technical/procedural violations and venue issues, et al) regarding the arbitrability of the
case. The arbitrator shall make a decision on the threshold issues raised prior to hearing
the merits bthe case.

Section 11. Clarification of Award.

In the event of a question regarding the meaning of an arbitrator's award, either party may
request clarification from the arbitrator. Both parties shall be provided copies of the
clarification.
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Section 12. Attorney Fees
The arbitrator has full authority to award attorney fees in accordance with the provisions
of the Civil Service Reform Act of 1978.

Section 13. Review
A decision of an arbitrator shall be final and binding on the parties, ethkageitheparty may seek appropriate
review of any arbitration decision.

Section14. Expedited Arbitration .
Theinvoking partymayrequestrbitrationin accordancevith theproceduredelow.

a. Theinvokingpartyshallrequesexpeditedcarbitrationin writing atthetime of theinitial arbitration
notice perSectionl of this Article.

b. Eachpartyshall belimited to amaximum ofthree(3) hoursto presenits casejncludingopening
statementsexaminatiorof withessesgrossexaminationpresentatiorf exhibits,argumentandclosing
statementsBy mutualconsent of th@arties thetime limitsmaybeextendedo a maximum ofour (4)
hoursfor eachparty.

c. TheArbitratorwill be requestedo rendera benchdecisionimmediatelyfollowing the hearingwhich
must beprovidedin writing anddeliveredto theparties within twentyfour (24)hoursfrom the closing
of thehearing. Thedecisionshallnotexceedonepagein length.

d. Transcriptof thehearingmaybemade. Thecost oftranscriptshallbe borneby the partyrequesting
thetranscriptanda copywill be providedto theotherpartyfree of charge. Transcriptshereunder or
elsewheren Article 40 shall bausedfor arbitrationawardappealonly. Thepartiesagreethatanyother
transcriptcitationor usagds strictlyprohibited.

e. Thehearingshall beclosed to alpersonsexceptthegrievanttheg r i e veprasenfaveherelevant
Agencyofficials, thearbitrator,a courtreporter,f applicable andanymutuallyagreedupon observers.

Section15. Offer, Accord, and Satisfaction.

The Agencymayoffer a full accordandsatisfactiorof the demandmadeby the grievantasallowedby law in
orderto stop theproceedings.

Section16. Settlement
Thepartiesarestronglyencouragedo resolvegrievanceshroughsettiementywheneveipossible.

ARTICLE 41 PAYROLL ALLOTMENTS FOR WITHHOLDING OF DUES
Sectionl. Eligibility .

An employeewho is amemberof thebargainingunit mayauthorizean allotment,on a SF1187,Requestfor
Payroll Deductionsfor Labor Organization Dues to covertheregularandperiodic duefsor membershipn
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the AmericanFederatiorof GovernmenEmployeegAFGE) provided:

a. Theemployeehas voluntarilycompletedarequestor suchallotment;
b. Theemployedas employed in awffice for which the bargainingunit hasexclusiverecognition;

c. Theallotmentshall bemadeatno cost to the exclusivepresentativeln thosecasesywherethe Agency
andthe Union disagreaegardinghe eligibility of anemployeefor dueswithholding, bothParties
acknowledgehatsuchrepresentatiodisputesarein thejurisdictionof the FederalLaborRelations
Authority (FLRA). If the Unionfiles a Clarificationof unit petitionor anUnfair LaborPractice charge,
andthe FLRA determineghat aposition indisputeis within thebargainingunit, theUnion will be made
wholefor anydues withholdinghat the Agencyailed to withhold. Normally, theremittancewill be
processedvithin two (2) payperiods

Section2. Procedures.

a. A representativef the Union shallcompletethe requiredcertificationon theauthorizatiorform and
forwardtheform via FAX, e-mail/computeffax to theServicingHumanResource©ffice (SHRO)of
the Agency.The Union certifying official shall ensur¢hat theemployeds amemberin goodstanding
andemployedwithin theappropriateoffice for which theUnion hasjurisdiction. The Agencywill
withhold allottedduesfrom bi-weeklypayrolls. Duesdeductionshall normallybeginthefirst complete
payperiodafterreceiptof aproperlysignedandcertified SF1187in the SHRO,providedtheform is
receivedatleastfive (5) daysbeforethe beginningof the payperiod.

b. If the Agencydoesnot complywith 2(a)abovethe Agencyshallprovidewritten noticeincludingthe
reasorfor thedelay,to theCouncil228Presidenttherelevantiocal presidentand thempacted
employeewithin the payperiodfollowing the payperiodwhendues withholdinghouldhave begun

pursuanto section2(a). At therequesbf therelevantiocal,the Agencywill makethe Unionwholefor
anylostduesasaresult of untimelydueswithholding. Thissectionshallnot limit theU n i oontl@es
e mp | o neraediéss theeventof theA g e n fajuie ® procesglueswithholdingsin a timely
manner.

c. Theamountto be withheld shall bthe biweeklyratedeterminedy the Union. If thereshould beany
changen thedues amount astructure ablanketauthorizationexecutedy the appropriate local
presidenbr otherappropriatdJnion official, shall beacceptedy the Agency.

d. TheCouncilPresidentvill provide alist detailingeachl o c duksétrsictureon acurrentbasis tathe
SHROto aid in transferringhe dues withholdinfpr thebargainingunit employeg€rom oneduty station
to another.

e. TheUnion will beallowedto make blankepayroll dueschangeghat will affectthelevel ofduesin all
locals. This will normallyhapperat the beginningof the calendaryear. Therequesfor dueschanges
will becomeeffectivethefirst completepayperiod followingfifteen (15) daysafterreceiptby the
SHRO.

f.  When abargainingunit employeewho is ondueswithholdingmovesfrom oneduty station in the
bargainingunit to another, themployeewill continue ondueswithholding at theprior rateuntil the
transferis processetby the SHRO.

Section3. Remittances.

a. Remittanceshall be madeachpayperiod to theAFGE NationalOffice. Remittances shall be
accompaniethy an AFGE providedcomputertape,onefor eachpayperiod,showing:the namesof
memberemployeesrom whosepaydueswerewithheld; theamountwithheld; and themployee's
SocialSecuritynumber. The Agencyshallfurnishtapesfor eachgroupof employeesn accordance
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with currentgroupings.

b. Eachcomputertapewill alsoincludethe nameof eachemployeemembemwho previouslymadean
allotmentfor whom nodeductionwasmade. Such entryshallhaveanappropriateexplanatoryentryas
to whyno deductiorwasmade.

Section4. Termination.
TheSHRO will terminatedueswithholdingallotment in anyf thefollowing circumstances:

a. When theemployeeceases to bamember ingoodstandingof the Union,andthe SHRO is smotified
by the Unionin writing;

b. When theUnionlosesits exclusiverecognition

c. Whenanemployeeds nolongerin thebargainingunit oremployedn an officefor which AFGE is the
exclusiverepresentative;

d. Whenanemployee filesa written revocationof authorizationSF1188,Cancellatiorof Payroll
Deductiondor LaborOrganizatiorDues,with the SHRO duringhefifteen (15) calendadaypayperiod
endingon theanniversanpf thecompletionof the authorizatiorof the allotment,SF1187;such
revocationwill be effectivenot earlierthantwelve (12) monthsafterthe employee'sllotmentwas
begun. The SHRO will beresponsibldor maintainingcopiesof all SF1187s submitted biyne Union.
Managemenvill provide the Union with copiesof theSF1187sandSF1188s upomequest.

f. TheSHROwill notify the Council228Presidentndthelocal president coverintheemployean
guestionin theeventof (c) or(d) aboveandprovideareport ora copyof theprocesse@®F1188 inthe
eventof (d) above.

Section5. Dues Withholding From Back Pay Awards.

TheAgencywill deductUnionduesfromane mp | o lyaekpayavardwhereanemployee(1) hadan
allotmentfor dueswithholdingin effectat the timeof theactiongiving riseto thebackpay;(2) provideswritten
authorizatiorto theAgencyrequestinghattheir Union membershifpereinstatedetroactivelyto thedateit was
terminatedand(3) stategheamountto beremittedto theUnion from theaward.

ARTICLE 42 DEVELOPMENT AND TRAINING
Sectionl. General.

It is mutuallyagreedhatin-houseandoff-the-job educatiorandtrainingopportunitiesconsistentvith job-
relatedgoalsshould beaffordedto SBA employees.lt is agreedhat to theanaximumextentpossible,
managemerghall providesuchopportunitiesconsistent withavailableresources Eachemployeeshallhavethe
opportunityto developa personaplanfor careerdevelopment.Such gplanmayincludegoalswhich are
consistentvith theexistingandprojectedneedf the Agencyandthe employee.As onemeans oproviding
developmentagéxperiencessmployeesnayrequest aletailto learnnew skills.

Section2. Responsibilitiesof Employees.

The Employerandthe Union recognizehateachemployees responsibldor applying reasonablefforts and
initiative in increasingheir potentialthroughseltdevelopmenand trainingEmployeesre,therefore,
encouragedb takeadvantagef trainingandeducationabpportunitieghatcould enhanceheir efficiencyon
the jobandprovideskills neededor advancementTo thoseendsthe Employershallgive everyconsideration
to approvingrequestgor training.
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Section3. Procedures.

Thesupervisoandemployee shaknnuallydiscuss thérainingneeds of individuabargainingunit employees,
consistentvith theneedsf the Agencyandthe developmentgbotentialaspirationof theindividual employee.
To assistin this effort, the Agencyagreego providelists andcatalogson availableAgencytraining. The
Employerrecognizests responsibilityo adequatelyrain assigneegmployeesvhennew programsor major
revisionsto existingprogramgsequireit. Wheredeficienciesarenoted inemployee'performancevhich the
supervisor believesanbe overcome througtraining, suchtrainingwill berecommendedandif approvedihe
Agencywill assumehe costof suchtraining,travelandperdiem. Wheretrainingcannotbe approvedthe
employeewill be notified andprovidedthereasons fodisapprovalThis noticewill be providedas soon as
possible Nominationandselectionof employeedo participatein trainingandcareerdevelopmenprograms
andcourseshall bemadein afair, impartial, anchon-discriminatorymanner. Whenemployeesimely apply
for trainingcourseor arerequiredby the Employer tattendsuchcoursestheywill be provided with the
maximumnotice possibl®f their selectionor non-selection. If requestedn writing, thereasorfor non
selectionwill be givento theemployean writing.

Section4. Leaveof Absence.

A leaveof absencelp toone (1)yearmaybe grantedto bargainingunit employeedowardtheir professional
developmentvheretheycanshow it would bgob-relatedandin line with the Agency'smission. Asubsequent
one(1) yearleaveof absencenayberequested angranted.

Section5. SpecialTraining.

TheEmployerwill provideeachemployeewith adequatexplanation®r trainingconcerninghe PrivacyAct
andthe Freedonof InformationAct, whererequired.

Section6. Training for New Duties.

Whenbargainingunit employeesrereassignedo positionshavingdifferent dutiefrom those previously
performedandthe newdutiescanreasonablye expectedo requireon-the-job orothertrainingin orderfor
employeedo performsatisfactorily,it shallbethe Employer'sresponsibilityto ensureghataffectedemployees
areaffordedanopportunityfor theappropriatdraining. To thisend,the supervisowill discuss theraining
needswith theemployee.Employeeswill receivetheappropriatdrainingor beaccordedhe opportunityas
soonasreasonablyossibleafterthereassignmentlt shall betheemployee'sesponsibilityto attendand
participatejn goodfaith, in thetrainingandto inform thesupervisowof any perceivedrainingdeficiencies
and/orfuturetrainingneeds.A recordof suchtrainingwill be put in theemployee'©fficial PersonneFile, if
appropriate.Appraisalof employee'performanceén suchnewdutiesasareaddresseth this Sectionshallbe
fair andequitableandin accordancevith theprocedureset forth inArticle 28, Performancé\ppraisal, and in
accordancesvith suchproceduresasmaybeadopted in théuture pursuanto thatArticle.

Section7. Master AgreementTraining.

a. ThePartiesto thisAgreementecognizehat appropriate trainingn its contentvill be providedto
bargainingunit office employeesUnion officials, supervisorandmanagers.Thetrainingwill begin
within ninety(90) calendadaysafterthe contractis signed. The responsibilityor developingand
implementinghe trainingwill restwith the Officeof HumanResourceSolutions(OHRS). The
Presidenbf Council228 or designeevill participate in thedevelopmentimplementationanddelivery
of thetraining. Thetrainingwill be conducted vidive streamjf available,and/orwebinarsThe
Agencyagreedo grantthe Union negotiatoraup to forty (40) hoursof official time eachduringthefirst
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yearof the Agreemento conducttrainingseminars.

b. Thescheduleformat,andamountof time availableto eachemployeeo completehetrainingwill be
determinedy the Partiesn theprocesf developinghetraining.

Section8. Union SponsoredTraining.

a. Duringthethreeyearterm of theAgreementtwo hundredforty (240) hours obfficial time shallbe
allowedfor eachLocal Union toassignto itsrepresentativegsndonehundred twenty120)hours to
eachofficer ofthe NCSBALor designeavho shall be aepresentativef theo f f i lecal un@sfor
participationin Union-sponsoredrainingon labormanagementelationssuljects. Such timshall
occurduringhourswhenthe userwould otherwisebe on anormalduty status. Individualswho hold
both Local andCouncil officer areonly eligible for forty (40) hoursin anygivenyear. If the contract
extenddeyondathreeyearterm,anannual allotment ogighty(80) hoursof official time shallbe

allowedfor eachLocal Union toassignits representativeandforty (40) hours toeachofficer of the
NCSBAL to attendJnion-sponsoredrainingasidentifiedabove.

b. Union Representativesill requesbfficial timeto attendsuchtrainingin accordancevith the
proceduredn Article 12, Union Representation.

c. TheAgencyis not required tpaytravelandperdiemexpense$or Union Representativet® attend
Union-sponsoredraining.

ARTICLE 43 CONTRACTING OUT
Sectionl. Procedures

a. The Employerwill inform theappropriatdocal UnionPresidentvhenit exercisests discretion
to contractout work, which, asperformedoy the contractorcould bereasonablgxpectedo
impactadverselyuponconditions ofemploymenbf bargainingunit employees.Examples of
suchadverse impadnhclude, butarenotlimited to, Reductiondn-Force,downgradespr
reassignmentsWhenManagemenhasdecidedo contractout suchwork, it will, uponspecific
requesrelated to apecificcontractor contractsprovideto theappropriatdocal Union
Presidensuch informatiorpertainingto thecontractand thedecisionasis availableandasis
disclosablaunderthe Freedonof InformationAct. Nothingin this Sectionshallbe construedo
requireManagemenatanytime to makdeasibility or coststudiesor anyotherstudiesor
analysesn connectiorwith thedecisionto contract out anpgencywork.

b. In theeventthatthe Agencydecidedo havea cost studyperformedo resolvequestions
pertainingto contractingout of suchwork, asis describedn Sectionl a.,above, theppropriate
local Union Presidenshall benotified andprovided acopyof anysuchcompleted studif it
would beotherwiseobtainableunderthe Freedonof InformationAct.

Section2. Negotiability.

When adeterminatiorhasbeenmadethat thecontractingout of suchwork hasor is expectedo haveanimpact,
theappropriatdJnion official mayrequesnegotiation®n theimpactof thedeterminationandnegotiations
will be held inaccordancevith Article 4 of thisAgreement.
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Section3. Limitations.

In no casewill bargainingunit employeede supervised, ifiactor in practicakeffect,by contractompersonnel
in violation of orinconsistentvith applicableCivil Service rule®r regulations.

ARTICLE 44 UNFAIR LABOR PRACTICES

Sectionl. ThePartiesheretoagreethateachshallmakeeveryreasonableffort to preventthe occurrencef
anyUnfair LaborPracticeunder5 U.S.C.7116 and to attempt t@solveanyUnfair LaborPracticejf possible,
prior to filing achargewith the FederalLaborRelations Authoritf{FLRA). Nothinghereinshall in anyway
limit the rightseachPartyhasin accordancevith 5 U.S.C. 7118andanyrelevantregulationsssued bythe
FLRA.

ARTICLE 45 WORK ENVIRONMENT
Sectionl. Principles and Responsibilities

The Employerandthe Union recognizehe needand desirabilityo maintainappropriatedresswork
environmentpffice security,andto improveuponthosestandardswherepossiblelt is the responsibilitpf the
employee an@Employerto jointly observeconditions of appropriatéressjnternalsecurityandprofessionalism
towardthe performancef the Agency'smissionandthe needsof thesmallbusines£ommunity.

Section2. Equipment.

The Agencywill provide, wherepossible equipmentpusiness toolandsupplies(e.g.laptops, cellular
telephoneshusinessards presentable briefcasextc.)to meetthe needs othe employeesvho generallymeet
with thepublicandnon-governmenbrganizations.

To theextent possiblenewequipmentmachineryandfurniture, whenpurchasedy the Agency,will be
ergonomicallycompatiblewith theindividual.

Thelocal Union will consultandbeinvolvedin thedevelopmenof facility policiesthataddress theelection
andpurchasef equipmentmachineryandfurniture.

Section3. Work Space Environment

The Employerandthe Union recognizethat the workingenvironnentmaybeafactorthatcanaffectjob
performanceWhereunpleasantdistractingor othertypesof office conditionsexist, contributingto employee
discomfortand/orinefficiency,the Employerandthe Union agreeto usetheir besteffortsto providea safe,
suitableandadequatevork environmentor all employees.

WheneveiManagementlecidedo alter/renovatéhe physicalwork site of theemployeesepresentedyy the
Union, thelocal Union Representativevill be notified in advancen accordancevith Article 4 of this
Agreement.

Section4. Apparel.
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Thenatureof thework performedat SBA requiresthatemployeesxercisegoodjudgment,commonsenseand
professionalismwith respecto theirdress Employeesattendingmeetingsor makingpresentationgyoth inside
andoutsideSBA, with customersofficials and/orresource partnearerequired tadressappropriately.

Inappropriate attirevill be handledon acaseby-case basiatthelocal levelbetweerthe employeethe Union
RepresentativgndManagement.

ARTICLE 46 RESEARCH PROGRAMS AND DEMONSTRATION PROJECTS
Sectionl. Definitions. Forthe purposeof this Agreement:

a. "ResearchProgram" meansaplanned studpf the manneiin which public managemerpoliciesand
systemsreoperatingthe effectof those policiesandsystemsthe possibilitiesfor changeand
comparisongmongpoliciesandsystems;

b. "Demonstration Project" meansa projectconductedy the Office of PersonneManagemen{OPM)
or underits supervisionfo determine whethea specifiedchangen personnemanagemenpoliciesor
proceduresvould resultin improvedFederalpersonnemanagement.

Section2. Limitations.

In the eventthatthe Employeris requestedo participatean anOPM sponsoredesearchprogramor
demonstratiomprojectunderChapter47 of the Civil Service ReformAct (CSRA), theEmployerwill:

a. Notapproveanyprojectinvolving bargainingunit employeesf (1) the projectwould violatethis
Agreementunless theJnion hasagreedo permittingtheirinclusion, pursuant to 5 U.S.C. 4733 (l);
or (2) until therehas beermonsultatioror negotiationasappropriatevith theUnion if theprojectis not
coveredby this Agreementpursuanto 5 U.S.C. 4703%f) (2); and

b. Abideby5U.S.C. 4703e)if OPM or theEmployerdetermineghat theprojectcreatesa substantial
hardshipon oris not in thebestinterestsof thepublic, theFederalGovernmentemployees.

ARTICLE 47 USE OF GSA VEHICLES
Sectionl. Principles.

It is recognizedhat vehiclesptherthancommoncarriers,arenecessaryo conductofficial business.These
vehiclesareprovidedby GeneralServicesAdministration(GSA), by GSA-authorizedeaseor rental,
subsguentlyreferredto asfi | e a ar bydhe employeeausingtheir privatevehicle,andhow thevehicleis used
is governedoy law and Governmentegulations. The provisionsof thefollowing Sectionsshall applyto the
extent theyarenot inconsistent withaw andapplicableregulations.

Section2. Procedures

a. If aGSA vehicleor leasedvehicleis notavailable the employeemayusetheir vehicleandbe
reimbursedat the highestrateestablishedy GSA. If aGSA orleased vehiclés available but the
employee prefer® usetheir privatevehicle,theywill be reimbursedat alower rateasestablishedyy
GSA.

b. If anemployee determindhat theassignedsSA or leasedvehicleis apparentlyinsafeor undependable
for the plannedraveland theirsupervisor agreetieemployee'privatevehiclewill be authorizedat
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thehigherrate.

c. If theclimatic controls(heator air conditioning)on theGSA or leasedvehicleare defectivethe
employeemayrequesto usetheir personalvehicleatthehigherrate. If circumstancewarrant,the
supervisomayapprovethis request.

d. While manyemployeesrewilling to usetheir vehicles incarryingout official businessindividual
circumstancesouldpreclude thaise. An employeecannot beequiredto usehis/herpersonakehicle
on official business.

e. Useof aGSAorleasedvehicleto and from themployee'sesidencenaybenecessarfrom time to
time andshallberequestec&ndapprovedr disapprovedn acaseby-casebasisin accordanceavith the
appropriataegulations.

Section3. Safety

Theemployeeoperatorshall: (1)reportimmediatelyto GSA ortheleasing companginyGSA orleasedvehicle
whichis found to be unsafar which fails to operatgproperly,andshallobtaininstructionson repairor
replacementand(2) theemployeeoperatorshallreportthe situation as soaspossibleto their supervisorand
shallobtain anyadditionalappropriate instructions.

Section4. GSA Vehicle.

An employedn travelstatususinga GSA or leasedvehicleis permitted tqourchasemeals or otheitems
necessaryo health,welfareor sustenancen accordancevith Governmentegulations.In addition,consistent
with regulationstheemployeés authorized to transpgpoassengershentheir presenceontributego the
performancef official Governmenbusiness.If it is determinedhat useof amarkedGSA vehiclewould pose
athreatto anemployee'safetyor propertyor to thevehicle itselfthe Employermay: obtain arunmarkedGSA
car;obtain deasedcar; permit usef theemployee'privatevehicleatthe higherauthorizedate.

ARTICLE 48 MISCELLANEOUS
Sectionl. Parking.

Whereavailable parking maybe providedto bargaininginit employeesn accordancevith GeneralServices
Administration(GSA) regulationsandlaw.

Section2. Publications.

TheUnion maysubmitarticlesof mutualinterestto thePartiesfor publication ininternalAgencymedia.
Material shallbe submitted to thappropriateeditor sufficientlyin advanceof thepublicationdeadlineto permit
normalreviewandeditorial tasks to baccomplished Materialfrom the Union maype acceptedievised, or
rejectedust the samasmaterialfrom anyAgencysource.

Section3. EatingFacilities.

TheEmployerrecognizes thatonvenientacilities for consumingcarry-in food andbeveragesnaynot be
readilyavailable atachoffice of the Agency. Accordingly,the Partiest anyparticularlocations maygree
uponproceduresor the useof spacefor the purposeof eatingcarry-in food, providedthatthe useof suchspace
is in conformancavith regulationsof the GSA anddoesnot interferewith the Agency'smission. Theusersof
anysuch spacshallensurehat thespacds kept neat, cleamndsanitary,soasto deterrodents anansects.
Vendingmachinesnaybe placedat convenientocations in thespaceoccupied bythe Agencyin accordance
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with appropriateregulationsandpoliciesgoverningsuchdevices.lmplementatiorof this Sectionshallbein
accordancsvith Article 49 ofthis Agreement.

Section4. Copiesof Agreement

Notwithstandinganyotherprovisionsof this Agreementelatingto theEmployer'sresponsibilityto furnisha
copyto eachbargainingunit employeethe Employeragreedo provideto the President a€ouncil228, two
hundred(200) additionalcopiesanda like numberof all Nationalsupplementahgreementand modifications.
The Employershallfurnishthese copieto theUnion as soomspracticableaftercompletion of theprinting
tasks.lt shallbetheresponsibilityof the Union tafurnishfrom its ownresourcesinyneeds irexcess of the

threehundredcopies.

Section5. Professional Associations.

The Agencyagreedo payfor membershigluesin professionabssociationsvheneveianemployeds directed
to join suchanorganizationn connectiorwith theperformancef his/her official duties. Such membership
must bein thenameof the Agency. The Agencyalsoagreego paythe expensesf employeeselected byn
appropriatdevel of theAgencyin advancdor attendanceat professionameetingsfo theextentsuchexpenses
areallowedby Governmentwide regulations.

Section6. Bicycle Racks

TheUnion andthe Agencyrecognizeheneedfor energyconservation.To this end,the Union andthe
Employershall encouragemployeedo usecarpools, publidransportationandalternatemodes otravel,such
asbicyclesandmopeds. When aumberof employeestanywork site uséicyclesor mopedsastheirmeans
of transportationthe Agencywill requesthe appropriateauthorityto provideracksto accommodatthe
bicyclesor mopeds.

Section7. DayCare.
Any participation or support afaycareby SBA will be consistentvith applicableaw.

Section8. Travel Assignments

The Employershallmakeandadministertraveland othejob assignmentsncludingvoluntaryattendancat
conferencesndseminarsfairly andobjectivelyin accordancevith its judgmentasto theprogrammission,
andmanagemeneedwf the Agencyor anyorganizationatomponenthereof. All suchassignmentshall
bearabonafide relationshigo theofficial dutiesand/orprofessionatievelopment ofheemployeeso
assigned.

ARTICLE 49 SUPPLEMENTATION

Section1. Notwithstandinghe provisionsof Article 4 of thisAgreementijt is understoodhat thePartiesmay
engagen bargainingor local supplementahgreementsn regardto the followingsubjects:

a. Flexitour;

b Bulletin boards;

C. Establishmenof Local PartnershigCouncils;
d Privacyof Leave andEarningsStatements;
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e. Eatingfacilities; and

f. These and@nyothersubjects not specificallgddressedy or in conflict with this Agreementjn
accordancsvith Article 4 andthe procedureset out immediateligelow.

Section2. Local Supplements

a. Localagreementsxistingat and/orprior to thedate ofthis Agreemenmayberenegotiateds
providedin suchlocal agreements.

b. At locationswhich haveno contractuaprovision forrenegotiatioror which areadmittedto the
Bargainingunit afterthe effective dateof this Agreement|ocal supplementahgreementsnaybe
requestedvithin onehundredandeighty(180)daysof theeffectivedate of thisAgreemenbor
certification,asappropriate.

Section3. Local agreements effectat thedateof executionof this Agreemenshallremainin effectto the
extent that thego not conflict with anyprovisionsnegotiatedn this Agreement.

Section4. It is understood that thisgreemenis aMaster Agreemerdandthatsupplementahgreementshall
not paraphraser repeaimatterscontainedn the Master Agreemengndshall notmodify, delete,or otherwise
nullify anyprovision,policy, or proceduren this Master AgreemenBupplementafgreemenprovisions
conflicting with the MasterAgreemenshallbe construedasunenforceableandsupplementahgreementshall
only bebindingon thepartiesatthelocal level wherenegotiated.

ARTICLE 50 DURATION AND TERMINATION

Sectionl.

a. Term. This Agreemenshalltakeeffectupon executiony both Partiesandapprovalin accordance
with 5 U.S.C. 7114c), andshallremainin effectfor three(3) years. Thereafterjt will remainin effect
for one(1) yearperiodsunlesseitherPartyserveshe otherpartywith written notice,not morethansixty
(60) calendadaysnor lesghanthirty (30) calendadaysprior to theexpirationdate,of its desireto
amendmodify or renegotiatehis Agreement.

b. EitherPartymayservetheotherPartywith written notice,not morethan sixty(60) calendaidaysnor
less than thirty30) calendadaysprior to thestartof the18" full monththatthis Agreemenhasbeen in
effect, of its desireto modifyor renegotiataip tothree(3) existingor newAtrticles. If this provision is
exercisednegotiationswill be commenceadvithin thirty (30) calendadaysaftersuchnoticeor asmay
be otherwisemutuallyagreeduponby the Parties.

c. On thesignaturepage hereof the Partieshavesetforth the specificstartdateandenddate ofthe period
duringwhich aPartymaygive noticeunderSection 1tabove.

Section2. Supplements

Any Nationalsupplements camendmentt thisAgreementhatareenterednto by the Partiesshall become a
partof this Agreement.

Section3. Renegotiation

ThePartiesagreethat theconditionssetforth hereinshallremainin effect duringhe renegotiatiorof this
Agreement.
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