
























































BUREAU OF INDIAN AFFAIRS HANUAL 44 BIAH ADDZTICIN TO FPH 
PER-EL 

Chapter 275 Evaluat ion o f  Personnel h a q e c a e n t  44 BIAH 275, 1.1 

Subchapter 1. Bureau Evaluat ion Program. 

-1  Purpose and Object ives.  The purpose o f  t h e  Bureau's persormel 
nranqeaent  eva lua t ion  and a s s i s t a n c e  program is t o  measure p rogres s  
toward e s t a b l i s h e d  personnel  loanqement goa l s  and o b j e c t i v e s  and t o  
e f f e c t  improvements i n  personnel  management. The p r y r a n  p rov ides  t h e  
mechanism f o r  ga the r ing  information f o r  management as to  nhether  dele-  
ga t ed  a u t h o r i t i e s  and assigned r e s p o n s i b i l i t i e s  are being c a r r i e d  ou t  
a s  intended.  In  add i t ion ,  i t  provides f o r  a review o f  a l l  managerial 
r e s p o n s i b i l i t i e s  t h a t  have an impact on t h e  u t i l i z a t i o n  o f  hunan 
resources .  The program is based upon and implements t h e  P r e s i d e n t ' s  
menorandurn o f  October 9, 1969, on personnel  management and Office o f  
Personnel  Management requirements and guide l ines .  Evaluat ions should 
provide  managers with assurance tha t :  

A. Delegat ions of  au thor i ty  have. been made t o  t h e  lowest p r a c t i c a l  
management l e v e l  t o  i n s u r e  c o s t  conscious and t imely  accwnplishlnent of 
missions. 

B. O f f i c i a l s  who have been delegated a u t h o r i t y  t o  t a k e  personnel  
management a c t i o n s  a r e  ca r ry ing  out  t hese  r e s p o n s i b i l i t i e s  e f f e c t i v e l y  
and i n  accordance wi th  Governmental and Departmental po l i c i e s .  

C. Managers a t  a l l  l e v e l s  a r e  cons ider ing  t h e  personnel management 
i m p l i c a t i o n s  of management dec i s ions  a s  w e l l  as t h e  impact o f  t h e i r  
d e c i s i o n s  on manpower resources.  

D. The personnel  funct ion  is helping managers t o  c a r r y  ou t  t h e  
b a s i c  programs f o r  which they a r e  responsible .  

E. The personnel funct ion  is a con t r ibu t ing  member of  t h e  
management funct ion ,  and f u l l y  involved i n  t h e  management process  a t  
t h e  ea r  liest planning s t ages .  

F. Managers a r e  meeting t h e i r  personnel management ob l iga t ions ,  
and t h a t  t h e  s p i r i t  and i n t e n t  of Federal  personnel programs a r e  being 
c a r r i e d  out .  

G. Managers a r e  making t h e  most e f f i c i e n t  and economical use  of 
manpower resources  i n  ca r ry ing  out  t h e i r  programs. 

H. Managers a r e  making t h e i r  organiza t ion  a dynamic, i nnova t ive  
one, on a par  w i t h  t h e  b e s t  i n  Government and industry.  
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I. Management at t h e  h ighe r  l e v e l  is a s s i s t i n g  t h e  l o c a l  managers 
i n  c a r r y i n g  o u t  t h e i r  personnel  management r e s p o n s i b i l i t i e s .  

.2 Respans ib i l i t y .  

A. The Div i s ion  of Personnel  Management is r e s p o n s i b l e  f o r  t h e  
development and maintenance o f  a system f o r  e v a l u a t i n g  t h e  e f f e c t i v e -  
n e s s  o f  personnel  management i n  the Bureau and f o r  its coordina t ion ,  as 
appropr i a t e ,  w i th  o t h e r  admin i s t r a t i ve  func t ions  at t h e  Bureau l eve l .  

€3. I n  keeping w i t h  its r e s p o n s i b i l i t y  for guid ing  and coord ina t ing  
t h e  personnel  management a c t i v i t i e s  o f  t h e  Bureau, t h e  Div i s ion  o f  
Personnel  Management provides  guidance and a s s i s t a n c e  f o r  and coord ina t e s  
Area personnel  management eva lua t ion  programs t o  i n s u r e  a comprehensive 
Bureau e f f o r t .  In  t h i s  manner the Chief  Personnel  O f f i c e r  o f  t h e  Div is ion  
o f  Personnel  Management can e v a l u a t e  and r e p o r t  on o v e r a l l  personnel  
program achievements and: 

( 1 )  E s t a b l i s h  p o l i c i e s  and g u i d e l i n e s  f o r  Area e v a l u a t i o n  pro- 
grams t o  a s s u r e  enough o f  cons is tency  t o  permit a comprehensive e v a l u a t i o n  
o f  personnel  management i n  t h e  Bureau, and review Bureau po l i cy  and 
procedura l  s ta tements .  

( 2 )  Advise and a s s i s t  Areas i n  any phase o f  t h e i r  personnel  
management eva lua t ion  program. 

3 Review Area eva lua t ion  systems t o  i n s u r e  t h a t :  

( a )  Annual goa l s  and o b j e c t i v e s  a r e  e s t a b l i s h e d .  

(b)  P rog res s  toward meeting t h e s e  g o a l s  and o b j e c t i v e s  
is monitored. 

( c )  Evalua t ion  c a p a b i l i t y  e x i s t s  and is being e f f e c t i v e l y  
used down t o  t h e  l o c a l  l e v e l .  

(4) Conduct personnel  management e v a l u a t i o n s  o f  Areas on a 
p e r i o d i c  b a s i s  through on-s i te  reviews of  s e l e c t e d  f i e l d  a c t i v i t i e s  and 
Area headquarters .  

( a )  These eva lua t ions  w i l l  a s c e r t a i n  t h e  degree t o  which 
Bureau and Area g o a l s  and o b j e c t i v e s  a r e  being met. 

(b )  Where d e f i c i e n c i e s  i n  personnel  management a r e  noted 
dur ing  eva lua t ion ,  t h e  Chief Personnel O f f i c e r  can  i d e n t i f y  and d i r e c t  
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s p e c i f i c  cor rec t ive  ac t ion  and requ i re  a s p e c i f i c  ac t ion  plan  which in- 
c ludes  target dates,  a c t i o n  items, and responsible o f f i c i a l s .  

( c )  The Chief Personnel Off icer  d e s  on-site fo l l a r -ups  t o  
determine ac t ion  t o  be tdcen t o  resolve def ic iencies .  

(d)  The Chief Personnel Off icer  w i l l  p b l i s h  an annual 
a n a l y s i s  o f  Bureau-wide personnel management evaluat ions  i n  order  t o  
i d e n t i f y  s i g n i f i c a n t  trends. 

( 5 )  Conduct Bureau-wide evaluations o f  s p e c i f i c  personnel 
func t iona l  program areas. 

( 6 )  P a r t i c i p a t e  i n  Area-led evaluations. 

(7) Ident i fy  t h e  personnel management goals  and ob jec t ives  f o r  
t h e  ensuing year by January 1st of  each year. 

C. Area Responsibility. Ea* Area is responsible f o r  e s tab l i sh ing  
and implementing a system which conforms t o  370 DM 275.2 f o r  evaluating 
t h e  e f fec t iveness  of its personnel management. While o v e r a l l  responsi- 
b i l i t y  f o r  personnel management evaluation rests with the  Area Director ,  
opera t ional  r e spons ib i l i ty  fo r  obtaining,  repor t ing,  analyzing, and ac t ing 
upon information developed th rwgh  evaluation process is fixed with 
t h e  Area Personnel Officer .  

(1) Each Area must develop a plan which meets the  ob jec t ives  of 
personnel management evaluation. Send two copies of  these  p lans  and a l l  
subsequent revis ions  t o  t h e  Chief Personnel Off icer ,  Division of Personnel 
Management a t  the  time of issuance. 

(2 )  Each Area is responsible f o r  providing t h e  Division of 
Personnel Management with copies of r epor t s  r e s u l t i n g  from on-si te  evalu- 
a t i o n s  conducted by the  Office of Personnel Management. 

( 3 )  Each Area. is responsible f o r  developing personnel management 
goa l s  and ob jec t ives  i n  accordance with 370 DM 275. 

. 3  Annual Evaluation Schedule. P r io r  t o  August 31 each year, t h e  
Division of Personnel Management w i l l  i d e n t i f y  t h e  evaluations t h e  Bureau 
plans  t o  conduct during t h e  forthcoming f i s c a l  year. Consideration w i l l  
be given t p  such fac to r s  a s  da te  of l a t e s t  evaluation,  expressed needs of 
t h e  Areas, and s p e c i a l  considerat ions o r  problems a t  the  Bureau level .  
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Each Area w i l l  p rovide  t h e  Div i s ion  o f  ~ e r s o k l  Management, by J u l y  1 
each year ,  a schedule  o f  the on-site personnel  management e v a l u a t i o n  
a c t i v i t i e s  which w i l l  b e  m d e r t a k e n  i n  t h e  Area dur ing  t h e  forthcoming 
fiscal yea r ,  The schedule w i l l  c o n t a i n  a l l  on-site e v a l u a t i m  t o  be 
conducted by t h e  Area and w i l l  p rov ide  t h e  n a e  and l o c a t i o n  o r  organiza-  
t i o n  t o  b e  eva lua ted  and t h e  approximate d a t e  and l eng th  o f  t h e  t i m e  o f  
t h e  eva lua t ion ,  

The Div i s ion  o f  Personnel  Management w i l l  p rovide  t h e  Department wi th  
Bureau and Area schedules .  These schedu le s  w i l l  be coord ina ted  wi th  
schedules  proposed by t h e  O f f i c e  o f  Personnel  Management r eg iona l  o f f i c e s ,  
A conso l ida t ed  schedule  o f  a l l  eva lua t ion  e f f o r t s  w i t h i n  t h e  Bureau 
w i l l  b e  d i s t r i b u t e d  by September 30. Areas w i l l  n o t i f y  t h e  Div i s ion  o f  
Personnel  Management immediately of  any changes i n  t h e i r  schedule,  wi th  
reasons  f o r  t h e  change and a r ev i sed  schedule.  

-4 Annual Evaluat ion Report. Each Area O f f i c e  s h a l l  p rovide  t h e  Div is ion  
o f  Personnel  Management a r e p o r t  on t h e  personnel  management e v a l u a t i o n  
a c t i v i t i e s  f o r  t h e  p a s t  f i s c a l  year  by October 30. The r epor t  should 
inc lude  a n a r r a t i v e  sect ion  i d e n t i f y i n g  s i g n i f i c a n t  problem areas, degree  
t o  which management understands and suppor t s  t h e  personnel  management 
eva lua t ion  program, e f f e c t  of manpower and budgetary r e s t r i c t i o n s ,  and 
r e s u l t s  achieved. The r epor t  should i d e n t i f y  which f i e l d  a c t i v i t i e s  were 
eva lua ted  i n  t h e  pas t  year  and t h e  d a t e s  of t h e  eva lua t ion .  Copies o f  any 
P E  r e p o r t s  t h a t  were not submit ted during t h e  pas t  f i s c a l  year  should be 
submit ted a t  t h i s  time. 

.5 Coordinat ing,  Cross-publ icizinq and Improving Evaluat ion E f f o r t s .  
Personnel  manaqement eva lua t ion  a c t i v i t i e s  a r e  e x ~ e c t e d  t o  r e s u l t  i n  i n f o r -  
mation b f  va lue  t o  a l l  l e v e l s  o f  management.   he' Divis ion of Personnel  
Management s t i m u l a t e s  f u r t h e r  improvement i n  personnel  management through 
exchanging and pub l i c i z ing  informat ion  a s  app ropr i a t e .  Each Area w i l l  
c a r r y  ou t  s i m i l a r  a c t i v i t i e s  f o r  its subord ina t e  l eve l s .  The Div is ion  of 
Personnel  Management w i l l :  

A. Analyze eva lua t ions  conducted by t h e  Areas, for :  

( 1 )  S i g n i f i c a n t  problem areas .  

( 2 )  Successfu l  techniques. 

( 3 )  Trends noted. 

(4 )  Overa l l  summary o f  r e s u l t s .  
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B. Pub l i c i ze  new techniques  and developments i n  t h e  f i e l d  o f  program 
eva lua t ion  from o u t s i d e  sources  ( i - e . ,  Of f i ce  o f  Personnel Hanageraent, 
o t h e r  agencies ,  S t a t e  and l o c a l  government, e tc . ) .  

C. Meet p e r i o d i c a l l y  wi th  personnel respons ib le  f o r  the eva lua t ion  
e f f o r t s  i n  each Area t o  d i s c u s s  personnel management eva lua t ion  a c t i v i t i e s .  

D. Provide a s s i s t a n c e  t o  Areas i n  promoting and i n s t a l l i n g  a workable 
personnel  management eva lua t ion  system a t  t h e  l o c a l  i n s t a l l a t i o n  l eve l .  

.6 Safeguarding Information. In  accordance wi th  t h e  Office o f  Personnel 
Management's pol icy ,  eva lua t ion  r e p o r t s  are prepared f o r  t h e  use of  
management and s t a f f  personnel.  Reports o r  exce rp t s  from r e p o r t s  may b e  
r e l eased  under t h e  Freedom of  Information A c t  i n  compliance with t h e  
cond i t ions  s e t  f o r t h  i n  t h e  Department o f  t h e  I n t e r i o r  PHB No. 76-259 
( 2 5 0 ) .  

Subchapter 2. Bureau Evaluat ion Program. 

.1 Coordination. Personnel Management Evaluat ion w i l l  be coordinated 
with Area Off ices ,  o t h e r  i n t e r n a l  s t a f f  o f f i c e s ,  and t h e  Department of  
t h e  I n t e r i o r  a s  appropr ia te .  

.2 Methods. Evaluat ion methodology and resources w i l l  inc lude  on-si te  
surveys,  personnel ques t ionna i r e s ,  management se l f -eva lua t ion  r e p o r t s ,  
Of f i ce  of Personnel Management r epor t s -  and any o t h e r  s t u d i e s  a v a i l a b l e  
t o  ob ta in  ' s u f f i c i e n t  information on which t o  base an eva lua t ion  of  how 
we l l  managers a r e  ca r ry ing  ou t  t h e i r  personnel management responsibi-  
l i t ies ,  and i n s u r e  t h a t  de l ega t ions  cif - au thor i ty  a r e  being properly 
exerc ised .  

A. On-Site Surveys: Comprehensive personnel management eva lua t ions  
w i l l  be conducted on a  c y c l i c  b a s i s  through on-si te  surveys. T h i s  survey 
w i l l  be conducted with the  purpose of providing advice and a s s i s t a n c e  i n  
how t o  f u r t h e r  t h e  at tainment  of opera t ing  program ob jec t ives  through 
b e t t e r  management of  human resources.  Where d e f i c i e n c i e s  s u r f a c e  during 
surveys,  s p e c i f i c  c o r r e c t i v e  ac t ion  w i l l  be d i rec ted .  

B. Personnel Ques t ionna i r e  Survey: Ques t ionnai res  w i l l  be given t o  
employees f o r  comple t ion 'a t  l e a s t  t h r e e  weeks p r i o r  t o  t h e  s t a r t  of t h e  
on - s i t e  eva lua t ion .  The a n a l y s i s  of t h e  ques t ionnai re  w i l l  be used a s  an 
a i d  i n  developing l eads  f o r  prel iminary d e t e c t i o n  of o rgan iza t ion  problems 
t h a t  should be explored while  on-si te .  

B I A M  REISSUE 
FEBRUARY 1984 

P M  Addition 44-53, 5 / 4 / 7 9  



BUfEAU OF INDIAN AFFAIRS HANUAL 44 B I N  ADOITION TO Ff'M 
P E R M E L  

Chapter  275 Evalua t ion  o f  Personnel  Uanageinent 44 BIN4 275, 2.2C 

C, I n t e r n a l  Personnel  Management Evaluation: The manager camot meet 
h i s h e r  personnel  management r e s p o n s i b i l i t y  u n l e s s  t h e  manager k n m s  
nhe the r  h i s /he r  d e c i s i o n s  are being c a r r i e d  o u t  as intended,  and whether 
they are meeting t h e  Area's ob jec t ives -  Therefore, each Area w i l l  conckt 
i n t e r n a l  personnel  management eva lua t ions  on a cont inuing  b a s i s  and r e p o r t  
t h e  f i n d i n g s  t o  t h e  C e n t r a l  Office,  t o g e t h e r  with t h e  follow-up ac t ions .  

3 Gathcrinq and Analyzing Information. 

A. The a n - s i t e  'survey w i l l  begin wi th  an opening conference t o  
i n s u r e  mutual understanding o f  t h e  o b j e c t i v e s  o f  t h e  review. Also, 
management can  inform t h e  reviewers o f  any s p e c i a l  areas o f  concern t h a t  
t h e  team can cover  and r epor t  on. Survey t e a  members w i l l  conduct 
i n t e rv iews ,  examine personnel  records,  a u d i t  p o s i t i o n s  and personnel  
a c t i o n s  and complete o t h e r  t a s k s  r e l a t i v e  t o  t h e  eva lua t ion .  There w i l l  
be d a i l y  c o n t a c t  between t h e  team l eade r  -and t h e  personnel  o f f i c e r ,  

6. Interviews:  Fact f inding  in t e rv iews  w i l l  be conducted wi th  
managers, supe rv i so r s  and employees. Each t e a  member w i l l  f unc t ion  a s  
a g e n e r a l i s t ,  ob ta in ing  information i n  in t e rv iews  on a l l  personnel  manage- 
ment s u b j e c t s  and r epor t ing  and analyzing such information. 

Ind iv idua l  i n t e rv iews  w i l l  be he ld  on r eques t 'w i th  t h e  understanding t h a t  
t h e  main purpose is t o  ob ta in  information f o r  judging genera l  personnel  
management e f f e c t i v e n e s s  and not  t o  at tempt t o  so lve  i n d i v i d u a l  problems. 

C. Records Examination: The records  and f i l e s  of  t h e  personnel  
o f f i c e  are e s s e n t i a l  t o  e f f e c t i v e  o f f i c e  management and requi red  by 
r egu la t ions .  O f f i c i a l  personnel f o l d e r s ,  s e r v i c e  record ca rds ,  and o t h e r  
r eco rds  w i l l  be spot  checked f o r  compliance with e s t a b l i s h e d  procedures 
and r egu la t ions .  Personnel r e p o r t s  w i l l  be reviewed f o r  purpose, adequacy 
and t ime l iness .  Completed personnel  a c t i o n s  w i l l  be examined f o r  l e g a l  
and r egu la to ry  compliance. Personnel pol icy  guides  (Merit  Promotion 
Program, e t c . )  w i l l  be reviewed f o r  consis tency w i t h  e s t a b l i s h e d  guide- 
l i n e s ,  coverage, organiza t ion ,  c l a r i t y  and adequacy f o r  implementation. 

D. Desk Audits: Desk a u d i t s  w i l l  be conducted on a s e l e c t e d  b a s i s  
t o  determine t h e  accuracy of  c l a s s i f i c a t i o n ,  occupat ional  s e r i e s ,  t i t l e  
and grade  and 'evaluation s tatement  . C l a s s i f i c a t i o n  f i l e s  w i l l  be reviewed 
t o  determine whether t h e  requi red  c y c l i c  aud i t  program.has been implemented 
t o  provide f o r  sys temat ic  review o f  a l l  p o s i t i o n s  wi th in  a four year  
cyc le .  
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E. Reference Library:  A review o f  r e f e r ence  m a t e r i a l s ,  such a s  
Fede ra l  Personnel  Manual, Department and Bureau a d d i t i o n s ,  and r e l a t e d  
p u b l i c a t i o n s ,  w i l l  be made, no t ing  t h e  l o c a t i o n  and a c c e s s i b i l i t y  t o  t h e  
personnel  o f f i c e  s t a f f  and whether ma te r i a l  is  up t o  da t e .  

F. Close-out Conference: A c lose-out  meeting w i l l  be he ld  f o r  a 
gene ra l  d i s c u s s i o n  of  f ind ings .  A l l  key managers w i l l  be reques ted  t o  
a t t e n d  t h e  c l o s i n a  conference.  

G. Analysis :  Analysis  of  f a c t s  w i l l  be made i n  accordance wi th  t h e  
s t a n d a r d s  set f o r t h  i n  procedural  g u i d e l i n e s  of Personnel  Management 
Evalua t ion  and Ass is tance  Program. 

.4 Reports.  Each on - s i t e  eva lua t ion  w i l l  r e s u l t  i n  a w r i t t e n  r e p o r t  of  
t h e  f i nd ings  and w i l l  be publ ished no l a t e r  than  60 days a f t e r  t h e  comple- 
t i o n  of  t h e  on - s i t e  review. The purpose o f  t h e  repor t  w i l l  be t o  inform 
t h e  Area D i r e c t o r  o f  eva lua t ion  r e s u l t s  and t o  o u t l i n e  s p e c i f i c  a c t i o n s  
r equ i r ed  t o  c o r r e c t  any program d e f i c i e n c i e s .  

.5 Follow-up Action. Follow-up a c t i o n  w i l l  be designed t o  overcome 
i d e n t i f i e d  personnel  management d e f i c i e n c i e s  and t o  speed up program 
improvement. Areas a r e  requi red  t o  r ep ly ,  s p e c i f i c a l l y ,  t o  t h e  Evalua- 
t i o n  Report w i th in  60 days of t h e  d a t e  received.  Follow-up on c o r r e c t i v e  
a c t i o n s  taken  by t h e  Area may be i n  t h e  form of correspondence, o n - s i t e  
v i s i t s  o r  d i r e c t  a s s i s t a n c e .  

PPM Addition 44-53, 5/4/79 
B I AM REISSUE 
FEBRUARY 1984 
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BUREAU OF INDIAN AFFAIRS MANUAL 44 B I A M  ADDITION TO FPM 

Chapter 293 PERSONNEL RECORDS AND FILES 44 B I A M  293, 1.1 

Subchapter 1. General Pol i c i e s  Governing Personnel Records and F i  1 es 

.1 Po l i cy :  The p o l i c i e s  prescr ibed by FPM 293 are  incorpora ted  
i n t a c t  as the  Bureau's p o l i c y  governing personnel records and 
f i l e s .  Requests f o r  except ions o r  mod i f i ca t i ons  are  t o  be 
forwarded t o  the  Chief, D i v i s i o n  o f  Personnel Management. 
Favorable requests s h a l l  then be prepared f o r  t he  s igna tu re  
o f  t he  D i r e c t o r  o f  Personnel f o r  submission t o  t h e  O f f i ce  of 
Personnel Management f o r  approval . 

.2 The Basic Personnel Records and F i l e s  System. The system 
prescr ibed i n  FPM Supplement 293-31 i s  incorpora ted  i n t a c t  as 
t h e  Bureau's personnel records and f i l e s  system. 

. 3  Records t o  be Maintained. I n  a d d i t i o n  t o  the  records descr ibed 
i n  FPM-293, t h e  f o l l o w i n g  records w i l l  be mainta ined i n  t he  
O f f  i c i  a1 Personnel Folder:  

A. Form BIA-4432, dated January 1978, V e r i f i c a t i o n  o f  I n d i a n  
Preference f o r  Empl oyment i n  ~ureau- 
Ind ian  Heal th Serv ice Onlv. 

0.  Documentation o f  Waiver o f  I nd ian  Preference under 
P.L. 96-135 

C. Form BIA-6232, dated February 1980, Educat ion Employment 
Contract f o r  Contract Education Empl oyees. 

D. Employment Agreement f o r  t r a v e l  f o r  Contract Educat ion 
Empl oyees t o  A1 as ka. 

B I A M  REISSUE 
FEBRUARY 1984 

Release 44-81,  11 /22 /82  



BUREAU OF INDM AFFAIRS MlUIUAL 44 BIAM ADDITION TO FPM 
BASIC PERSONNEL 
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Table of Contents 

Subchapter S1, Introduction 

Subchapter S2, The Service Control F i l e  

Subchapter S3, The Chronological Journal F i l e  (No BIAM issuance planned) 

Subchapter S4. The Position Description F i l e  (Reserved) 

Subchapter S5. The Official  Personnel Folder F i l e  

Subchapter S6, U s e  of the System i n  the Personnel Office 
(No BIAM issuance planned) 

Subchapter S7, Establishing and U s i q  the System in Operating Offices 
(No BIAM issuance planned) 

Subchapter 58, Operating or  Work Folders fo r  Employees 
(No BIAM issuance planned) 
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P 
CHAPTER 293-31 RECORDS AND FILES SYSTEM 44 BIAM 293-31, S1.1 

Subchapter S1. Int roduct ion.  

.1 Pur ose. The basic personnel records and f i l e s  system prescr ibed by 
FPM @r upp ement 293-31 i s  incorporated i n t a c t  as t h e  Bureau's personnel 
records and f i l e s  system. Deviat ions from t h i s  uniform recordkeeping 
system must have p r i o r  approval from the  Of f i ce  o f  Personnel Management 
(OPM). Requests f o r  exceptions o r  modi f ica t ions are t o  be forwarded t o  
t he  Chief Personnel O f f i ce r ,  D i v i s i on  o f  Personnel Management, Favorable 
requests sha l l  then be prepared f o r  t he  s ignature o f  the D i rec to r  o f  
Personnel, Department o f  t h e  I n t e r i o r ,  f o r  submission t o  t he  OPM. 

Addition to FPM Release 44-80,  11/22/82 
BIAM REISSUE 
FEBRUARY 1984 
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CHAPTER 293-31 RECORDS AND FILES SYSTEM 44 BIAM 293-31, S2-1 

Subchapter S2. The Service Control File,  

.1 Purpose, The Service Control F i l e  provides information on organizational 
s t ructure and his tor ica l  and current s t a tus  data on employees. By its nature, 
the F i l e  can a lso  provide an excellent t ick ler  for suspense dates not readily 
found in another system. 

-2 Location. Each Bureau off ice  tha t  processes and approves personnel actions 
s h a l l  maintain a Service Control File. The Fi le  sha l l  be located i n  the 
organizational unit  responsible for  processing personnel actions, 

(NOTE: The reference to  Autanated Service Control Fi les ,  Chapter 290 is not 
applicable. The en t i r e  Chapter 290 was deleted by Basic Installment 
t277, dated February 10, 1982,) 

Addition to FPM Release 44-80 ,  11/22/82 B I  A M  REISSUE 
FEBRUARY 1984 
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Subchabter S5. The O f f i c i a l  Personnel Folder (OPF). 

.1 Location. The o f f i c i a l  personnel fo lders  f o r  the Assistant Secretary and 
a1 1 Schedule C employees whose pos i t ions are c l a s s i f i e d  a t  GS-15 w i l l  be 
maintained i n  the  O f f i ce  o f  t he  Secretary, D iv is ion  .of Personnel Services, 
O f f i c e  o f  Secretar ia l  Operations. A l l  other fo lders  w i l l  be maintained i n  t h e  
o f f i ce  having au tho r i t y  t o  process personnel actions. 

.2 Access t o  t he  Folder. O f f i c i a l  personnel fo lders  w i l l  be made ava i lab le  t o  
employees o r  former employees; an o f f i c i a l  o f  the Executive Branch of the  
Government, who has a need f o r  t he  informat ion i n  the performance o f  h is/her 
o f f i c i a l  dut ies;  and ce r ta in  other Federal o f f i c i a l s .  A1 1 requi rements 
spec i f i ed  i n  C h a ~ t e r  294, A v a i l a b i l i t y  o f  O f f i c i  a1 Information, Subchapter 7, 
0 f f i c i  a1 ~ e r s o n i e l  ~ o l d e k  w i l l  be foljowed, 

.3 Request f o r  O f f i c i a l  Personnel Folder. Pr io r  t o  employment, no personnel 
fo lder  w i l l  be torwarded t o  another o t f i c e  except f o r  temporary use i n  the  
performance o f  o f f i c i  a1 duties. Pre-empl oyment i nformation w i l l  be requested 
from t h e  employing o f f i c e  by use o f  SF-75, Request f o r  Prel iminary Employment 
Data. Upon employment, t h e  gaining o f f i c e  w i l l  request the f o l  der by 
fu rn ish ing  t h e  los ing  personnel o f f i c e  w i t h  a copy o f  the SF-50 which records 
t h e  employment ac t ion  and shows the  e f f e c t i v e  date of  the  action. This SF-50 
should be submitted w i t h i n  f i v e  days a f t e r  the date o f  appointment. If the 
SF-50 cannot be forwarded w i t h i n  f i v e  days, a copy o f  the  SF-52 t h a t  i s  pre- 
pared m e  incoming employee should be sent t o  the l o s i n g  o f f i c e  w i t h  a 
request f o r  t he  OPF and SF-1150. 

.4 Transfer o f  Folder. Before releasing the  QPF, the  releasing agency must 
review the  folder t o  insure appropriate records are i n  the  fo lder ,  t h a t  a l l  . .  . 
extraneous materi a1 has been removed and t h a t  the proper i d e n t i f y i n g  i nfor -  
mation i s  on the  fo lder  tab. Other i ns t ruc t i ons  i n  Subchapter 5, paragraph 
S5-5.14 must be followed. 

.5 Contents o f  the  O f f i c i a l  Personnel Folder. 

A. Permanent records are records which a f f e c t  an employee's s ta tus and 
service. They are always f i l e d  on the r i g h t  s ide o f  the fo lder i n  
chronological order except t h a t  documents re1 ated t o  a p a r t i c u l a r  
ac t i on  w i l l  be f i l e d  w i th  t he  SF-50 cover ing the act ion o r  documents 
which update experience. 

I n  add i t ion  t o  t he  permanent records and documents 1 i sted i n  FPM 
Supplement 293-31, Subchapter 5, paragraph S5-6.1, the f o l l  owing documents w i l l  
be f i l e d  on the r i g h t  hand side o f  the OPF: 

(1)  Form BIA-4432, dated January 1975, V e r i f i c a t i o n  o f  Ind ian 
Preference for  Employment i n  Bureau o f  Indian A f f a i r s  and 
Indian Health Service Only 

(2) Documentation of  Waiver o f  Indian Preference under P.L. 96-135 

Addition t o  FPM Release 44-80, 11 /22 /82  
B I A M  REISSUE 
FEBRUARY 1984 
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(3)  Form BIA-6232, dated February 1980, Education Empl oyment 
Contract fo r  Contract Education Empl oyees 

(4) Employment Agreement f o r  t r a v e l  f o r  Contract Education 
n p l o y e e s  t o  Alaska 

NOTE: Some form numbers shown i n  t h e  FPM Supplement are obsolete. These 
have been changed as fo l lows:  

(1)  SF-51, Request f o r  Insurance i s  now SF-2822 

(2) SF-176 o r  SF-176T, L i f e  Insurance Coverage i s  now SF-2817 

( 3 )  SF-54, Designation o f  Benef ic iary  i s  now SF-2823 

(4) SF-56, Agency C e r t i f i c a t i o n  o f  Insurance Status i s  now 
SF-2821 

Bo Temporary records are  per iphera l  papers r e l a t i n g  t o  an employee 
but  a re  not records which a f f e c t  s ta tus and service, These papers 
w i l l  b e m e d  on t he  l e f t  s ide o f  the fo lder .  The f o l l ow ing  exam- 
p l es  o f  temporary records are  i n  add i t i on  t o  those enumerated i n  
Subchapter 5, paragraph S5-6.2: 

(1)  Travel agreements and author izat ions 

(2)  Job o f f e r  l e t t e r s  and l e t t e r s  o f  acceptance 

(3)  . SF-75 - Request f o r  Prel iminary Employment Data 

(4) Appoi ntment and p r m o t  i o n  recommendat ions and 
correspondence r e l a t e d  t o  them 

f o r  approval o f  non compet i t ive ac t i on  
are f i l e d  on the r i g h t  s ide o f  the  

(6) Clearance forms completed when the  employee leaves the  
agency (except f o r  a form conta in ing the employee's 
w r i t t e n  res ignat ion)  

(7) Retirement app l i ca t ion  and support ing documents 

(8)  Requests f o r  t r a i n i n g  and approvals of t r a i n i n g  requests 
(only the  document showi ng successful completion o f  the 
course i s  a permanent record) 

(9) Duplicates o f  employee's app l ica t ions fo r  employment 

(10) Employee's request f o r  change t o  lower grade o r  r e -  
ass i gnment B I A M  REISSUE 

,Addition to FPM Release 44-80 ,  11/22/82 FEBRUARY 1984 
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(11) C e r t i f i c a t e s  o f  issuance o f  Government Motor Vehic le 
Operators I d e n t i f i c a t i o n  

(12) L e t t e r s  o r  memoranda o f  a miscellaneous na tu re  
r e l a t i n g  t o  (but not a f f e c t i n g )  employee's s t a t u s  
o r  serv ice  record 

C. Some records are NEVER f i l e d  i n  the  OPF under any circumstances. 
These may be o f  e i t h e r  a permanent o r  temporary nature. T h f l o l  lowing records 
a re  i n  a d d i t i o n  t o  those shown i n  Subchapter 5, paragraph S5-7: 

(1) 01-130-131 - App l i ca t i on  f o r  Motor Vehicle Operator 
Permit (Send t o  O f f i c e  o f  Safety)  

(2 )  SF-47 - Physical F i tness  Inqu i r y  f o r  Motor Vehic le 
Operator Permit (Send t o  O f f i c e  o f  Safety)  

(3) Notice o f  Bonding (Send t o  F inanc ia l  Management) 

(4)  Promotional Opportunity app l ica t ions ,  r a t i n g s  and 
o ther  evaluat ions (these are  always f i l e d  i n  t h e  
appropr ia te  Promotional Opportunity B u l l e t i n  f o l d e r )  

( 5 )  Designation o f  Bene f i c ia ry  - unpaid compensation 

.5 Purging o f  Folder. Folders should be p e r i o d i c a l l y  reviewed f o r  
extraneous mater ia l .  A l l  temporary ma te r ia l  must be re ta ined  f o r  a t  l e a s t  one 
year  but  no longer than two -(except t h a t  d i  s c i p l  i nary a c t i o n  papers may 
be r e t a i n e d  f o r  t h e  per iod  o f  t ime s p e c i f i e d  i n  the  l e t t e r ) .  A l l  temporary 
ma te r ia l  must be disposed o f  when t h e  employee leaves t h e  agency o r  when t h e  
mater i  a1 exceeds two years. 

A d d i t i o n  t o  FPM Release 44-80, 11/22/82 
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CENTRAL OFFICE FINAL EXIT CLEARANCE 

Employing omcts will p ~ p a r e  this fom for each employee upon separation, resignatiow transfer, rretirement or 
reassignment to lnofhcr Bureau. Each employee is required to clev with the offices listed below and mtuxn or 
account for all items issued during his/her employmenc upon completion, tlus farm will be rerurned lo the 
appropriate Shvicing Personnel OE~ctt. 

A. Bureau Wide 
1. Immediate Office Supavisor 

A SF-52 (Inidad in FPPS) 
B. Final T t A (Not xeleased until 

Finance & Accountidg signed) 
C. Govcmment Credit Cards 
D. Cell Phone 
E. Govcrnmtnt Driver's Lacense 
F. Tclepbc Credit Card 
G. PatnPibt 
H- Gas Credit Card 
I. Government Vehicle 
J. pager 
K. Computer at Home 
L. ArtwoddATifacfs 
M. Computer Usa ID Tembated 

I E m D l o y e e n  

Supervisor (to collect & initial) 

Current Curntor (703-390-6468) 

Social Securitv Number 

Financial Oficcr 
2 . F h c e  & hcounting 

A. Tmvel Advance (Certify & Initial) 
B. Account Receivable ( C d f y  & Initial) 
C. No Oumdins Debts (Certify 8t SIGN) 
D. Transit Subsidy Dkco~tinued TSP Coordinator 4600-MXB 

208-41 74 
E. Puker Building Key Cards ETBC Security 12-29 MIB 
F. h s i f i c d  Docrrmtnt Dcbricfing NBC Security 1229 MIB 
G. Main Interior Key Cards NBC Sennity 1229 MXB 
H. Main Interior Keys NBC Security 1229 MIB 

Date 
Last Day of Duty 

Sepalation 
Resignation 
-rr;inuh TO- 
Retinmenr 
Reassigr~~cnt to another 
B w u  

Forwarding Address: 

1 
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Iniual of Personnel 
Servicine Offica 

3,Persoqel 
A. Employment Agrecmcnto -- 
B. Met sccvicc time requirement for: 

Stdealt Loan Payoff 
Relocadon Bonus 
Recruitment Bonus 
PCS Move 

C. Access to FPPS & T&A terminated 
D. *Ethic9 Exit Intthricw Human REsourca Policy Offrce 

1800 G Smet (202-343-2536) 
*call to see if necessary 

4. For Central Office Em~lovcts Odv, the followlnn Depanmental Clmmccs will be r e d  
A- Libmy Sexvices (MBC) C S-ct Lobby 208-5816 
B. Nat'l Security Debriefing (BIA) - Room 261 7 208-3599 
C. Keys &DO1 ID Cards @Ex) Rbom 1229 208-3261 
D. Parking Permits RoomlZlO 208-7 1 82 
E. BIAIDCards Room 2617 208-3599 
F. G Street Access Cmd @' Floor, G Scceet 202-343-2536 

CERTIFICATION OF COMPLETION OF EMPLOYEE EXIT CLEARANCE 

I certify that all government property and permits have been accounted for, and unless orherwise shown, no amount 
is due to the Federal Government from me. I understand that failure to satisficton'Iy complctc this clearance process 
may &lay the release of my final paycheck 

]Employee Signature 

I certify rhat the employee bas completed the exit clearance process. 

Date 

-. 
Authorizing Official Dare 

PRIVACY ACT STATEMENT 
The authority for requesting information hereon ftam an employee is as follows: Section 301.552a (d), 4108,SSOI 
a req-, and 5705 of Title 5 of the U.S. Codc; and sectiom 3301 a sq., 3501 ct scq., and 3701 et. seq Of title 31 
of the U.S. code. The infomation will bc uscd to dctcrminc if tbE cmploycc. by virtue of or rclarivc to his or hcr 
Fedenl Employment, is indebted to the U.S. g o m e n t  for money, pmpeny, documents, or otherwise or has any 
obligations to rhc Federal Govemneat MU release the employes's fhl pay check, fcdrernm: or othu amaunis due 
to thc employee. Informatioa on the f m  may be provided to a federal agency for the purpose of collecting a debt 
owed to the Federal Government through administdivc or salary offset. Furnishing the infknmation on the form is 
vohurrjry but Eailurc of an anployec to complete the form maybe grounds to withhold the rclcasc of lrronics 
orherwisc h e  to the employee from thc Federal Governmnt 

BlAM 295 ICcla-e 124. g17191, Rev. 5/17/02 



Employing offices will prepare this form for each employee upon separation, resignation, transfkr: retiremenr or 
ressignmcnt to another Bureau. Each employcc is required to clear with fbe offices listed below zad rcmrn or 
accotmt for all items issued during M e r  employmat upon compfetion, this form will be rttmad to thc 
appropriate Senicing Pc~sonntl Officer. 

Emvlovee Name & Location 

* 

Initials of 
~ o n s i b l c  
Office 

A. Bureau Wide 
1. Immediate Office Supenrisor 

A SF-52 (Initiated in FPPS) 
B. Final T & A (Not released until 

Finance & Accounting signed 
C. Govemmcnf Credit Cards 
D. Cell Phone 
E. Government Driver's License 
F. Telephone Credit Card 
G. Palm Pilot 
H. Gas k d i t  Card 
I. Government Vthicle 
J. Pager 
K Computer at Home 
L. ~ r t w 0 1 W ~ c t s  
M. Computer U s a  ID Terminated 

Social Securitv Numbq 

Supervisor (to collect & initial) 

I 

Date 
Last Dav of Duty 

I 

Separation 
Resigajtioa 
Transfa To 
Retiremenr 
Reassignment to -other 
Bureau--. 

Financial Officer 
2-Finance & account in^ 

A. Txavd Advance (cmifl & [itid) 
B. Accouar Receivable (Certify & Inidal) 
C. No Outsfanding Debts (Certifi & SIGN 
D. Transit Subsidy Discoariawd 

3.SccuritY wce 
A. Key Cardrr ----...- 
B. Key 
C Classified Documenr Debriefing BIA Securiry Officer 202-208- 

3599 

Forwading Address; 

d 



Initials of 
Persome1 Servicing 
Officer 

4 .Petsannel 
A. Employment Agreements 

Met service rhnt nquiremmt for. 
Staxlent Loon Payoff 
Relocation Bonus 
Recruitment Bonus 
PCS Move 

B. BIG ~dentif'htion Card Regional DLector's Designee 
C. Forwarding Address 
D. *Ethics Exit Interview *if na:es~ary 
E. Access to FPPS & T&A tuminatcd Pcrs~nncl S h i n g  Officcr 

1 certify that all government property -and permits have been accounted for, end unless orherwise shown, no amount 
is due to the Fedcral Government fbm me. I undexstand that failure to satisfactorily complete this clearance process 
may delay the rcl- of my fml paychcck 

Date 

I c d f y  h a t  the employee llas completed the I?xii elearancc pcows. 

-- 
Authorizing Ofi ia l  Date 

PRIVACY ACT STATEMENT 
The authority for questing infomatian hereon from an employee is as fonows: Section 301.552a (d), 4108,5501 
er. q., and 5705 ofTiHe 5 of thc U.S. Code; and sections 3301 et s~q., 3501 et. scq., and 3701 et seq. Of title 31 
of the U.S. code. The information will be Gsed to dttmnine ifthe employet, by virtue of or relative to his or hfr 
Federal Employment, is indebted to the US. g o m a t  for money, property, documents, or otherwise or has any 
ob1igarion.s to the Federal Govonrmcnf will release be emp1oye's final pay check. mtinment, or othw amuunts due 
to rhc cmplayee- Info-tion on thc form may be provided to a federal agency for rhe purpose of collecting a debt 
owed m the Federal Govclnm~nt through administrative or salary o e t .  Furnishing the iaformation on rhe form is 
voillntary but failure of an cmploycc to complete the form maybe grounds to withhold the release of monies 
otherwise due K) rhe cmployee from thc Federal Govemmenr 
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Subchapter 2 .  N o t i f i c a t i o n  of Personnel  Action. 

.1 Forms Used i n  Recording Personnel  Actions. 

a. Form 9-500, N o t i f i c a t i o n  of Personnel  Actions (Approved 
Exception t o  SF-50), is  used t o  record  personnel  a c t i o n s  a s  r equ i red  by 
t h i s  chap te r ,  except  t h a t :  

(1) Standard Form 50-A, Notice of Shor t  Tern Employment, may 
be  used i n  recording employment l i m i t e d  t o  one year  o r  l e s s  when Area 
Of f ices  have delegated  appoint ing a u t h o r i t y  t o  the  agency l e v e l .  

b. Exceptions t o  U s e  of P resc r ibed  Forms. 

(1) Request f o r  except ions  t o  t h e  use of Of f ice  of Personnel  
Hanagernent approved forms, procedures o r  terminology s h a l l  be forwarded 
t o  C e n t r a l  O f f i c e ,  At ten t ion :  Chief ,  Divis ion of Personnel  Nanagement, 
f o r  concurrence. Upon concurrence,  a r eques t  s h a l l  be prgpared by t h e  
C e n t r a l  Of f i ce  f o r  t h e  s i g n a t u r e  of t h e  Di rec to r  of Personnel  f o r  sub- 
mission t o  t h e  O f f i c e  of Personnel  h a g e m e n t .  

(2 )  Requests f o r  except ions  t o  t h e  use of Departmental approved 
forms, procedures o r  terminology s h a l l  be  forwarded t o  t h e  Cen t ra l  O f f i c e ,  
A t t s n t i o n :  Chief ,  Divis ion of Personnel  Nanagement , f o r  submission t o  t h e  
Of f ice  of Personnel ,  Of f i ce  of t h e  A s s i s t a n t  S e c r e t a r y  - Pol icy ,  Budget 
and Adminis t ra t ion ,  f o r  approval.  

(3) Request f o r  except ions  t o  t h e  use  of Bureau approved forins, 
procedures o r  terminology s h a l l  be forwarded t o  t h e  Centra l  O f f i c e ,  
At ten t ion :  Chief ,  Divis ion of Personnel  Nanagement, f o r  approval .  

. 2  Submission of Personnel  Action Reports  t o  t h e  Of f ice  of Personnel  
Yhnagemen t . 
Time of Submission. Agencies must submit a l l  r equ i red  n o t i f i c a t i o n s  and 
documents t o  t h e  O f f i c e  or' Personnel  Yanagement no l a t e r  than Friday of 
t h e  week dur ing which t h e  n o t i f i c a t i o n s  and documents a r e  d i s t r i b u t e d  
( i .e. ,  a pilckage w i l l  be forwarded t o  OPM on Friday of each week). 

B I AM REISSUE 
FEBRUARY 1984 
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Subchapter 8. Detail of Employees 

8.1 Competitive Employees. An employee serving in a competitive 
position may be detailed from his/her regular position to another 
position without change in his/her civil service or pay status, 
when it is the most efficient means of meeting a temporary or 
emergency situation or when it is in the best interest of the 
Government to assign an employee temporarily to another position. 
Except for details to unclassified duties, there should be an 
officially classified position description for each position. 

8.2 Excepted Employees rschedule A 213.3112(a)(711 to 
Competitive Positions. Employees serving under a permanent 
excepted Indian preference appointment may be detailed to 
competitive positions. All other excepted employees will not be 
assigned to work in competitive positions without prior approval 
of the Director of Personnel, Department of the Interior. 

8.3 Tem~orarv and Term Emplovees. Temporary employees may be 
detailed to another position within the Bureau if the position 
meets the criteria for temporary employment. Term employees may 
be detailed to another position if the position meets the 
criteria for term employment. Details of temporary and term 
employees are subject to the same time limits and documentation 
requirements as details of permanent employees. A detail does 
not extend the expiration date of a temporary or term 
appointment. 

8.4 Education Emplovees. Contract Education employees will be 
detailed according to 62 BIAM 11.30B. Status quo education 
employees will be detailed in the same manner as non-education 
employees. 

8.5 Time ~imits on Details. Details may be made to positions at 
the same, lower, or higher grade or to unclassified duties in 120 
day increments for a maximum of one year (except SES). Non- 
competitive details to higher grade positions or positions with 
promotion potential are limited to 120 days. Competitive 
procedures will be used for anything exceeding 120 days. In 
computing time limits, a new time limit applies each time an 
employee is detailed to a different position. When the total 
number of days on detail to any position will exceed 240 days, 
authority to extend beyond this limit must be approved by the 
Chief, Division of Personnel Management. If the employee's 
services are needed in a higher graded position for more than 60 
days, a temporary promotion should be effected if the employee 
qualifies. Temporary promotions cannot exceed 120 days without 
competition. 

44 BIAM, 3 0 0 ,  Release 1 2 9 ,  f l / 2 4 / 9 2  
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8.6 Details to Senior Executive Service (SES Positionsl. For 
information regarding details to SES positions, see FPM 
Supplement 920-1, Subchapter 5. 

8.7 Credit Given for Details. 

A. Qualifications: The period of time spent on details is 
credited as an extension of the work performed immediately prior 
to the detail, or on its own merits, whichever is more beneficial 
to the employee. 

B. Time-in-Grade: The period of time spent on detail is 
credited for time-in-grade purposes at the grade of the position 
the employee officially holds. 

8.8 Details to and from Kev Positions. Employees occupying 
positions listed in 370 DM 311, 1.5 may not be detailed without 
prior approval of the Assistant Secretary - Indian Affairs and 
the Assistant Secretary, Policy, Management and Budget. Requests 
should be submitted to the Chief, Division of Personnel 
Management, for transmittal to the Department. 

8.9 Details to and from Field Positions within Area Office 
Awpointins Authoritv. 

A. Area Directors are authorized to approve details in 120 
days increments in accordance with the provisions specified 
above. One extension may be approved for the total of 240 days. 
Any extension beyond 240 days will require approval of the Chief, 
Division of Personnel Management. 

B. Area Directors may detail employees within their 
appointing authority to another area upon negotiation with the 
Area Director requesting the employee's services. 

8.10 Details to and from Central office. 

A. Upon approval of the Chief, Division of Personnel 
Management, Area Directors may detail field employees to the 
Central Office for a period not to exceed 1 year. The time 
limits as described in paragraph .5 will apply. 

B. Upon approval of the chief, Division of Personnel 
Management, and with the concurrence of the appropriate Director 
of the Program, employees may be detailed from the Central Office 
to positions within the Area Office's appointing authority. 

7 
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Subchapter 1. General Provisions 

.1 Indian Preference. An Indian  has preference,  by law, i n  
appointment t o  a vacant pos i t  ion i n  t h e  Bureau of Indian  Affa i r s .  
Preference w i l l  be extended t o  persons of Indian descent who are :  

A. Members of any  recognized Indian t r i b e  now under Fede ra l  
j u r i s d i c t  ion; 

B. Descendants of such members who were, on June 1, 1934, 
r e s i d i n g  within t h e  present  boundaries of any Indian r e se rva t ion ;  

C. A l l  o the r s  of one-half o r  more Indian  blood of t r i b e s  
indigenous t o  t h e  U.S. ; 

D. Eskimos and o t h e r  abo r ig ina l  people of Alaska; and 

E. U n t i l  October 4, 1985, a person of a t  l e a s t  one-quarter  degree 
Indian  ances t ry  of t h e  Osage Tr ibe  of Indians,  whose r o l l s  were 
c losed  by a n  A c t  of Congress. 

.2 Authority.  Preference s h a l l  apply i n  f i l l i n g  both excepted and 
competi t ive pos i t ions .  The l a t e s t  l e g i s l a t i o n  grant ing  preference t o  
Indians is t h e  Indian  Reorganization Act of June 18, 1934 (48 S t a t .  
986),  which confer red  upon q u a l i f i e d  persons of Indian descent ,  pre- 
f e r ence  i n  appointment t o  vacancies i n  t h e  Bureau of  Indian  Affa i r s .  
The Off i c e  of Personnel  Managenent issued an  excepted appointment 
a u t h o r i t y  f o r  Indian  preference  e l i g i b l e s  under Schedule A 213.3112 
( a ) ( 7 )  by pub l i ca t ion  i n  t h e  Federa l  Regis te r  on September 24, 1976, 
as follows: 

" A l l  p o s i t i o n s  i n  t h e  Bureau of Indian Affairs and 
o the r  pos i t i ons  i n  t h e  Department of t h e  I n t e r i o r  
d i r e c t l y  and p r imar i ly  r e l a t e d  t o  providing s e r v i c e s  
t o  Indians  when f i l l e d  by t h e  appointment of Indians.  
The Secre ta ry  of t h e  I n t e r i o r  is responsible  f o r  
de f in ing  t h e  term 'Indian ' . " 

The Sec re t a ry  of t h e  I n t e r i o r  defined i n  25 CFR 5.1 persons of Ind ian  
descent who would be e l i g i b l e  f o r  preference i n  employnent. S e e  .1 
above and 44 BIAM 302.2. 

Release No. 44-92, 2/25 /85  
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.3 Waiver of Indian Preference. P.L. 95-561, November 1, 1978, and 
P.L. 96-135, Deceniber 5, 1979, provide for  a waiver of Indian 
preference under cer ta in  circumstances, 

A. Notwithstanding any provision of t h e  Indian preference 
laws, such laws s h a l l  not apply i n  the  case of any personnel 
action respecting any employee not e n t i t l e d  t o  Indian 
preference i f  each t r i b a l  organization concerned grants , 
i n  writing, a waiver of t h e  application of such laws with 
respect t o  such personnel act  ion. 

.4 Reassignment of non-pref erence e l ig ib les  under Public Law 96-135. 
The Secretary may redelegate t o  t he  Under Secretary o r  Assistant 
Secretary t o  approve reass ignmnt of non-preference employees under 
t h e  following conditions : 

(1) t o  assure the  heal th  o r  safety of an employee 
or  of any member of the  employee's household; 

(2)  i n  the  course of a reduction i n  force; o r  

(3) because the  employee's working relationship 
with a t r i b e  has so deteriorated t h a t  the employee 
cannot provide effect ive  service t o  such t r i be  o r  
t h e  Federal Gove r m e  nt  . 

Release No. 44-92, 2/25/85 
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Subchapter 2. E l i g i b i l i t y  Standards 

.1 Policy. In accordance with 25 CFR 5.1, t h e  Bureau w i l l  extend 
employment preference t o  persons meeting t h e  c r i t e r i a  below: 

A. Members of any recognized Indian t r i b e  now under Federal  
ju r i sd ic t ion ;  

B. Descendants of such members who were, on June 1, 1934, 
r es id ing  within t h e  present boundaries of any Indian reservation;  

C. A l l  others of one-half o r  more Indian blood of t r i b e s  
indigenous to  t h e  U.S.; 

D. Eskimos and other  aboriginal  people of Alaska; and 

E. Until  October 4, 1985, a person af a t  l eas t  one-quarter degree 
Indian ancestry of t h e  Osage Tribe of Indians whose r o l l s  were closed 
by an  A d  of Congress. 

.2 Guidelines f o r  In terpre ta t ion .  Additional in te rp re ta t ions  f o r  

A. Members of Federal ly recognized Indian t r i b e s  a r e  those per- 
sons of f i c i a l l y  enrol led  i n  accordance with such t r i b e s  ' const i tu-  
t i o n a l  mmbership c r i t e r i a .  I f  t h e r e  a r e  no t r i b a l  const i tu t ions  o r  
o f f i c i a l  t r i b a l  r o l l s ,  such members w i l l  obtain ve r i f i ca t ion  under 
Form ~ 1 ~ - 4 4 3 2  ( see  I l l u s t r a t i o n  1 )  from both t h e  respective t r i b a l  
representa t ive  - and t h e  BIA representa t ive  of t h e  arealagency o f f  ice .  
However, i f  t h e  Bureau m i n t a i n s  t h e  t r i b e ' s  r o l l s  o r  records,  t h e  
s igna tu re  of the  authorized BIA representat ive is s u f f i c i e n t  and it 
w i l l  not be necessary to  obtain t r i b a l  s ignature.  

B. Applicants s h a l l  meet a l l  t h r e e  of t h e  following c r i t e r i a :  

(1) Be descended from a member of a t r i b e  now under Federal  
ju r i sd ic t ion ;  

(2)  Have been born on o r  before June 1, 1934; and 

(3) Have been res id ing  within any Indian reservat ion on 
June 1, 1934. 
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C. This  c r i t e r i o n  a p p l i e s  t o  persons whose ances t ry  is not of a 
Fede ra l l y  recognized t r i b e ( s ) ,  a s  wel l  a s  t h o s e  whose a n c e s t r y  i s  of 
a Fede ra l l y  recognized t r i b e  ( s ) .  

D. The Alaska Natives C l a i m s  Act of December 18,  1971, 
(85 S t a t .  688)  required f o r  purposes of e l i g i b i l i t y ,  t h e  fol lowing:  

" A l l  persons who a r e  e n r o l l e d  with one of t h e  organized Alaska 
Native groups o r  who q u a l i f i e d  f o r  enrol lment ,  i nc lud ing  t h e i r  de- 
scendants ,  who possess  a t  l e a s t  1 / 4  degree Alaska Wative blood." 

E. Thi s  c r i t e r i o n  w i l l  apply t o  t h e  Osage Tribe of Oklahoma whose 
r o l l s  were closed by Act of Congress. Many such persons have rece ived  
preference  based on t h e  one-quarter degree s tandard.  I n  o rde r  t h a t  
they  are not now deprived of t h a t  e l i g i b i l i t y  and made t o  meet t h e  
one-half degree s t anch rd ,  t h e  quarter-degree s t anda rd  w i l l  apply un- 
til October 4 ,  1985, o r  u n t i l  t h e  t r i b e  formally organizes  and es tab-  
l i s h e s  membership s tandards ,  whichever comes f i r s t .  

.3 Restored Recognized S t a t u s  t o  Terminated Tribes .  T r i b a l  members 
whose Federa l  recogni t ion  has  been r e s t o r e d ,  such a s  t h e  Menominee 
T r ibe  and Confederated Tr ibe  of S i l e t z  Indians,  w i l l  be e n t i t l e d  t o  
Indian preference  i n  employment i n  accordance with 25 CFR 5 ( s e e  
I l l u s t r a t i o n  2,  "Tribes and Bands f o r  Which t h e  Federa l  T r u s t  Rela- 
t ionsh ip  Has Been Terminated. " ). 

.4 Terminated Tribes .  I nd i an  members of terminated t r i b e s  o r  bands 
whose Fede ra l  t r u s t  r e l a t i o n s h i p  has  been te rmina ted  a r e  - not e n t i t l e d  
t o  any s e r v i c e  performed f o r  Indians because of  t h e i r  s t a t u s  as 
Indians.  A s  a r e s u l t  of t h e  S o l i c i t o r ' s  Opinion, M-36297, dated 
August 24, 1955, ( s e e  I l l u s t r a t i o n  3, "Indian Preference i n  Employ- 
m n t " )  i n  t h e  case of Uintah and Ouray Ind ians  of  mixed blood,  
pursuant  t o  Sec t ion  23 of t h e  Act of August 27, 1954 (68 S t a t .  867, 
877 ) ,  t h e  S o l i c i t o r  determined t h a t  such Indians w i l l  not be e n t i t l e d  
t o  p re fe r ence  i n  employment i n  t h e  Bureau of Ind ian  Af fa i r s  and upon 
i ssuance  of such te rmina ted  proclamation, such Ind ians  w i l l  be t r e a t e d  
as non-Indians w i th  respec t  t o  employment. ( ~ l l u s t r a t i o n  4 ,  "Pre- 
fe rence  i n  employnaent f o r  Ind ians  of one-half degree o r  wre a n c e s t r y  
o f  terminated t r i b e s , "  dated August 3 ,  1977, r e i t e r a t e s  t h e  
S o l i c i t o r ' s  Opinion, M-36297. 1 
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- 5  Effec t  of Employed, Terminated Indian Tr ibes '  T r i b a l  Members. Members 
of terminated Indian t r i b e s ,  who a r e  cu r ren t ly  employed i n  t h e  Bureau 
under t h e  Schedule A appoint ing a u t h o r i t y ,  w i l l  remain i n  t h e  excepted 
se rv ice ,  so long as t h e  employee i s  continuously employed i n  t h e  Bureau. 
However, t h e s e  employees w i l l  not be e n t i t l e d  t o  Indian preference  f o r  
a l l  o ther  personnel considerat ions as promotion, t r a n s f e r ,  o r  r e a s s i g n m n t .  
I f  a member of a terminated Indian t r i b e  leaves  h i s / h e r  employment wi th  
t h e  Bureau and seeks subsequent reemployment, such f o r ~ r  employees w i l l  
be  considered f o r  employment on t h e  same b a s i s  as a non-Indian. 

.6 Movement from Competitive Serv ice  t o  Excepted Posi t ions.  

A. An employee serving i n  a competitive p o s i t i o n  wi th  c a r e e r  s t a t u s  
who i s  mved i n  t h e  i n t e r e s t  of t h e  Bureau o r  D e p r t m n t  to a Schedule C 
p o s i t i o n  o r  t o  an  overseas o r  t e r r i t o r i a l  excepted p o s i t i o n  may be  granted  
r e e m p l o y ~ n t  r i g h t s  by t h e  Ass i s t an t  Sec re t a ry  of Indian  Af fa i r s .  The 
employee s h a l l  be advised i n  w r i t i n g  t h a t  reemployment r i g h t s  a r e ,  o r  a r e  
n o t ,  granted, 

B. I t  is  t h e  pol icy  of t h e  Bureau t o  encourage Ind ian  employees 
with excepted appoin tmnts  t o  seek competitive s t a t u s .  It i s  - no t ,  however, 
t h e  po l i cy  of t h e  Bureau t o  convert Indian  employees wi th  competi t ive 
s t a t u s  t o  an  excepted appointment, s i n c e  it i s  not  b e n e f i c i a l  f o r  a n  
Ind ian  employee t o  l o s e  o r  f o r f e i t  h i s / h e r  competitive s t a tus .  

.7 Posi t ions  Paid from Tr iba l  Funds. 

A, Pos i t ions  Paid from Funds Disbursed Through Treasury Disbursing 
Offices.  

T r i b a l  Funds and Indian Monies, Proceeds of Labor, funds he ld  by t h e  
United S t a t e s  i n  t r u s t  f o r  various Indian t r i b e s  and disbursed through 
d isburs ing  o f f i ces  of t h e  Treasury Department a r e  considered t o  be Federal  
funds. A l l  pos i t ions  f inanced from such funds a r e  considered to be Govern- 
ment pos i t i ons  and a r e  subjec t  t o  t h e  requirements of t h e  C l a s s i f i c a t i o n  
A c t  of 1949, as e n d e d ,  unless  s p e c i f i c  exempting language appear; i n  t h e  
Act appropriat ing o r  otherwise au thor iz ing  t h e  expenditure of  such funds. 

B. Pos i t ions  Paid from Funds wi th in  Local Control  of T r i b a l  Councils. 
Funds ca r r i ed  i n  Deposit Funds' accounts i n  t h e  name of a t r i b e ,  i t s  
governing body, o r  i n  t h e  name of a t r i b a l  a s soc ia t ion  o r  e n t e r p r i s e  do 
not  r equ i re  au thor iz ing  Congressional l e g i s l a t i o n  f o r  t h e i r  use, Pos i t i ons  
pa id  from these  funds a r e  not considered to be Government p o s i t i o n s ,  nor  
a r e  t h e  incumbents of such pos i t i ons  considered t o  be Federal  Employees. 
Compensation f o r  such employmnt i s  f ixed  by t h e  employing body. 
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.8 Veterans Preference. See 44 BIAM 211.2. 

.9 Qualification Standards. See 44 BIAM 338.4. 

.10 Equal Employment Opportunity. 

A. Except f o r  Indian Preference el igibles ,  a l l  appointments i n  the 
Bureau of Indian Affairs sha l l  be made without regard to race, sex and 
ethnic group, 

B. The Supreme Court Decision of 1974  orto ton v. ~ a n c a r i )  concluded 
tha t  Indian Preference does not const i tute  "racial discrimination" o r  
even l'racialll preference, but i s  rather an employment cr i ter ion designed 
t o  further the cause of Indian self-governmnt and to  make t h e  Bureau 
of Indian Affairs more responsive to  the needs of i t s  constituent group. 

.11 Suitabili ty.  FPM 731,l.l defines s u i t a b i l i t y  as "a requiremnt o r  
requirements f o r  emplayment by the Government having reference t o  the 
character, reputation, and f i tness  of the person under consideration. " 

(see 44 BUM 335,3.17, "Determining Basic El igibi l i ty;"  44 IAM 338,4, 
"Qualification Standards; " and FPM 731, "Suitability. " 

-12 Promotion and Internal Placement. See 44 BIAM 335 

-13 Reduction in  Force. See 44 BIAM 351. 

Release No. 44-92, 2 /25 /85*  



44  B I A Y  Release 
I l l u s t r a t i o n  1 

Form BIA - 4432 
Rev. October 1984 

Page 1 o f  6 Dages 

United States Department of the Interior 

VERIFIC.ITIOS OF 13D[XS PREFERENCE FOR E3lPLOS3lEST 
IS BUKEAC' OF IZ~DI.I.\I' .AFF.AIRS AYD INDIAS HEALTH SERVICE OYLY 

TO Establish eliqbility tor Lndian prc<ercnce ior employment 
w ~ c h  BIIL'IHS. complerc one of [he cawpries below and submit 

with your SF- 171. Appficauon ior F d c d  Employment. 

Category MEMBERS OF FEDERALLY RECOGNIZED INDIAN TRIBES. BANDS OR 
.A COMhIUYlTIES. 

This is to certify that the person named below is a member oi the tribe indicated: 

Full Name Dare of Tribal Atfiliation 
Binh 

Tribal leder or Representative 8 IX Representative Date 

Title Title 

Date Agency Name 

Category DESCESDANTS OF ME?vIBERS OF FEDERALLY RECOGSIZED IivDI.4N TRIBES, BAYDS OR 
B COblMUN[TTES WHO WERE RESIDING ON ANY INDIAN RESERV.I\TION ON JUNE I .  1934. 

This is to certify that the person named below has established to my satisfaction that he is ii descendant of an 
enmiled member of the tribe named below and that he was l ivin~ on an Indian reservation on June 1 .  1331. 
The applicant's family history is outlined on the attached family history chart: 

Name of Individual Date of Reservation of Residence 
Binh on June 1. 1931 

Ancestor Tribal Record of Affiliation 

Date BIA Rrprcsenmtive 

Title 
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Category 
C 

FERSONS WHO POSSESS .AT LEAST DEGREE [FDIAS BLOOD DERIVED FRO!*I TRIBES 
IYD[GEXOLS TO THE L-YITED STATES: 

This is tocenif) that I have reviewed the documentation to suopon the below listed individual's claim to the 
possession oi ~t lest  ;c degree Indian biood. Tne ~trached txnl l !  hibrory chart outlines rhe inciivldu~i'j 
family hisroy: 

-- - 
Name Date of Dew of Blood mi Tribal 

Binh Derivation 

Based on: 

B U  Representative Date 

Title 

Name Records 
Agency 

PERSONS OF ESKMO OR OTHER ABORIGINAL PEOPLES OF ALASKAN DESCENT 
This is to certify that the person named below has established to my satisfaction that he is qtnlified for 
Indian Preference because of his possession of Eskimo or other aboriginal peoples' blood of Alaska. The 
anached family hisior). chm' outlines the individuai's family history. 

Name Date of 
Birth 

Alaska Native Group 

Record(s) on Which Based 

BIA Representative Date 

Title 

Agency 

Release NO. 44-92, 2 / 2 5 / 8 5  
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Famiiy History continuation 

Father 
Parcrnal Grnnclmorhcr 

( >latema1 Grandfather 
Mother I 

blatemal Grandmother 

I Great-Great-Gnndfather 
1 Great-Grandfather 1 

1 Great-Great-Grandfather 

Paternal Grmdhther 

Paternal Grandmother 

I 

Great-Great -Gr;acdmother 

Great-Great-Grandfather 

Great-Grandfather L 
Great-Great-Grandmother 

Great-Grandmother 
Great-Great-Grandmother 

Great-Grandmother I 
Great-Great-Grandmother 

I Great-Greac-Grandfather I Great-Grandfather I 
Great-Great-Grandmother 

r Great-Great-Grandfather 

.Maternal Grandfather 

Great-Great-Grmdmother 

GrentiGreat-Grandfather 

Macema1 Grandmother 1 

Great-Grandmother L 

Gnat-Great-Grandmother 

I I Great-Grea-Grandfather 
Great-Grandmother I 

Great-Great-Grandmother 

Release NO. 44-92, 2 / 2 5 / 8 5  
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I t  is the  r e s p o n s i b i l i t y  of t he  'hdi7ridual a s t a b l i ~ h ~ q  zvidence o f  
e n t i t l t a e n r  t o  Iriaian praferznce ia m ~ l o - p e n t  co submic a s  3uc.i jack- 
ground hr 'orzration as possible t o  ver-2-y e l i g i b i l i t y  f o r  ?ref2rence.. 

Category A: If you a r e  a member or' a Federa l ly  recogpized tribe, you say 
con tac t  e i t h e r  your t r i b e  o r  the  BM Agency Of f i ce  s e m i c i n q  your tribe 
f o r  completion or' this category. If the t r i b e  c e r t i f i e s ,  then the  v e r i -  
f i c a t i o n  must be countersigned by the  se rv ic ing  Bureau o f f i c e .  If t h e  
Bureau mafntains t h e  records  o r  has a copy of a c u r r e n t  t r i b a l  r o l l  i n  i ts  
custody, t h e  Sureau v e r f f i c a t i o n  and signature is s u f f i c i a n t .  

Category B ,  C,  and D: If you are claiming preference based on any of 
these ca tagor i e s ,  you should provide as m c h  information as p o s s i b l e  
regarding your family history, This w i l l  b e  the only h f o m a t i o n  which 
t h e  Bureau will have t o  cer t f fy  t o  your descendancy. 

I n s t r u c t i o n s  to  t h e  Divis ion of T r i S a l  C o v e m e n t  S e r r i c e s  : 

This  f o r n  has been designed f o r  v e r i f i c a t i o n '  t h a t  an ind iv idua l  is 
entitled t o  preference  in employment. If t h e  a p p l i c a n t  does not m e e t  
t h e  c r i r e r i a ,  t h e  fors should - not b e  completed and signed b y  your o f f i c e .  
Upon v e r i f i c a t i o n  by the Area Direc tor ,  Superinterxdent, o r  the des iqnated  
B I A  Representative, t h e  individual, vffl be  e n t i r t e d  t o  preference  in 
employment. 

I n s t r u c t i o n s  t o  the Personnel Off ice:  

Receipt or' this proper ly  v e r i f i e d  f o m ,  toge ther  with SF-171, 
"Personal Qudff i c a t i o a s  Statement," e n t i t l e s  an app l i can t  t o  p re fe rence  
iP employmeat. 

Release No. 44-92, 2/25 /85  
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VEFXFICA'ITON OF INDIAN PREFERENCE FOR EMPKIYMENT I N  ?HE 
BUREW OF INDIAN AE'FAIFS AND INDIAN HEALTH SERVICE ONLY 

Illustration 1 
Page 5 of 6 pages 

Cateqory E A person of a t  l e a s t  one-quarter degree Indian ancestry of 
the Osage Wibe of Indians, whose rolls were c l a e d  by an 

(Void a f t e r  A c t  of Congress. 
October 4 ,  1985) 

This is to ver i fy  t h a t  
( Name of Applicant) 

is a descendant of the Osage Wibe 

and passesses of Indian blood, ances imr 's 
(Degree 

Final Ibll b. 

BIA Eaepresen ta t ive  

Ti tle 

BIA Mdress 

Instructions for  canpletion of Form 9IA-4432 

Instruction to Applicants : 

I t  is p u r  responsibi l i ty  to prwide  the Bureau Bpresentat ive with su f f i c i en t  
family h i s tn ry  information to verify that ycu are a t  l e a s t  one-quarkr degree 
Indian ancestry of the Osage P i b e  of Indians, whose rolls =re closed by an 
Act of Congress. 

Instructions to Personnel Office: 

Upon ver i f ica t ion  by the Superintendent, Osage Agency, o r  the designated 
representative, the individual w i l l  be e n t i t l e d  to preference i n  e m p l o p n t .  

(mte: 'Ib be canpleted and s u h n i t t d  with SF 171, Personal a a l i f  icat ions 
Statemnt, ON=.) 

Release  No. 46-92, 2/25/85 
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PRIVACY ACT AND PAPERKIRK REDUCTION ACT S'IATEMENT 

VEEIIFICATTON OF 1M)IAN PREFEREXE FOR EMPIDYMENT I N  ME BUREAU CF 
INDIAN AFFAIE AND INDIAN HEALM SERVICE ONLX (€om RIA44321 

GENERAL-This information is provided pursuant to Fublic I aw  93-579 
(Privacy A c t  of 1974) , December 31, 1974, for  individuals canpleting 
Federal Employment Application Forms. 

ACJ'ItIOXU'IY XI CDLECT PEWNAL INFOMTION-The Indian &organization 
Act  of June 18, 1934, 25 U.S.C. 472, prwided tha t  "Such qual i f ied  
Indians s h a l l  hereafter have the preference to appointmnts la 
vacancies i n  any such positions." On September 24, 1976, the then 
Civi l  Service canmission (now Office of B r s o m e l  Managemnt) anrended 
the Schedule A excepted appointing author i t ies  f o r  Indian preference 
e l ig ib les  a d  directed the respective Secretaries of the Department of 
the In te r io r  and the then Deparmnt  of Health, Wucation and Welfare 
(now Departmnt of Health and H m n  Services, D/HHS) to define the 
term, "Indian." 

The Bureau and the Indian Health Service (D/HHS) w i l l  extend an 
e r n p l o ~ n t  preference to persons of Indian descent who nee t one of the 
following s t a d a r d s  of 25 CFR 5.1 (25 U.S.C. 479): 

A. Members of any recognized Indian tribe now under F d r a . 1  jurisdic- 
t ion; 

B. Descerdants of such members who were, on June 1, 1934, residing 
within the present boundaries of any Indian reservation; 

C. A l l  others of oneha l f  o r  m r e  Indian blood of t r ibes  indigenous 
to the U.S.; 

D. E s k b s  an3 other aboriginal pecple of Alaska; and 
E- U n t i l  October 4, 1985, a person of a t  l e a s t  one-quarter degree Indian 

ances t ry  of t h e  Osage Tr ibe  of Indians whose r o l l s  w e r e  c losed by an  
an A c t  of Congress. 

HJRR35ES AND USES--lhe principal  purpose f o r  the forms is tn gran t  
weference i n  einploynrent in  the m e a u  and the Indian Health Service to 
individuals meeting the standards of 25 CFR 5 -1. 

EFFECTS OF NONDISC1l3SURE-Disclosure of the informt ion sought is 
voluntary. Tb be considered a preference e l i g i b l e  according to the 
standards of 25 CFR 5.1, proof of membership, descendancy or degree of 
Indian ancestry must be suhni tted a s  indicated on rolls or records 
acceptable to the respective Secretaries . 



44  BIAM 302 
I l l u s t r a t i o n  2 
Pqe 1 of 2 pages 

TRIBES AND BANDS FOR WHICH THE FEDERAL TRUST 
RELA TIONSHIP HAS BEEN TERM1 NATED 

Authorizing E f  feet i v e  
Name S t a t u t e  Date 

Alabama and Coushatta Tribes of Texas 68 S ta t .  768 7-1-1955 

Cat awba Indians of South Carolina 73 S ta t .  592 7-1-1962 

Klamath and Modoc  rib& and the  

Yahooskin Band of Snake Indians 67 St  at. 71 8 

Menominee Tribe of Wisconsin ** 

"+ Restored December 22, 1973 

68 S ta t .  254 
70 Sta t .  544 
70 Stat .  549 
72 Sta t .  290 
74 Sta t .  867 

Mixed-blood Ute Indians of the Uintah 
and Our ay Reservation 68 Sta t .  724 

Ponca Indian Tribe of  Nebraska 76 S ta t .  429 

Tribes and Bands of Western Oreqon 
including t h e  following tribes, bands, 
groups or communities of Indians: 
Confederated Tribes of the  Grande R o d e  
Community, Confederated Tribes o f  Sfietz 
Indians *, Alsea, Appleqate, Creek, 
Calapoaya, Chaftan, Chempho , Chetco , 
Chetlessington, Chinook, Clackamas, 

. Clatskanie,  Clatsop, Clonwewalla, Coos, 
Cow Creek,Euchees, Galic Creek, Grave, 
Joshua, Karok, Kathlamet, Kusotony, Kwatami 
or Sixes, Lakmiut, Long Tom Creek, Lower 
Coquille , Lower Umpqua, Maddy , Mackanotin, 
Mary's River, Multnanah, Mwsel Creek, 
Nalt unnet unne, Nehalem, Nestucca, Northern 
Molalla, Port  Orford, Pudding River, Rogue 
River, Salmon River, Santiam, Scoton, Shasta, 
Shasta Cost a, S i l e t z ,  Siuslaw , Skiloot,  
Southern Molalla, Takelma, Tillarnook, Tolowa, 
Tualatin , Tututui, Upper Coquille, Upper 
Umpqua, Willamett e Tumwater , Y a m h i l l ,  
Yaquina and Yoncalla 68 Sta t .  724 

* Restored November 18, 1977 

44 BIAM Release 82, 12/2/82 
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TRIBES AND BANDS FOR WHICH THE FEDERAL TRUST 
RRATIONSHIP HAS BEEN TERMINATED 

Author i r i n g  E f fec t i ve  
Nane Statute  Oat e 

Individual C a l i f o r n i a  Rancheriae 

Lagma Rancheria 61 Stat .  731 1958 

California Ramheria Act as anended: 72 Stat. 619 
76 S t a t .  390 

Alexander Valley (Wappo) 
Auburn 
B i q  V a l  l e y  ( Pinolev il le  ) 
81ueLake - 
Buena Vista 
Cache Creek 
Chico (Meechipta) 
Uoverdade 
Crescent City (Elk  Valley) 
Graton (Sebastopol ) 
G r  e e n v i l  l e  
Indian Ranch 
Mark West 
Mooret o m  
Nevada City 
North Fork 
Paakent a 
P i n o l e v i l l e  
Potter  Valley 
Quartz Valley 
Redding (Clear Lake) 
Rohnerville (Bear River) 
Ruffeys (Ruffeys Valley - Etna Band) 
Scotts Valley (sugar B o w l )  
H i l t  on 

Shingle springs (Verona tract) 
Sold and Proceeds Distributed 

Mission Creek 
Sold and Proceeds Distributed 

Strathmore 
Soid on Defirment Plan 

Publicat ion  - date  - 
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August 24, 1955 

Indians: Receipt of Goverment Benefits-Iadian Tribes: Terminal, 
Legislation 

-. 
Upon the issuance o f  a proclamation, Indians who are subject to 

section 23 of the ac t  of August 27, 1954 (68 Stat .  868, 877), 
will not be entit led to preferment in employme~t by the 
Bureau of Indian Affairs. 

Inrliens: Receipt of Government Beriefits-Indian Gibee: Terminal 
Legislation 

The positions of Indians subject to section 23 of t&e act of 
August 27, 1954, who are presently employed by the Bureau of 
Indian Affairs will rma3.n k the excepted category in which 
they have been placed by the Civil Service.Comission so long 
es the Commission's regulations remain unchanged. 

Release 44-6 7, 7- 10-80 
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D3F'A.3mT OF THE II.ITLlIOR 
Office of the Solicitor 
Washingtxm 25, D. C. 

M-3629'7 August 24, 1955 

Xemorandum 

To : Comisaioner, Bureau of Indian Affairs 

fim: The Solicitor 

Scb;'ect: The effect of section 23 of the a c t  of August 27, 1924 
(68 Stat. 868, 8'77) on Indian preference h employment 

You have asked m e  whether the laws pr&iding a preference 
fo r  the enployment of Indians i n  the Bureau of Indian Affairs will  
be applicsble t o  certain U i n t a h  and Ouray Indians of mixed blood as 
t o  &om a proclmation is issued pursuant to section 23 of the ac t  
of August 27, 1954 (65 Stat. 868, 877), and how the Indians to  whom 
the ac t  a-pplies u3o are presently serving i n  the Bureau of Inriian 
Affairs under excepted appointments will be affected. 

Section 23 of the  ac t  of August 27, 1954 (68 Stat. 868, 8 7 )  
reads as follous: 

"Upon renoval of Federal res t r ic t ions  on the property 
of each in6ividual mixed-blood meznber of the t r ibe,  the 
Secretary shall publish in t h e  Federal Register a proclama- 
t ion declaring that the Federal trust relationship t o  such 
individual i s  terminated. Thereafter, such individual shall  
not be entitled to any of t h e  services performed for  Indians 
becsuse of his status as an Indian, All statutes of the 
United States which affect  Indians because of the i r  s tatus 
as Mians shall n o  longer be applicable to such member over 
uMch supervision has been terminated, and the l a w  of the 
several States shall apply to  such manber i n  the  same manner as 
they apply to other citizens uithin their jurisdiction," 

It seens clear that the language used i n  the provision 
quoted is brosd enough t o  exclude the Indians t o  whom it is appli- 
cable frm the operation of a33 Federal laws affecting Indians 
because they are Indians. This interpretation is confirmed by the 
construction which the Department put upon ident ica l  language which 
it drafted with respect to the Klamth Indians. lo its suhlse ion 
b the Congress on S e n w i r y  4, 1954, of the drafft of a proposed b i l l  
t o  provide for the termination of Federal supervision over the prop 
erty of that tribe, it stated w i t h  reference t o  a comparable provision: 

Release 44-67, 7-10-80 
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"Section 18 of the b i l l  provides that  wfien Federal 
restrictions are removed from the property of the t r ibe  
end i ts  membsrs a procla5ation will be published in  the 
Federal Register, and thereafter such Indians w i l l  have 
the same status under S ta&+ and Federal l a w  as my other 
person or citizen. * * *" 

The statutory provisions that  establish a preference for 
I n d i ~ ~ s  tn employment by the Bureau of I ~ d i a n  Affeirs (see 25 U.? S. C., 
-s, 44-47, 172) are, of course, laws that affect Indians because 
they are Indians. It follows, therefore, tha t  the Indians who are 
,si3ject to section 23 of the ac t  of August 27, 1954, w i l l  not be 
entitled to preferment i n  employment by the Bureau of Indian Affeirs, 
but, u_pn the issumce of a proclamation, are to  be treated l ike  any 
other persm or persons with respect to emplo-pent. 

The preference in favor of the erriployment of Indians by 
the  Bureau of Indian Affairs has been given effect through regula- 
tions of the Civil Service Comiasion, 5 C= 0.1, 6.100, 6.110(c) (1), 
exceptine from the competitive civil service "Positions in the Bureau 
of Indian Affairs, ?!ashington, D. C., and in the  f ie ld  when f i l l ed  
by the appoir.@ent of Indians who 'are of one-quarter or  more Indian 

I/ Similar language bas used i n  a nmber of departmental 
r e p r t s  concerning other termination legislation. Lmguage substan- 
t i a l l y  identical to tha t  used In  section 23 is to be found in the 
f 011 owing acts : 

A C ~  of June 17, 1954, 68 Stat. 230 (~enominee Indians) ; 
A C ~  of August 13, 1954, 68 Stat. n 8  (Klamath Indians): 
~ c t  of August 13, 1954, 68 Stat ,  724 (various Oregon tr ibes);  
k t  of August 23, 1954, 68 Stat.  768 (Alabama and Coushatta t r ibes)  ; 
kct of Septanber 1, 1954, 68 Stat. 1099 (Paiute Indians in U r n ) ,  

Substantially-the same words were also used i n  other temihation 
b i l l s  in  the 83d Congress: S. 2750 and H.R. 7319, relat ing to the F l a t  
head Tndians; S. 2749 and R.R. 7322, relat ing to the California Indians; 
S. 2743 and H.R. 7318, relating t o  the Sac and Fox, Xickapoo and Pota- 
watomie tribes; and S, 2748 and R.R. 7316, relating to the Turtle 
Y~unta in  bdians, Xorth Dakota. 

Release 44-67, 7-10-80 
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bloodawY Tkese positions, as  pointed out I n  Opicion M-36205, dated 
June 4, 1954, a re  therefore not subject to the laws or  regufatione 
applicable t o  positions i n  the cmpeti t ive service, when the p s i -  
t ions are held by Indians. 

It would seem, therefore, that so long a s  the Civil  Service 
Cnrmission regulations remain unchmged, positions held by Indiana 
subject t o  section 23 of the act of August 27, 1954, will remain i n  
tne exce?ted category. 

There is undoubtedly a question, however, whether, i n  the 
l igh t  of the new provisions of the law, the Civil Service Commission 
w i l l  deem it proper t o  continue i n  the excepted category the positions 
occupied by the kdians in question. What the standing of the Indians 
occupPving these positions w i l l  be i f  and when the positions are re- 
stored t o  the competitive c i v i l  service 18 a question which it appears 
to me the Civil Service Commission must answer. 

' 

( ~ g d )  Edmtmd T. Bits 
Acting Solici tor  

3/ This regulation was amended on March 29, 1955 (19 F. R. 
1861) to include positions elsewfiere in the Department of the Interior  
directly and primarily r e l a t h g  t o  the  providing of services to Indians 
when filled by Indians. 

Release 44-6 7, 7- 10-80 
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To : Acting Deputy Commissioner o f  I n d i a n  ~f f d i r s  

From: Act ing  A s s o c i a t e  S o l i c i t o r ,  I nd i an  R f c a i r s  

Subject :  F re fe rence  i n  emp1oyn:ent f o r  I n d i a n s  o f  one-hzlf  
deg ree  o r  more ancestry o f  te rmina ted  t r i b e s  

The me~orandum d a t e d  J u l y  19,  19 77, r e q u e s t s  t h i s  o f f i c e '  s 
op in ion  on  t h e  q u e s t i o n  o f  e l i g i b i l i t y  o f  pe r sons  of 
one-half deg ree  or more I n d i a n  a n c e s t r y  o f  t e r n i n a t e d  
t r i b e s  for a p r e f e r e n c e  i n  employment i n  t h e  Bureau. 

The i s s u e  i s  r a i s e d  because  of t h e  proposed d e f i n i t i o n  
of " Ind ian ,"  42 Fed, Reg. 27609 (Kay 31, 1977) ,  t r a c k i n g  
the  s t a t u t o r y -  definition o f  t h e  t e r m ,  25 U . S  .C. S479. 
The s t a t u t e  and t h e  proposed r e g u l a t i o n ,  2 5  U.S.C. 
8258.1(c) ,  each have a p r o v i s i o n  i n c l u d i n g  pe r sons  o f  
one-half d e g r e e  or more I n d i a n  a n c e s t r y ,  No o t h e r  
q u a l i f i c a t i o n s  b e s i d e s  t h e  minimum I n d i a n  a n c e s t r y  are 
needed to  m e e t  t h i s  c r i t e r i o n .  Because it is  s i l e n t  
on t h e  effect  o f  t e r m i n a t i o n ,  s e v e r a l  o f f i c e s  of t h e  
Bureau and s e v e r a l  a f f e c t e d  p e r s o n s  -are now a p p a r e n t l y  
contending t h a t  t e r m i n a t i o n  o f  t h e  t r i b e  th rough  which 
they  trace t h e i r  a n c e s t r y  had no e f f e c t  on t h e i r  
p r e fe rence  e l i g i b i l i t y .  

! 

I I n  o u r  view, t h e  q u e s t i o n  was answered i n  S o l i c i t o r ' s  
t 

1 
Opinion M-36297 o f  August 24, 1955, I t - c m c l u d e d  t h a t  

I 6 
t h e  language o f  t h e  act  t e r m i n a t i n g  Uintah and Ouray . 

I I nd i ans  of mixed blood,  A c t  o f  August 27, 1953, 68 
S t a t .  868, which provided t h a t  upon t e r n i n a t i o n  a l l  

I s t a t u t e s  which a f f e c t  I n d i a n s  because  o f  t h e i r  s t a t u s  
[ a s  Ind ians  s h a l l  n o t  b e  a p p l i c a b l e  t o  t h o s e  t e rmina t ed ,  
i 
$ 

prec ludes  ex tending  a p r e f e r e n c e  i n  employment t o  them. 
Both t h e  d e f i n i t i o n  o f  " Ind ian"  i n  t h e  I n d i a n  ~ e o r g a n i z a t i o n  

Y A c t ,  sup ra ,  and t h e  p r e f e r e n c e  p r o v i s i o n ,  S472 ,  are 

i 

Received 
Bureau of Tndlan b f f s l r s  

Personqe1 :lo:. - . t t  

AUG A 1 G i i  

Central Office 
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s t a t u t e s  which a f f e c t  I n d i a n s  because  of t h e i r  s t a t u s  as 
Ind i ans .  Thus ,  neither s t a t u t e  may be a p p l i e d  to those 
t e rmina t ed .  A s  a matter o f  law, i n  d e t e r m i n i n g  
p r e f e r e n c e  e l i g i b i l i t y ,  c o n s i d e r a t i o n  may not be given 
to t h e  degree of I n d i a n  a n c e s t r y  d e r i v e d  f r o m  a t e2mina ted  
group. 

Hans Walker , Jr . V 
f 

Release 44-67, 7-1Q-80 
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BUREAU OF INDIAN AFFAIRS MANUAL 44 BIAM ADDITION TO FPM 
PERSONNEL 

Chapter 304 EMPLOYMENT OF EXPERTS AND CONSULTANTS 44 BIAM 304,l 

Subchapter 1. Administration and General Provisions 

1. Policv. Prior approval shall be obtained from the Office of the 
Secretary before an individual may be employed as an expert or con- 
sultant, regardless of the funds from which the employee will be paid. 

2. Civil Service Commission review. Quarterly reports must be made 
to the Office of Personnel Management regarding all new expert or con- 
sultant appointments made for a period of more than 30 calendar days 
(whether full-time, part~time, or intermittent and paid or unpaid); 
the first extension of all appointments initially limited to 30 
calendar days or less, and; the reappointment of all experts and 
consultants at the end of each service year. 

The reports shall be submitted in the format of Illustration 1. 
Particular attention should be taken in completing the following 
i terns : 

(3) Title of Position: 
Identification Number of Position: 
The Commission requires that each statement of duties 
performed 'by an expert or consultant be assigned a 
position identification number. The identification 
number of the position will be placed on the SF-50, 
Notification of Personnel Action. 

(9) A~pointing Authority. 
Section 104, 5 U.S.C. 3109 will be used in most 
instances in appointing experts and consultants in 
the Bureau. 

( 7 3  &-&:mate of number of days & work. 
This information is required to determine whether 
the exper: or consultznt is a special Government 
or regular employee for conflict of interest purposes. 
The Department will also make a determination of the 
use of the funds allocated for expert and consultant 
employment. 
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D e s c r i p t i o n  o f  Dut ies .  
The p o s i t i o n  f o r  which t h e  s e r v i c e s  of a n  e x p e r t  
o r  c o n s u l t a n t  a r e  r e q u i r e d  must provide  adequate  
informat ion  t o  show t h a t  t h e  work i s  n o t  of a 
con t inu ing  n a t u r e  and t h a t  i t  can  be performed 
o n l y  by persons  p o s s e s s i n g  s p e c i a l  e x p e r t i s e .  
It w i l l  s p e c i f y  t h e  k ind  and q u a l i t y  of  expe r i ence  
and t r a i n i n g  a person  must have t o  q u a l i f y  him t o  
provide  t h e  s e r v i c e .  The s t a t emen t  of  d u t i e s  w i l l  
show whether i t  i s  one i n  which t h e  person  w i l l  
perform p u r e l y  i n  an  a d v i s o r y  o r  c o n s u l t i n g  c a p a c i t y  
a s  a c o n s u l t a n t ,  o r  one t h a t  r e q u i r e s  t h e  s e r v i c e s  
of a n  e x p e r t  i n  a p a r t i c u l a r  f i e l d  whose knowledge 
and mas tery  of t h e  p r i n c i p l e s ,  p r a c t i c e s ,  problems,  
methods and techniques  of h i s  f i e l d  of a c t i v i t y ,  
o r  of a s p e c i a l i z e d  a r e a  i n  t h e  f i e l d ,  a r e  c l e a r l y  
s u p e r i o r  t o  t hose  u s u a l l y  possessed by o r d i n a r i l y  
competent pe r sans  i n  t h e  a c t i v i t y .  

(11)  Experience and T r a i n i n g  resume of Exper t  o r  Consu l t an t .  
S t a t e  s p e c i f i c a l l y  t h e  p o r t i o n  of  expe r i ence  and 
t r a i n i n g  which r e l a t e  t o  t h e  d u t i e s  he  w i l l  per -  
form. Fu rn i sh  in fo rma t ion  which v e r i f i e s  t h a t  he  i s  
a n  e x p e r t  i n  t he  f i e l d  i n  which he  i s  t o  a d v i s e ,  o r ,  
t h a t  h e  has  achieved  knowledge cons idered  s u p e r i o r  
t o  t h a t  possessed  by o r d i n a r i l y  competent persons  
i n  h i s  f i e l d  o r  a c t i v i t y .  
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Illustration I 

EXPERT AND CONSULTANT EMPLOYMENT REPORT 

(1) Bureau: 
Personnel Office: 
Telephone Code and Extension: 

( 2 )  Name of Expert or Consultant: 
Date of Birth: 

(3) Title of Position: 
Identification Number of Position: 

(4) Appointing Authority: 

(5) Appointment Effective Date: 

(6) Salary Rate: 

(7) Estimate of No. of Days of Work: 

(8) Employment and Financial Interest Statement: 

Appointment NTE Date: 

(9) Statement that the appointee is, or will be, assigned only to the 
duties for which the appointment is made. 

(10' Description of Duties (Indicate whether advisory or expert in nature): 

(11) Yxperience and Training Resume of Expert or Consultant Which 
Qualify him for the Position: 

(12) aumber of Days on Which Service Was Performed in Previous Service Year 
(Reappointment only): 
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Appendix A. P rocedura l  I n s t r u c t i o n s  Regarding Employment of 
Exper ts  and Consul tan ts .  

1. Procedure f o r  o b t a i n i n g  S e c r e t a r i a l  approval  of Expert  and 
Consul tan t  employment. Exper ts  o r  Consu l t an t s  s h a l l  n o t  be 
employed wi thout  p r i o r  approval  of the  O f f i c e  of the  S e c r e t a r y .  

A .  The r e q u e s t i n g  o f f i c e  s h a l l  submit s i x  cop ies  of  completed 
Form DI-370, Request f o r  Approval o f  Exper t  o r  Consul tan t  
Employment, t oge the r  w i t h  a  completed SF-171 o r  resume of 
the  background of exper ience  and q u a l i f i c a t i o n s  of the  
a p p o i n t e e ,  and a n  SF-52, Request f o r  Personnel  Act ion ,  t o  
the  Div i s ion  of Personnel  Management a t  l e a s t  30 days p r i o r  
t o  the  proposed e f f e c t i v e  d a t e .  I n  complet ing t h e  DI-370, 
t he  informat ion  reques ted  i n  44 BLAH 304,1.2 should be 
inc luded i n  the  a p p r o p r i a t e  i terns. 

B .  Request f o r  Approval of Exper t  o r  Consul tan t  Employment, 
DI-370, s h a l l  be submit ted t o  the  Div i s ion  of Personnel  
tfanagement f o r  a n  appointment o r  s t a t u s  change of a  paid 
o r  wi thout  compensation e x p e r t  o r  c o n s u l t a n t .  

C .  A memorandum s h a l l  be submit ted t o  t h e  O f f i c e  of t h e  
Sec reea ry ,  n o t i f y i n g  t h a t  O f f i c e  of t he  proposed 
s e p a r a t i o n  a c t i o n .  

2 .  P .espons ib i l i t ies  , E t h i c a l  and Other Conduct of Experts  and 
Consu l t an t s .  A completed Form DI-213, C o n f i d e n t i a l  Statement  
of Employment and F inanc ia l  I n t e r e s t s ,  f o r  s p e c i a l  Government 
emp:.oyees s h a l l  be obta ined  prior t o  t h e  d a t e  of e n t r a n c e  on 
dvt\/ and s h a l l  be kept  c u r r e n t  supplementary s t a t emen t s  
from the  employee. 

4. Copies of the f i n a n c i a l  statemnents s h a l l  be maintained 
f o r  f i v e  years  i n  a  s e p a r a t e  f i l e  i n  t h e  Div i s ion  of 
Personnel  Management. 

B I AM REISSUE 
FEBRUARY 1984 



BUREAU OF INDIAN AFFAIRS MANUAL 44 BIAM ADDITION 2'0 FPM 
,PERSONNEL 

CHAPTER 306 Select ive  Placement Programs 44 BIAM 306 

Table o f  Cbntents 

Subchapter 3. BIA Select ive  Placement Programs 

.2 W l i c y  

.3 Responsibi l i t ies  

.4 Action Itens 

Add.  t o  FPM R e l e a s e  4 4 - 8 4 ,  4 / 2 2 / 8 3  

B 1 A M REISSUE 
FTBRUARY 1984 



BUREAU OF INDIAN AFFAIRS M A C  44 BIAM ADDITION XI FPM 
PERSONNEL 

Chapter 306 Selective Placement Programs 44 BIAM 306, 3.1 

Subchapter 3. BIA Selective Placement Prcqrans 

3.1 Purpose. me p q s e  of t h i s  chapter is to establ ish policy and 
procedures of the  Bureau of Indian Affairs with respect to select ive place- 
ment prograns f o r  individuals who have special problems i n  obtaining and 
re ta ining employment. The prcqrans of selective placement include the phys- 
i c a l l y  disabled , mentally retarded, mentally restored , disabled veterans, 
rehabi l i ta ted offenders, and p r i s n e r s  of correctional and penal ins t i tu -  
t ions,  who are apprwed f o r  work release p r o g r m .  

3.2 Policy. It is the policy of the  Bureau of Indian Affairs to p rwide  
f u l l  ard continuimj employment opportunities, advancement potent ia l ,  reason- 
able accamrPdations, alld a barr ier  f ree  m r k i r g  environment for  qual i f ied 
physically and mentally disabled individuals, and to extend employment oppor- 
tlnities to other permns w b  are cwered by other selective placement pro- 
g r m s  a p p w e d  by the M f i c e  of Personnel Management (OPM) . Indian prefer- 
ence w i l l  apply i n  enployment of individuals under select ive placement 
progrms. A l l  Bureau o f f i c i a l s  w i l l  s t r i ve  to meet the objectives of the  
select ive placement programs to insure t o t a l  success. 

3.3 Responsibilities. The Deputy Assistant Secretary - Indian Affairs  
(Operations) has the  werall responsibil i ty for the operation of these 
select ive placement prograns. The Director, Off ice of Administration, w i l l  
p rwide  general progran direction. The Chief Permnnel Officer, Division 
of Personnel Management, w i l l  prw ide Bureauwide program guidelines and 
general management. The area directors  hmre werall responsibi l i ty  for the  
operation of the programs within their  organizational jur isdict ions  with the 
major r e s p n s i b i l i t y  for implementation of the progrms assigned to the  
operating personnel o f f ices  where the i n i t i a l  employment occurs. 

3.4 Action Items. 

A. Designation of Coordinators. me Chief Personnel M f i c e r  is the 
Bureauwide Cbordinatnr for  Selective Placement. The Division of Personnel 
Management coordinates a l l  employment matters within the Bureau of Indian 
Affairs  ard maintains cons~l ida ted  recruitment information which makes it a 
su i tab le  base of operations for  the coordinator. Each area d i rec tor  w i l l  
designate an areawide Selective Placement Cbordinator. 

B. Central Office, Chief Personnel Officer, Division of Personnel M a n -  
agement, w i l l :  

(1) Prepare the affirmative action plan a d  recruitment plan fo r  
handicapped individuals &id? w i l l  prw ide guidelines and suggested action 
items. 

(2 )  Prepare the affirmative action plan and recruitment plan fo r  
disabled veterans &id? w i l l  prwide guidelines and suggested action items. 
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(3) Cbnsult with the area of f ices  on the affirmative action plans. 
After  the plans are finalized and apprwed , subnit  them IB the Department 
m f i c e  of Brsonnel,  Division of Ehployment. 

(4 ) Prepare the annual accanpl i shen t  repor t  on employment of the  
handicapped and the annual reprt on disabled veterans. A t  the time of the 
annual reports,  review the s t a t u s  of the select ive  placement programs i n  the  
Bureau. 

(5) Keep the Bureau of Indian Affairs Manual addit ion to the De- 
partmental Manual ard the  Federal Fe r snne l  Manual on select ive  placement 
up-to-date. 

(6 )  Keep area personnel o f f i ce r s  informed of new guidelines and 
i n f o m t i o n  on enployment under the select ive  placement programs. 

(7) Inform supewisors  and manqers on the select ive  placement 
program and keep them up-to-date on new guidelines sn they can make use of 
the prograns. 

(8)  Atterd, or designate a representative to attend departmental 
meetings of Bureau Coordinabrs to share pert inent information; discuss  
problems ard/ or successes; determine training needs fo r  s e l f  and area coor- 
d i n a w r s  ard a s s i s t  i n  the ident i f icat ion of appropriate t ra ining to meet 
such needs. 

C. Area Directors w i l l :  

(1) Identify appropriate vacancies and consider qual i f ied persons 
under the  select ive  placement programs, whose applications are on f i l e ,  or 
contact  various organizations, ass is t ing handicapped individuals and dis-  
abled veterans, for possible candidates. 

(2  ) Establish recruitment contacts with organizations to obtain  
qua l i f i ed  handicapped applicants. Indian organizations, veterans organiza- 
t ions ,  Ibcational Rehabilitation Serv ices, e tc . , should be prw ided copies 
of vacancy announcements. 

( 3 )  Contact the S t a t e  Ehployment Office b ident i fy  a spec i f ic  
person to serd vacancy announcements to when applicants are scarce. A l l  
vacancies w i l l  be l i s ted  with the S ta te  Rnployment Service when all  other  
sources of recruitment are exhausted. 

( 4 )  Arrange training f o r  the personnel s taff ing s p e c i a l i s t s  i n  the  
use of appintment options available for se lect ive  placement, such a s  Sched- 
u le  A and 700-hour author i t ies ,  i n  accordance with Indian preference policy. 
Waining, w i l l  be prwided on an individual need a s  determined by the super- 
v i s r .  Such training w i l l  be offered by OPM or on-the-job. 
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(5 )  Prepare input £or the  annual statistical reports  on accom- 
plishment i n  hiring hardicapped individuals and the annual repor t  on hir ing 
disabled veterans. W reprts, which are dm in  the  Washiqton o f f i ce  on 
Ocbber  1 each year, w i l l  include the n m h r  of applications of disabled 
individuals i n  the applicant supply f i l e ,  the nurrber of the= applicants 
referred to selecting o f f i c i a l s ,  and the nunher of them actual ly  hired by 
each handicap code a s  designated f o r  r e p r t i n g  purposes. A t  t h i s  time, 
Veterans statistics w i l l  be reported separately i n  the same format. Any 
impediments t~ hi r ing  under these prograns should also be reported. 

D. Reporting Requirements. The Central Office, Division of Personnel 
Management, suhits the Bureau A££ irmative Action ard Recruitment Plans f o r  
both hardicappd individuals and f o r  disabled veterans £or the f i s c a l  year 
on October 15 of each year. Alm, the annual accanplishment repor t  f o r  
hardicappd individuals and the repor t  for disabled veteran& are prepared a t  
t h i s  sane time. W plans and reports  are sent to the Department Director 
of  Personnel when apprwed . The Central Off ice ,  Division of Personnel Man- 
agement, a l so  prepares any additional repor ts  on select ive  placement t h a t  
the  Office of Personnel Management, Equal Employment @portunity Commission, 
or the  Department require. 
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Subchapter 1. General Provisions 

.1 Purpose of t he  Veterans Readjustment Appointment Program. The purpose 
of t h e  Veterans Readjustment Appointment (VRA) Program i s  t o  enhance employ- 
ment oppor tun i t i e s  f o r  e l i g i b l e  Vietnam e r a  ve te rans  i n  t h e  Bureau of Indian 
Affa i r s .  The Program i s  intended t o  h e l p  meet t h e  unique needs of t hese  
ve te rans  i n  t h e  c u r r e n t  labor  market, r ega rd l e s s  of t h e i r  s k i l l  l e v e l .  

.2 Policy.  It i s  t h e  pol icy  of t h e  Bureau of Indian Af fa i r s  t o  s t r o n g l y  
suppor t  t he  VRA Program. 

A. Every e f f o r t  w i l l  be made t o  l o c a t e  e l i g i b l e  Indian Vietnam e r a  
ve t e rans ,  e s p e c i a l l y  those who a r e  d i sab led ,  f o r  f i r s t  cons idera t ion  f o r  
Bureau vacancies.  

B. The provisions of Indian preference s h a l l  be followed i n  VRA appoint-  
ments. When the re  are no e l i g i b l e  Indian ve terans ,  o t h e r  ve te rans  w i l l  then  
be considered. 

C. When an app l i can t  i s  e l i g i b l e  f o r  a VRA appointment, and Indian 
preference ,  t h e  VRA appointment a u t h o r i t y  w i l l  be used, r a t h e r  than  Indian 
preference.  

.3 Authority.  The Nature of Action Code i s  170; Nature of Action is  Excepted 
Appointment; t h e  Authority Code i s  J8M; and t h e  Authori ty  i s  Reg. 307.1 03 f o r  
VRA appointments. The remarks should include "Appointed per  i n s t r u c t i o n s  i n  
FPM B u l l e t i n  307-19." The VRA appoint ing a u t h o r i t y ,  a s  s p e c i f i e d  i n  t h e  
Federal  Personnel Manual Chapter 307, s h a l l  be used whenever appropr ia te .  

.4 Respons ib i l i t i e s  f o r  t he  VRA Proaram. 

A. General d i r e c t i o n  f o r  the  VRA Program i n  the  Bureau of Indian  A££ a i r s  
r e s t s  with t h e  Deputy Ass i s t an t  Secre ta ry  - Indian F f f a i r s  i n  Cen t r a l  Off ice  
and t h e  Area Direc tors  i n  the  f i e l d .  

B. The Chief Personnel Off icer  w i l l  provide the  l eade r sh ip  f o r  t h e  
program and des igna te  t h e  Bureauwide Coordinator f o r  t h e  program. 

C. The Bureauwide Coordinator. The designated Bureauwide Coordinator 
has  t h e  fol lowing r e s p o n s i b i l i t i e s  : 

( 1  ) Monitor t he  progress  of t he  Program wi th in  t h e  Bureau; 

( 2 )  Keep up-to-date on changes i n  procedures i n  t h e  program i s sued  
by t h e  Of f i ce  of Personnel Management (OPM); 

( 3 )  Inform a rea  coord ina tors  of changes i n  t h e  program; 
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( 4 )  Provide assistance on the program t o  Area Coordinators, 
nanagers, and supervisors when requested and needed; 

( 5  ) Develop procedures to  be used in the program within t h e  Bureau, 
and; 

(6 )  Prepare any reports requested of the Bureau on the VRA Program. 

D. Area Coordinators. Each Area Director w i l l  desig~late an Area 
Coordinator fo r  the VRA Program. The Area Coordinator has the following 
responsibilities: 

(1) Keep fully informed on changes in the VRA authority; 

(2) Review positions with supervisors to  determine which vacancies 
would be appropriate t o  be f i l l ed  by VRA authority; 

( 3 )  Keep mnagers and supervisors informed on VRA and the benefits 
of using the authority; . 

( 4 )  Maintain contact with recruitment sources t o  locate e l ig ib le  
Vietnam era veterans for consideration for  vacancies (i.e. , Tribal O r ~ n i z a -  
t ions, Veterans Organizations, Veterans Administration, and State Employment 
Off ices ) ; 

( 5 ) With the Employee Development Specialist ,  supervisor, and 
employee, develop the educational and/or training plan fo r  the employee t o  
follow; 

( 6 )  Give career counselling t o  the VRA employee a s  requested and 
needed; 

( 7 )  Monitor the progress of VRA emplayees t o  see that job perfor- 
mnce and p r t i c i p t i o n  in education and training courses is satisfactory; 

(8)  Maintain necessary data on VRA appointments t o  prepare requested 
reports and t o  mni tor  progress of the program; and 

( 9 ) Follow-up t o  see tha t  conve IS ions t o  competitive appointments 
a r e  lnade on VRA employees who have satisfactory work perfornance and have 
completed t h e i r  training plan a t  the end of two years. 

E. Supervisors. Supervisors have the  following responsibili t ies in 
t h e i r  areas for  the VRA Program: 

(1) Review positions in t h e i r  areas with the  Personnel Office t o  
see what vacancies would be appropriate t o  f i l l  by VRA authority; 
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(2)  Consider veterans for  vacancies and use the  VRA authority t o  
f i l l  positions as  of ten a s  appropriate; 

( 3 )  Work with the Personnel Office and the employee t o  develop an 
education and/or training program f o r  the VRA employee; and 

( 4 )  Eva la t e  the  work performrnce of the  VRA employee, and assist 
i n  counselling i f  the emplayee's work performance is not satisfactory. 

F. Employees. An employee under a VRA authority a p p o i n t ~ n t  has t h e  
following responsibil i t ies : 

(1) Work with his/her supervisor and the  Personnel Office t o  develop 
an educational and/or training program; 

(2)  Maintain a sat isfactoly work performance; and 

(3) Submit appropriate evidence of satisfactoly completion of educa- 
t iona l  and/or training courses in his/her developmental program. 

Ad'?d. to FPM 44-97, 7/16/85 
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Candidates). Eligibles who will meet all of the position 
qualification requirements, time-in-grade requirements, etc., 
within 30 days after the closing date of the announcement may be 
considered. They may not be promoted until all the requirements 
are met. 

B. Selective Placement Factors. In some instances, a 
particular job or job environment will necessitate that an 
additional basic qualification requirement must be met to 
satisfactorily perform the job. For example, in some jobs the 
incumbents will be able to perform the required duties and 
responsibilities only if they are fluent in a language other than 
English or willing to travel by plane. These additional, 
absolutely essential requirements, are referred to as selective 
placement factors. Justification of the relationship to the 
actual duties of the specific job to be filled shall be maintained 
in the file. When selective placement factors are identified as 
essential, the factors become part of the basic requirements for 
basic eligibility. Candidates who do not meet the established 
selective placement factors will be ineligible for the specific 
position to be filled even though they do meet the other 
standards. All requests to use selective placement factors will 
be submitted to the Chief, Division of Personnel Management. 

1.17 Rankina Procedures. 

A. Promotion Panels. Promotion panels will be established 
in order to rank candidates for positions at GS-7 and above when 
there are more than ten (10) eligible candidates. Panels will 
consist of at least two or more members, and a personnel 
specialist serving in an advisory capacity to ensure that proper 
procedures are followed. Panel members must occupy positions the 
same and higher grade than the position to be filled and should be 
familiar with the duties of the job. (See Illustration 1, for 
detailed instructions). 

B. Panel Exceptions. Candidates who are basically qualified 
will be evaluated on a combination of factors considering their 
overall knowledge, skills and abilities. If there are ten (10) or 
fewer applicants, they may be evaluated by either a personnelist 
or a rating panel. If a personnelist conducts the ranking 
procedure, all applicants must be rated against the KSAs and a 
summary determination prepared indicating whether there are 
significant differences in their KSAs. If no significant 
difference is found, then all 10 applicants may be referred along 
with a statement by the personnelist attesting that there were no 
meaningful distinctions among the applicants' backgrounds. When 
advertising at multiple levels a panel is necessary only when 
there are more than 10 candidates at any one grade level. 

44 BIAM 335, Rel. ,03/23/94 
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Subchapter  General  P r o v i s i o n s  

1 Content .  Th i s  c h a p t e r  s e t s  f o r t h  Bureau p o l i c y  t o  implement t h e  
p r o v i s i o n s  o f  Chapter 41 o f  T i t l e  5, United S t a t e s  Code (Government 
Employee T r a i n i n g  A c t ) ,  Execut ive  Order 11348 o f  Apr i l  20, 1967,  
r e g u l a t i o n s  i s s u e d  by t h e  O f f i c e  o f  Pe r sonne l  Management and t h e  O f f i c e  
o f  Management and Budget, and Departmental  r e g u l a t i o n s .  In a d d i t i o n ,  
p o l i c y  is p r e s c r i b e d  t o  e f f e c t  e f f i c i e n t  a d m i n i s t r a t i o n  o f  Bureau i n -  
s e r v i c e  t r a i n i n g  e f f o r t s .  

2. Basic Bureau T r a i n i n a  Po l i cv .  

A. I t  is t h e  p o l i c y  o f  t h e  Bureau t o  t r a i n  employees i n  accordance 
w i t h  determined need i n  o r d e r  t h a t  t h e y  may perform wi th  maxi- 
mum e f f e c t i v e n e s s  t h e  d u t i e s  o f  t h e i r  p o s i t i o n s ,  p r e p a r e  f o r  high- 
e r  p o s i t i o n s ,  and i n c r e a s e  t h e  o v e r a l l  e f f i c i e n c y  o f  t h e  Bureau ' s  
o p e r a t i o n s .  Th i s  t r a i n i n g  s h a l l  be c o n s i s t e n t  wi th  Bureau p o l i c y  
and o b j e c t i v e s ,  and Bureau o f f i c i a l s  a t  a l l  l e v e l s  s h a l l  make 
a v a i l a b l e ,  a s  n e c e s s a r y ,  r e s o u r c e s ,  f a c i l i t i e s ,  s e r v i c e s ,  and 
p e r s o n n e l  f o r  t h e  purpose  o f  c a r r y i n g  on t h e  t r a i n i n g  a c t i v i t i e s  
r e q u i r e d  t o  meet determined t r a i n i n g  needs.  

B. It  is t h e  p o l i c y  o f  t h e  Bureau t o  encourage self-development 
a c t i v i t i e s  on t h e  p a r t  o f  t h e  employees. 

C. I t  is t h e  p o l i c y  o f  t h e  Bureau t o  r e q u i r e  I n d i v i d u a l  Development 
P l a n s  ( I D P ' s ) ,  (See  44 BIAM Supplement 410, Appendix 2, I l l u s t r a t i o n  1 )  
f o r  t h e  fo l lowing :  

( 1 )  A l l  r e q u e s t s  f o r  t r a i n i n g  submi t t ed  on Standard Form 182 
must b e  covered  by an IDP which w i l l  be  mainta ined wi th  o t h e r  t r a i n i n g  
r e c o r d s .  

( 2 )  A 1 1  employees s e l e c t e d  f o r  c a r e e r  l a d d e r  p o s i t i o n s  must be 
covered  by an IDP which w i l l  o u t l i n e  t h e  s k i l l s ,  knowledges, 
and a b i l i t i e s  r e q u i r e d  a t  each l e v e l  o f  t h e  c a r e e r  l a d d e r .  

(3)  A l l  employees s e l e c t e d  f o r  Upward Mobi l i ty  p o s i t i o n s  must 
be covered by an IDP. 

D. Ind ian  p r e f e r e n c e  w i l l  no t  be a p p l i e d  when s e l e c t i o n s  a r e  made 
f o r  training, excep t  i n  t h o s e  i n s t a n c e s  when Personnel  a r e  s e l e c t e d  
c o m p e t i t i v e l y  t o  be q u a l i f i e d  f o r  c a t e g o r i z e d  t a r g e t  p o s i t i o n s  under a 
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t r a i n i n g  agreement, with t h e  understanding t h a t ,  following success fu l  
completion o f  t r a i n i n g ,  such i n d i v i d u a l s  may be promoted without 
f u r t h e r  compet i t ion t o  t a r g e t  pos i t i ons .  

3. Training Respons ib i l i ty .  

A. Commissioner o f  Indian Af fa i r s .  The Commissioner of  Indian 
A f f a i r s  has  o v e r a l l  r e s p o n s i b i l i t y  f o r  t h e  conduct of reviews 
t o  determine Bureau t r a i n i n g  needs and fo r  implementation and 
ope ra t i on  o f  t r a i n i n g  and development programs t o  meet de t e r -  
mined t r a i n i n g  needs. 

B. Deputy Commissioner o f  Indian Affa i r s .  To t h e  ex t en t  de lega ted  
by t h e  Commissioner, t h e  Deputy Commissioner of  Indain A f f a i r s  
has  r e s p o n s i b i l i t y  f o r  t h e  conduct o f  reviews t o  determine Bureau 
t r a i n i n g  needs and f o r  implementation and ope ra t  ion of t r a i n i n g  
and development programs t o  meet determined t r a i n i n g  needs. 

C, Director,. The Direc tor ,  Off ice  of  
Adminis t ra t ion,  has  o v e r a l l  r e s ~ o n s l b i l i t y  f o r  a Bureau-wide 
Career Development System which' involves  planned, sys temat ic  
process  fo r  determining and meeting a l l  c a t e g o r i e s  of  t r a i n i n g  
needs. 

D. BureauCareer Under t h e  genera l  d i r e c t i o n  
of  t h e  Commissioner, t h e  Bureau Career Development Committee is 
r e spons ib l e  for :  

(1 )  Est imat ing t h e  number o f  vacancies  expected t o  occur 
i n  Senior  Executive Service ( SES) p o s i t  ions.  

(2)  Overseeing t h e  establ ishment  and opera t ion  of  a system 
t o  app ra i s e  and s e l e c t  GS-15's fo r  a n t i c i p a t e d  SES 
vacancies.  

( 3 )  S e l e c t i n g  GS-15 employees f o r  Feeder Group I (SES) 
and GS-12 through 14  employees fo r  Feeder Group I1 
(SES) . 

( 4 )  Monitoring development and pursu i t  o f  Ind iv idua l  
Development P lans  (IDP1s) f o r  Feeder Groups I and 11. 

( 5 )  Reviewing Bureau-wide employee t r a i n i n g  p o l i c i e s ,  
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( 6 )  Prov id ing  advice and counsel t o  i n d i v i d u a l  p a r t i c i p a n t s  
i n  Feeder Groups I and 11. 

( 7 )  Assuring t h a t  adequate funding be prov ided t o  c a r r y  
out t h e  above r e s p o n s i b i l i t i e s .  

E. The Ch ie f  Personnel O f f i c e r .  'The Chief  Personnel O f f i c e r  i s  
responsib le f o r  (1)  prov id ing  general  d i r e c t i o n  i n  t h e  development 
o f  gu ide l ines  t o  determine t r a i n i n g  needs and eva lua t ion  o f  
a c t i v i t i e s ,  (2)  under t h e  d i r e c t i o n  o f  t h e  D i rec to r ,  O f f i c e  o f  
Adminis t rat ion,  p rov id ing  those qu ide l ines  and programs requ i red  
t o  operate an e f f e c t i v e  Bureau-wide Career Development System. 
The system w i l l  p rov lde  a compet i t ive developmental " ladder" up 
which employees may appropr ia te ly  advance t o  t h e  l i m i t  o f  t h e i r  
p o t e n t i a l .  Involved i n  system development w i l l  be t ra in ing-need 
determinat ion, development o f  i n t e r - r e l a t e d  programs t o  meet 
determined need, and a process f o r  e f f e c t i v e  eva lua t i on  o f  t h e  
System as operated. 

F. Area D i rec tors .  Each Area D i rec to r ,  under t h e  general  d i r e c t i o n  
o f  t h e  Commissioner, i s  responsib le,  w i t h i n  t h e  Area f o r  t h e  
conduct o f  reviews t o  determine Area t r a i n i n g  needs and f o r  t h e  
implementation and opera t ion  o f  t he  prescr ibed Bureau-wide 
Career Development System. 

G. AreaCareer Under t h e  general  d i r e c t i o n  o f  
t h e  Area D i rec to r ,  t h e  Area Career Develooment Committee i s  respon- 
s i b l e  f o r  p rov id ing  advice and counsel r e l a t i v e  t o  Area t r a i n -  ' 

i n g  a c t i v i t i e s  and f o r  eva lua t ing  Area t r a i n i n g  p o l i c i e s .  The 
Committee i s  a l s o  responsib le f o r  rev iew and eva lua t i on  
a c t i v i t i e s  r e l a t e d  t o  t h e  implementation o f  t h e  Career Develop- 
ment System i n  the  Area. 

H. Agency Career Development Committee. Where feasib le,  an Agency 
Career Development Committee w i l l  be formed under t h e  d i r e c t i o n  
o f  t h e  Agency Superintendent. The Agency Career Development 
Committee i s  responsib le f o r  p rov id ing  advice and counsel r e l a -  
t i v e  t o  Agency t r a i n i n g  p o l i c i e s .  The Committee i s  a l s o  respon- 
s i b l e  f o r  rev iew and eva lua t ion  a c t i v i t i e s  r e l a t e d  t o  t h e  imple- 
mentat ion o f  t h e  Career Development System i n  t h e  Agency. 
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I. Area Personnel O f f i c e r .  Under t h e  genera l  d i r e c t i o n  o f  t h e  Area 
D i r e c t o r ,  t h e  Area Personnel O f f i c e r  i s  respons ib le  f o r  adv l s i ng  
on t h e  implementat ion and ope ra t i on  o f  t he  Bureau-wide Career 
Development System w i t h i n  t he  Area. 

J. Operat ing O f f i ces .  O f f i c i a l s  i n  charge o f  ope ra t i ng  o f f i c e s  
a re  respons ib l e  f o r  c a r r y i n g  ou t  those t r a i n i n g  a c t i v i t i e s  as- 
s igned t o  t h e i r  o f f i c e s .  

K. Bureau Supervisors.  Superv isors  a t  every l e v e l  a re  respons ib le  
f o r  t h e  t r a i n i n g  and development o f  employees under t h e i r  super- 
v i s i o n  i n  r e l a t i o n  t o  t he  employees j o b  requirements and poten- 
t i a l  r e s p o n s i b i l i t i e s .  The supe rv i so r ' s  r e s p o n s i b i l i t i e s  i n c l u d e  
de te rmina t ion  o f  t r a i n i n g  needs, p lann ing  t o  meet such needs, imple-  
mentat ion o f  Bureau and Area t r a i n i n g  programs, eva lua t i on  o f  r e s u l t s  
o f  t r a i n i n g ,  and as necessary, r e p o r t i n g  on t r a i n i n g  a c t i v i t i e s  
c a r r i e d  out .  

To assure t h e i r  competence i n  execu t ing  these assigned 
func t ions ,  superv iso rs  s h a l l  p a r t i c i p a t e  i n  a l l  superv iso ry  
t r a i n i n g ,  as p resc r i bed  f o r  t h e i r  l e v e l  o f  exper ience by 
t h e  BIAM and l o c a l  d i r e c t i v e s .  

Superv isors  have a pr imary r e s p o n s i b i l i t y  t o  see t h a t  t h e  
Bureau-wide Career Development System works p rope r l y .  
Superv isors  a re  respons ib le  f o r  coo rd ina t i ng  career  devel -  
opment a c t i v i t i e s  w i t h  t h e  Career Development Committee and 
f o r  ma in ta i n i ng  c l o s e  con tac t  w i t h  employees under t h e i r  
supe rv i s i on  who a re  p a r t i c i p a n t s  i n  t he  Career Development 
System. 

A. Bureau Career Development Committee. 
The Bureau Career Development Committee w i l l  c o n s i s t  o f  t he  
f o l l o w i n g  members: ( 1 )  Area D i r e c t o r  (des ignated by t h e  
Commissioner t o  serve f o r  one year on a r o t a t i n g  b a s i s ) ;  
(2)  D i r e c t o r ,  T rus t  R e s p o n s i b i l i t i e s ;  ( 3 )  D i r e c t o r ,  O f f i ce  o f  
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T r i b a l  Resources Development; ( 4 )  D i r e c t o r ,  O f f i c e  o f  I nd ian  
Services; ( 5 )  D i r e c t o r ,  O f f i c e  o f  I n d i a n  Educat ion Programs; ( 6 )  
D i r e c t o r ,  O f f i c e  o f  Admin is t ra t  ion ;  ( 7 )  Ass i s tan t  D i r e c t o r ,  Finan- 
c i a l  Management; ( 8 )  Chief ,  D i v i s i o n  o f  S o c i a l  Services; (9) Chief 
Personnel O f f i c e r  ; ( 10) Bureau Equal Oppor tun i t y  Of f i ce r  and (1  1 ) 
t he  Chief ,  Branch o f  Employee Development who w i l l  serve as Execu- 
t i v e  Secretary  and i n  an adv isory  capac i ty .  The Chairman o f  t h e  
Committee s h a l l  be e l ec ted  annua l l y  by t h e  Committee members. 

B. Area Career Development Committees. Area D i r e c t o r s  s h a l l  determine 
t h e  memebership and e s t a b l i s h  Area Career Development Committees. 

C. Agency Career Development Committees Agency Superintendents 
s h a l l  determine t h e  membership and e s t a b l i s h  Agency Career 
Development Committees where feas ib le .  

5. D e f i n i t i o n s .  

A. In t ra-Bureau Tra in ing.  The term " In ter -Bureau Tra in ing"  r e f e r s  
t o  t h a t  t r a i n i n g  which i s  planned, developed, operated, and evalu-  
a ted  by Bureau employees. 

6. Departmental  Tra in ing.  The term "Departmental T ra in ing"  r e f e r s  
t o  t h a t  t r a i n i n g  which i s  planned, developed, operated, and evalu-  
a ted  by personnel  o f  t he  Department o f  t he  I n t e r i o r  and at tended 
by Bureau employees. 

C. In teragency Tra in inq.  The term " In teragency Training' !  r e f e r s  
t o  t h a t  t r a i n i n g  which i s  planned, developed, operated, and evalu-  
a ted  by personnel  o f  o the r  Government agencies and at tended by 
Bureau employees. 

D. Non-Government F a c i l i t y  T ra in ing .  The term "Non-Government F a c i l i t y  
T ra in ing"  r e f e r s  t o  t h a t  t r a i n i n g  which i s  planned, developed, 
operated, and evaluated by people who a re  n o t  Government employees 
and which i s  a t tended by Bureau employees. 

6 .  Funds f o r  T ra in ing .  It i s  Bureau p o l i c y  t h a t  Bureau o f f i c i a l s  
w i t h i n  t he  scope o f  t h e i r  a u t h o r i t y  g i v e  h i g h  p r i o r i t y  t o  t r a i n i n g .  
Ava i l ab le  funds, resources, and workforce s h a l l  be made a v a i l a b l e  
t o  meet determined needs. Advance p lann ing  s h a l l  be app l i ed  t o  i n s u r e  
t h e  i n c l u s i o n  o f  funds needed f o r  
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t r a i n i n g  purposes i n  budget estimates. Costs o f  t r a i n i n g  w i l l  be 
borne by the  l o c a l  f a c i l i t y  conducting t h e  t r a i n i n g  o r  arranging 
f o r  t h e  conduct o f  t h e  t r a i n i n g  except i n  c e r t a i n  instances when 
a  s p e c i a l  f inanc ing  arrangement may be made i n  connection w i t h  
c e r t a i n  Bureau-wide t r a i n i n g  programs o r  arrangements. 

7. Tra in ing  S t a f f .  Qua l i f i ed  employees s h a l l  be designated t o  perform 
t r a i n i n g  and employee development func t ions  a t  successive l e v e l s  
w i t h i n  the  Bureau. 

8. Se lec t ion  f o r  Training. Select ion and assignment o f  employees t o  
p a r t i c i p a t e  i n  t r a i n i n g  programs s h a l l  be based upon (1 )  t he  Bureau's 
cu r ren t  and cont inu ing  operat i o n  requirements, and (2) t h e  immediate 
t r a i n i n g  needs and career p o t e n t i a l  o f  employees. Employees selected 
f o r  t r a i n i n g  s h a l l  have the  q u a l i f i c a t i o n s  and c a p a b i l i t i e s  necessary 
t o  b e n e f i t  from the  i n s t r u c t i o n  and t o  apply the  t r a i n i n g  i n  t h e i r  
work. Factors t o  be considerd are: 

A. The employee's t r a i n i n g  needs, mot ivat ion,  knowledge, s k i l l ,  
achievements, p o t e n t i a l  f o r  growth; 

B. The employee's length  o f  serv ice  and t h e  oppor tun i ty  t h e  
employee w i l l  have t o  use the t r a i n i n g  f o r  the b e n e f i t  o f  
t he  Bureau. 

C. The extent  o f  t r a i n i n g  oppor tun i t i es  prev ious ly  a f fo rded 
the  employee by the  Government; 

D. The employee's i n t e r e s t  i n  and e f f o r t s  t o  improve work performance 
and develop c a p a b i l i t i e s  f o r  h igher  pos i t i ons ;  

E. The employee's capaci ty  t o  t r a i n  o thers  when the completed 
course o r  program lends i t s e l f  t o  t h i s  procedure; 

F. Select ions f o r  t r a i n i n g  s h a l l  be made wi thout  regard t o  race, 
creed, co lo r ,  n a t i o n a l  o r i g i n ,  sex, o r  age except i n  those 
s p e c i f i c  instances where Ind ian  preference appl ies. 
(See 44 BIAM 419, 1.2). 
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9. Tra in ing  Arrangements. 

A. Area and operat ing o f f i c e s  may develop and operate intra-Bureau 
t r a i n i n g  programs as requ i red  by need. 

8. Employees o f  other Bureaus o f  t he  Department and other 
Government agencies should be g iven an oppor tun i ty  t o  p a r t i c i -  
pate i n  Bureau t r a i n i n g  programs i f  t h e i r  i n c l u s i o n  w i l l  no t  
impa i r  the  q u a l i t y  o f  t he  t ra in ing ,  increase t r a i n i n g  costs, 
o r  extend the  t ime needed t o  complete the  i n s t r u c t i o n .  

C. Bureau employees may p a r t i c i p a t e  i n  non-Government f a c i l i t y  
and interagency t r a i n i n g  i n  accordance w i t h  the  p o l i c i e s  estab- 
l i shed .  (See 44 BIAM 410, 4 and 5.) 

10. Tra in ing  Agreements. Area Of f i ces  may negot ia te  t r a i n i n g  agreements 
w i t h  reg iona l  o f f i c e s  o f  the  O f f i c e  o f  Personnel Manaqement. When 
such negot ia t ions  are successfu l ly  completed, a copy o f  the approved 
agreement should be forwarded t o  the  Centra l  O f f i c e  f o r  in format ion  
purposes. Area Offices are urged t o  make appropr iate use o f  the  
Department's Upward M o b i l i t y  Tra in ing Agreement (PML No. 78-42 
(410) (380) dated September 19, 1978) and the  Department o f  the  
I n t e r i o r ' s  Career Development Agreement (PML No. 78-31 (410) (271) 
dated January 26, 1978). 
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Subchapter 2. Determining Train ing Needs. 

1. General. The Bureau's a b i l i t y  t o  perform i t s  mission i s  a f fec ted by 
the  degree t o  which employee t r a i n i n g  needs are determined and met; 
therefore,  i t  i s  Bureau p o l i c y  t o  annual ly i d e n t i f y  i n d i v i d u a l  and 
c o l l e c t i v e  t r a i n i n g  needs i n  a systematic manner. 

2. Review o f  Tra in ing Needs. Tra in ing needs w i l l  be determined by an 
a p p l i c a t i o n  o f  t he  techniques prescribed i n  "A Guide f o r  Determining 
Tra in ing  Needs" found i n  the Career Development System Handbook. 
See 44 BIAM Supplement 410,Z. 

3. Role o f  Managers and Supervisors. Managers and supervisors p lay  a 
key r o l e  i n  i d e n t i f y i n g  t r a i n i n g  needs and prepar ing t r a i n i n g  pro- 
grams t o  meet such needs. The i d e n t i f i c a t i o n  o f  t he  t r a i n i n g  needs 
o f  i n d i v i d u a l  employees i s  a c r i t i c a l  supervisory r e s p o n s i b i l i t y  
which g ives a system t o  t r a i n i n g  and a means f o r  developing organi- 
z a t i o n a l  t r a i n i n g  plans. (See "A Guide f o r  Determining Train ing 
Needsw found i n  the Career Development System Handbook.) 
A l l  superv isors should sys temat ica l ly  explore the t r a i n i n g  needs 
o f  i n d i v i d u a l  employees i n  conjunct ion w i t h  the  annual process o f  
performance evaluat ion.  

4. Assistance by Tra in ing  Sta f fs .  Members o f  Bureau t r a i n i n g  s t a f f s  
s h a l l  advise and ass i s t  managers and supervisors i n  i d e n t i f y i n g  - - 
t r a i n i n g  needs and implementing required t r a i n i n g .  
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BUREAU OF INDIAN OF AFFAIRS MANUAL 44 BIAM ADDITION T O  FPM 

Chapter 410 EMPLOYEE DEVELOPMENT 44 BIAM 410, 3.1 

Subchapter 3. E s t a b l i s h i n g  T ra in i ng  Programs. 

1. Implementing Bureau-wide Career Development Systems. 

A. General. The Bureau-wide Career Development System, as 
p resc r i bed  by t he  issuance, "Career Development System Hand- 
book" (44 BIAM Supplement 410, 2.1 t o  6.5) w i l l  be implemented 
and operated i n  accordance w i t h  t h e  g u i d e l i n e s  prescr ibed.  

B. Loca l  Programs. I n  a d d i t i o n  t o  Bureau-wide Career Development 
System requirements,  programs should be developed and operated 
l o c a l l y  t o  meet l o c a l  needs n o t  adequately addressed by t he  
Bureau-wide System. 

2. T r a i n i n g  Eva lua t ion .  

A. Bureau t r a i n i n g  a c t i v i t i e s  must be eva lua ted  t o  assure t h e  
j u d i c i o u s  expendi tures o f  t ime and app rop r i a te  funds fo r  
t r a i n i n g  purposes; there fo re ,  i t  i s  Bureau p o l i c y  t h a t  t r a i n -  
i n g  a c t i v i t i e s  s h a l l  be evaluated i n  a systemat ic  manner. 

B. To a p p r o p r i a t e l y  eva luate Bureau t r a i n i n g  programs, re fe rence  
should be made t o  t he  "Career Development System Eva lua t ion  Guide" 
found i n  t h e  Career Development System Handbook. (See 44 BIAM 
Supplement 410, 6) 

3. Employee Or i en ta t i on .  

A. Bureau P o l i c y .  It i s  t he  p o l i c y  o f  t h e  Bureau t o  p rov ide  
e f f e c t i v e  o r i e n t a t i o n  t r a i n i n g  f o r  new employees and employees 
i n  changed work circumstances. Such t r a i n i n g  w i l l  be conducted 
i n  compliance w i t h  the  Bureau's "O r i en ta t i on  T r a i n i n g  Program" 
(44  BIAM 405). 

B. -. The Bureau's O r i e n t a t i o n  Program w i l l  be 
operated under t he  genera l  d i r e c t i o n  o f  t h e  D i r e c t o r ,  O f f i c e  
o f  Admin is t ra t ion ,  f o r  those employees under t h e  j u r i s d i c t i o n  
o f  t h e  Cen t ra l  Of f ice.  Area D i r e c t o r s  w i l l  have r e s p o n s i b i l i t y  
f o r  t he  ope ra t i on  o f  t h i s  program w i t h i n  t h e i r  r espec t i ve  
j u r i s d i c t i o n s .  
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BUREAU OF INDIAN AFFAIRS MANUAL 44 BIAM ADDITION TO FPM 

C h a ~ t e r  41 0 EMPLOYEE DEVELCIPMENT 44 BIAM 410. 3.4 

4. Supervisory Training. 

A. Bureau Pol icy.  llSupervisory Training," Appendix A t o  FPM 410, 
es tab l ishes c e r t a i n  minimum requirements f o r  the  t r a i n i n g  o f  
supervisors. It i s  the  p o l i c y  o f  the  Bureau t o  meet and, t o  
the  ex tent  appropriate i n  the  i n t e r e s t  o f  good management, 
exceed these minimum requirements. 

B. Respons ib i l i t y .  The Di rec tor ,  O f f i c e  o f  Administrat ion, w i l l  
have r e s p o n s i b i l i t y  f o r  the  operat ion o f  t h i s  t r a i n i n g  for 
those employees under the  j u r i s d i c t i o n  o f  t he  Centra l  Office. 
Area D i rec to rs  and o f f i c i a l s  i n  charge o f  Agencies and Offices 
w i l l  have s i m i l a r  r e s p o n s i b i l i t y  f o r  those employees under t h e i r  
respect ive  j u r i s d i c t i o n s .  
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DEPARTMENT OF THE -K)R CAREER DEVELOPMENT AGREEMENT 

1. BACKCROUNI) AND OBJECTIVES. The Dcputmcnt d the Interior requires corn- - and wd-trained mrsamd to - ia cornlac natural resaurces oronram and to 
jkwm nscarur). .dmi&strative uppat TO &and maintain an d i l c k n t l ~ o r c e ,  
it is h the in- of the Dcprrtmcnt to pravick for the arccr development d its 
m p b y e e s u d , u a p p m p d a t c , t o p m v i d e t h e ~ t y f o r  to different 
svca ficlQ use. ot tttis ~ ~ a p n e n t  A%rctm-Plopes with 

~ ~ t i r l w U b c g i v c n ~ ~ t y t o k d c c t c d M d ~ i n ~  = promising -tiam h p l a p e s  who complete the uaMq 
program will be dighk for ktcrrl reassignment and/or promotion (CS-15 and W o w )  in 
?he target s c t b  The Department benefits by gaining greater flexibility in meeting. its 
~ n c c d s d b y t h c t ~ ~ ~ ~ t o f t r r i n d p c n o m c l ~ s c n i c ~ s r a ~ d i n ~  
certain o a u p a t b d  -ties The e m p e e e  bendits by entering an oecuprtionrl series 

he/she would have a d d i t i d  opportunities to compete for advancement. 

The ab jectives of the' Agreement are to8 

a. ' Prwide  selected employees with a means to enter new occupations with addi- 
tional career opportunities 

b. Facilitate the development of employees who are in positiohs which do not enable 
them to use their full capabilities. . 

c Prwide  a system whereby (1) professional, scientific, and technical personnel with 
ma.?agemcrrt potential may be reassigned to adminijtrative or mMagcmcrrt posi- 
tions; and (2) administrative or management penamel may be reassigned to other 
administrative or management fields or to management positions wer professional 
act ivi t ies  

6 Develop the administrative skills of scientific, professional, and technical 
employees through assignment to administrative and mawgcment duties. 

c, Prwide a source of well-qualified professional employees with administrative 
abilities from which to meet present and future occupational needs. 

f. F d t a t e  the development of necessary program and academic knowledge t o  
=able wellqualified, capable administrative employees to become line managers 
in organizations composed primarily of professional employees. 

g. Provide managers with an additional to01 for special recognition and advancement 
of persons with high potential in career- fields essential to the effective 
accomplishment of Interiork mission. 

2. ORGANIZATIONAL COVERAGE. This Training Agreement is Nationwide in scope, 
including the Department and burcau headquarters offices in Washington, D.C., and 
their field installations. 

3 POSITION AND GRADE COVERAGE. This Agreement will- be applicable to  the 
development of Department of the Interior employees occupying one or two-grade 
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interval adm-ativq clerical, tcchnkal, &tifii and professional position, at CS-7 *- G S l l *  

a, This Agmemmt will parmit the reassigmcnt and/or promotion (but not above 
dm CS-15 level) of employcc~ to any Wo-pded intcnr.1 position in the 
occupational groups listed in ApOcndi A, provided that employees satisfactorily 
complete thck training under the terms of this Agreement and meet minimum 
cducrtionrl r q u k n e n t r  where applicable. Candidates mwt meet the minimum. 
educational requirements where aKtr are specified in the qualificath s t u d u d  
in Hmdbook X-118 for either the trainee position or the taqet position for 
wh- selected. 

h P- ~ p l o y c d  in -t ot thc htcriat at the C S ~  thnylh -15 
levels, or #dent, are cllgibb to participate &a thirr training. The Agrwmmt 
provides for appropriate career mobility in the general grade nnga of CS-7 
through GE12. In addtion, it pravida r needed career duelopnrcnt experience 
for potential managers and executives in g d u  G S l 2  through CS-15 in order to 
broaden their skills and perspectives. 

c An employee selected for training under this Agreement is selected d y  for the 
specific training as outlined in his/her individual training plan and for only the 
s p a i f i  position immediately at or above his or her present grade (such as GS-9 
to GS-I I, or  CS-12 to GS-13) but not abcnre GS-15, as identified in the plan. (See 
Section 7 below for requirements pertaining to the employctL individual trainin8 
plan.) Training plans should follow the format provided in the Sample Training 
Plan, Appendix 0. 

d. * Representative position descriptions are attached. These indude the description 
of a present p o s i t i ~  (A ijc C)  and description of a target positbn (A dix 
D) in an illustrative ca3c- an Office krvico Supervisor (GS-= 
Lined  and reassigned as a Program Analyst (CS-305-9). 

e. In all cases, before assignment b made to the target position, the trainee must 
complete a full program of training as described in this training agreement under 
Item 6. LENGTH OF TRAINING. 

f. Trainees who fail to  meet the performance requirements of the training program 
may be returned to their former positions or to other positions d similar duties 
d p a d e b  

g. In no case does this agreement authorize exception to  timt-in-grade require- 
ments. 

a Bureau Personnel Officers. The Personnel Officu will b e  responsible for 
operation of the C a r e r  Development Agreement in the bureau. Prior apwoval 
d proposed individual training plans and-insuring that the training is - id out 
aj outlined in the plan may be delegated to field offices which have been 
delegated substantial personnel management authority. At the conclusion of the  
training period, the bureau Personnel Officer will make the final determination 
concerning the trainee3 reassignment and promotability, after having reviewed 
the original training plan and the evaluation reports described in Section 9 below 
or the recommendations of the field official who- gave prior approval to t h e  
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training plur A statement certifying that the trainee has satisfactorily 
completed dw full yew of tllining in accordance with the Agreement should be  
signed by the Pemmd Officar and made 8 part of t h e  unpbyct3 Official 
Pcrsomd Folder. 

b, Buruu M v i i .  A designated kPuu offickl will be mspmble for  g d  and 
con- supervbbrr of the trainee. This official wil l  serve as the trainee3 
~ a d v i s a r a n d w i l l c a r n r a l t h c  tmhein b c r m s o f ~ u p r o e n r r , n e e d s ,  
intermts, and problems. In dditian,'the r d v i  will see tht tM evaluation 
reportsincarnectionwittithetrainee'rpmgrcsrursubmittcdasnquind - 

c. Buteur Training Officer. The Training Officer will be available to furnish *ice 
and guidance to thc tdme and will consult, as necessary, with the Personnel 
Officer, Advisor, and other interested persms in providing W e d  professional 
usistulce. 

6 Bureau Training committee; As deannimd by the bureau, responsibilities may 
be assigned to the bureau training committee to review the individual training 
plans, monitor -program implementation, make appropriate recommendations, 
etG 

e. Bureau Line Officials, Line officials s h d  consider appropriate use of the 
C a m  Development Agreement in meeting their staffing needs. 

f. Chief, Division .of Employee Development, Office of Personnel. The Chief, 
Division of Em~lavee  Develooment will rewesent the Director of Personnel in 
ensuring Depa&&twide ~&~liance with h e  terms of this Agreement. 

5 SELECTION O F  TRAINEES. Candidates selected fo r  training under this Agreement 
must possess an overall badcgound of sufficient lcvel and quality to clearly indicats that  
t h y  have the  potential ability to perform successfully in the target position. Such 
candidates will be competitively selected in accordance with the organizational Merit 
Promotion Plan and reassigned to a trainee position. Factors to be considered in this 
evaluation and selection will include past performance, abilities, interests, aptitudes, and 
personal chuacteristics. Written tests may be included as a factor in the  evaluation 
process if used in accordance with applicable Office of Personnel Management regula- 
tions. 

6. LENGTH OF TRAINING, Before reassignment and/or promotion to a specific target 
sition can be effected, ail trainees must make up the difference in qualifications from 

%at they bring into the progfam and the qualification requled (whether general. 
experience or specialized experience or both) for the target position as published in 
HMdbod< X-118; training time to make up the  difference in such qualifications .may then 
be credited at the rate of om month of training for 2 months of experience unda the 
terms of this training agreement. In other words, if the target position requires 3 years of 
general experience and 3 years of specialized experience and the employee has no 
creditable spaial ized experience, he/she would then need, as a minimum, 18 months of 
accelerated training (all of which must be specialized experience) under the terms of this 
approved training agreement before movement b made into the target position. 

If the employee is at or above tfte journeyman level of the target position -and has 
experience in related fields, he/she need not meet the full specialized experience 
requirement but may instead be given training needed to  qualify under the General 
Amendment for Crediting Specialized Experience, described in Part I1 of Handbook X-118. 
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W mtnbncnt permits acceptance of closely relaad cxpcricncd as provided 
th employee has duaamtmted journeyman &mpetence in the target =Training 
to be used to qualify ud.r tha Ccrwral Amendmat should total at Ieast 1 year. 

7. CONTENT OF TRAINING PLAN. An individual training plan established under this 
'Agreement will provide the employee with such on-the job experience, formal training, a. - i r h  a d  guU&t,- and other devdoprnh oppochmith that the t o d  

;;are relevant to the target position may be taken 
durirg or after working hours at Covcmment expense. Each proposed plan shall be submitted 
m a designated official (see 4.a.) for prior approval of the plan and of the.cnny of the 
employee into the m i n e  program. Ta serve as a guide, a sample training plan is included 
in A&ix 8. AIl plans will have the following comma featurur 

a. Reason for Training Plan 
(description of situation which justifies he tratnining) 

be Education and Experience Baground 
(including identification of employeeL present series Md grade) 

c Length and Ob jutives of Training Program 
(including identif kat ion of target posit ion by series and grade) 

d. Outline and&~edule of Tninhg prog&m . 
(including on-the-job training and formal classroom training with the amount 
of time expected to be devoted to tach phase) 

6 Official Responsible for Training Pro a m  ! (identification of Bureau Advisor . 

f, Evaluation Reports 
(frquency pf written reports to be submitted) 

g. Determination as to When Trainee has Reached Satisfactory. Work Standards 

The plan shduld be prepared for signature by the Bureau Personnel Officer or a deignated 
official to indicate approval of the training that is proposed. 

8. FLEXIBILITY IN PROGRAM SCHEDULE. It is desirable that the &isions of the 
training plan be flexible in order to meet unforeseen situations and new developments that 
may & i  during the period of training. Specifically, adjustments and drar&~~ may be 
made i~ order to: . . 

a. Extend the length of the training proqram for a period of time (su& as foi3-6 
monm) to cover contingencies. such as illness, annual leave, or the trainee's 
inability to grasp a portion of the training given; 

b- Alter the sequence of training t o  allow for the  learning to be responsive t o  actual 
work situations as they ark; 
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c ~ d d  modify ubm-matta nutaid depending ar the nccdr of the trainee and 
the kency, r)* whhmtiorr d apr*na with the p r g n m ,  or tadnological 
-8- 

9. EVALUAflON PROCEDURES. The trrinct ud dw atpcrvisor involved in each on- 
the-iob work usbmmcnt wil l  be rcQuircd to submit to the B U ~ W  A d v h  written 
rep& on hir/hr-~rogress, w c o r h  to a to be &ermined by the Advisor. 
k a minim- rcquircmcnt, the trininee9 sugcnimr(d should give a brief written 
report to the Mviror e i b i n g  ud appraising the work done by the trrbrct after 
eadt mate work assignment a at lust once every 3 man- Ihc trainee g l d d  
adhere to the same schedule in providing the -tor with written pmgras reports. 
Upon completion of the training period, th;a trainee should a ammrr)r report 
onthr!entkatr8jnin~pcoetun, 

LO, REASSIGNMENT AND PROMOTION, ' Employees who satisfactory compkte the 
required training will k eligible for promotion (kbw CS15) or h.ss@mcnt do the 
G e t  position for which ad. ~ d d i t i d  development of progmi~ m i p a n t s  
beyond the target positinrr will follow nonnJ M e r i t  Promotion Plan or career 
development ptoccdurcl. 

11. APPENDICES* 

a. Appendix A - Occupational Croup Covetage 

b. Appendix B - Sample Training Plan 

c. Appendix G Representative Position Description 
(Present Position) 

d. Appendix D - Representative Position Description 
. (Target Position) 
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APPENDIX A 

OCCUPATIONAL GROUP COVERAGE 

Positions in the occ~pational groups btd below which am dutified at taro-nmde 

intervals may. be established as target positioru under this Agreement, 

CS-900 Miscellaneous Occupations 

CSiOO Social Science, Psychology, and W t l f u t  

CS-200 Personnel MaMgment and Industrial Relations 

CS.100 General Administrative, Clerical, and Office Services 

CS-000 Biological Sciences 

Engineering 

Legal and Kindred 

Information and Arts 

Business and Industry (Except CS-110 1 series) 

Physical Sciences 

Library a d  Archives 

Mathematics and Statistics 

Equipment, Facilities, and Service 

Education 

Investigation 

Quality Assurance, Inspection, and Grading 

Supply 

11/18/83 FPM-322 . 
New Add. to FPM 4 4 - 9 6 ,  6/5/85 



1. Re88oa fm pI.n 
The decision + add r p-0- t o  the R o p m  W s i 8  W c h  is  
b r a d  on k r b . s e d  ror- rad the e m t b d a g  need to maitor established 
-0- c l o r e 4  to 88- t h e  r e ~ v e n e r s  to new w i d t i e r  md 
evolvbg kcb+ogie8. The btroduetion of p o j e e t  -t furthe 
emphmizea the ond t o  develop new mfhobr for obtdaiag  data aad recomead- 
b g  rsr l loc8t iam of re8ourcer a d  mdi f i cr t i a~  ia moqrsm objectives. 

2. a - t l an 'Ld  -=I-. 8 . ~ ~  
W. Blu,  n s  -1aged by the .b\rreau 8s m M - a t i v e  &sirtmt, -5, 
in Juxm 1970,- 77hllmbg hi8 qndumtion ficm Q w e l  A a d w .  He bsr beax 
p a r ~ o t e d  t o  positiana of irrera~iaq respozasibillty, and nerr occupies the 
positica of W f f  ce Sardces S ~ d a a r ,  GS-9. 

. . 
A&. Blwm.r a&* p-tion irrc1ud.d Y f h c n t i c r  for miruu ~ I ~ s ,  
b m t  bCc-tw8 F m i a  -# a tm c o m e 8  h ~ t a t i a t i c s .  
a s  u r k  m e p i a r e  include8 p . m t i o n  of the budget f o r  hi8 d ids ion  for 
f i ~ d  m m  1412, 1973, md 1974, sad the c o l l m t i a  of &ta for fhc 
divlsioals re* for each year since 1973. He received 8 formrl 
le t ter  .of C-tion for coordinating the piatlag of the special report 
Reso\z~ces Today. 

3. @ad-objective8 of Babhg Program 
I&. Blue dll receive tnlr. mostha of iatensira t r a h i q  in the Rogram 
Aaalysis Rranch of the Central Mmagcmcnt Offlee in Washington, D.C. The 
objective of tbir ~;roqram is t o  provide Mr. Blue with s k i l l s  needed 3a tke 
-is of Bureau pograms. FoUoning euccessful completion of t h i s  trala- 
ing, Mr. Blue w i l l  be 8sdm t o  the  position of P r o m  -st, CS 345-9. 

4 Outline and Schedule of ! b h l a g  Prograpp 

A. Leambg Objectives. A t  the conclusion of the trahbg Fogram 
the trainee rill be 8 b h  to: 

1. mrke ora l  md m i t t e n  ~e8exxtationa of cos tbenef i t  -is studies, 
C 

2. c&t 8 docidan table a c h  deacribea the decidonr:m&h;18 
Focess wed in e a t 8 b l i ~  b a u ~ l  p o p a m  ob jcct$ves, 

3. i n t c r p ~ e t  report podwed .by the Den- Wgrcru?nt Center, 

*Nm %U -8 P m  fm 8 W~S* (*dm p r o m *  
Other Plaaa nay require m e  timb to  ennble the trafaete to qunlify for U a b q  
target position. The lemgth of trabhg far each Tralaiag Plan a t  be 
determined for the specific t rahoe ia  rccac-• wtQ~.Ita~ 6 o f  t h i s  Agree- =*, hag* uf Ihirdag. 



5, c i k  md/m int*rprat regulations an% policies govsrairrg 
a-tpl -w - c-otfng, 

9. m i t e  an accurate description of the operaticma of the pCrrwm 
Management Cent-, descclbfng all mnth3y reparts ud ascrgciated- 
pocadmes, 

10. diathguish between .d-t= .Ild fnad-t. gtai fbg pattam9 
aad develop recamadations far corrective mhaaurea, 

11. perfom routine opccations cited above in accordance with 
existing delegations of authority, 

12. develop new dalegotione of authority to  c m l y  rrith orgadaa- 
ti& requirmmtt8, 

13. r i t e  an outline describing the orgardzatian of the b m u ,  
Wluding the f ield establi-rhaunt, 

3. Develop~ntal Activities 

a. Basic S k i l l s  - 4 to 4 1/2 =ths 

Under the g-a1 s u p e s i c m  of the W a c  P r o m  -st 
(who rill prepme the eraluatian for  tbis phase) but worldng 
directly with various specialists, the traiaee rill spend 
one t o  two weeb on each of the h m i n g  Objectiver 
l isted above. He dll demnstrate proficiency with each of 
these skills befare moving to the rork assignments listed 
belorr. 

Suparpiaar: -8trative Assistant 

~ b .  &ee rill develop the total  a k r ~  coat e s t in te s  for 
FY 1977 far fwl distribution t o  each Operatiom and baagemeat 
division, 
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C* . a p ~ t i ~  Study - 1 d 

sup-%=? Chief, h l c h  of strtirtiw. 

using Den- ceatm rinazIci8l lmmgenmt report8 
the dl1 develop iizrurial erpmd3tm rendout for  
e8ch F8dw.T p-0- dividau. 7hi8 re8dOUt will - rmouat 

-k -, .- ~blieW, m - d ,  
rprd blrnner. 

e. Employee Wack Stat- Report - 2 reeks 

The t r a m  nil1 prupre r writtan r m  oa the amotl~t of t h m  
in the Office of Administrative Sacvice8 lost  in FY 1976 ftom 
gcoduetive effort because of tardiness, iflnras, accidents, 
aad other c.uaes. 

supsvilmr: Bureau safety Odficar 

Usinq acoideat reports and i n t e e u s  .rr necessary, the trainee 
dll identify e-tencod snd potential safety hr-ds a t  
Bureau pintiag plrrrta rrd U papre a mdttea repart, w i t h  
r e c ~ & t i ~ e  

g. General Experience - 3 1/2 to  4 mnths 

The traixm w i l l  raoeim gaaeml experience in bay-tday 
operations, b l u d i n g  budget uudysi8 and Justification, 
micrographic pmgrama, pccsasaul rrrlrm cwt8, 8peCi.l' 
report pcprat ion,  urPnrrl s - rk  plan p m t i o n ,  fund 
c0~3Wol schedules, b i d i n g  matmi&, coat report amlysis, 
.nd other a r r s i ~ t a  related to p r o m  -t in the 
Bureau. 

11118ie3 m-322 
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C-ae de-pticlart h overview of tho p 0 a . u  o f  -t 
-8, f a r  n11 wdytBt8. =.8 @Z~~?~YLLO. with the 
*~.CJC1.,-Pl-m?-.tur&*~-miagth.mpaTt 
and -1mthg izmt8Ud 

Vdivarsi - 

d * * - t  a- t h i i . b ,  tool., .ad ~q.1, 
rdeu o f  dczogmphie w, a m o h ,  r d  ridr 
rzrd a u a t d  retrill.1, -tar Output IUemfUdag, mego- 
qnphic/-P- -, ate- 

radwtion of poblema t o  a d b l e  form. -1-8 logical 
gamra md rarugemexlt p?oaedurea d 8a Pzm, 

5. Official Respansible far the T2abZag 

The Addnistsative Wficcr h s  had experience in mpemdaing tho arhrrcnistrative 
pogmm a t  f f e l d  atatiw, Regiaml office and Washiagtaa off iae levels. Hi8 
work d t h  a large number. of other office8 bas given him a -ledge of tho 
o f  ~ o b l a n s  and p.0- that must be m e d  md improved. H. rill 8- as 
Bureau AdYIsor end dU counsel Mr. Blue throughout tho m o d  o f  -. 

. . 

6. Evhluatian Remta  
A t  the cancluaiarr of each o f  the rs8igamata described in Sectiau 4, th. 
assigned aupemtsor w i l l  pepare a 'hrief nrrrative evaluation o f  the coqwe- 
hexasion o f  the trniaee in the subjaat nmtter covered dm* tho md-t. 
The evaluatian dll be conducted w i t h  the tmfaea on locatia md farnrded to 
the Admidstrative Wflccr who wi l l  counsel the ewployee oa the evaluatian. - 

M r .  Blue w i l l  provlde hia advlsoo. a hrief rcittea report of each aarigmmnt 
and a t  the canclusion of the fiaal t r a u  aaa-t d l  aubdt a a w m r y  
report asaeruing the tota l  tmizAag poqram. 

7.  h t w m t i a n  88 t o  Olha *ah88 h 8 ~  hti8fac- lo~k Strndards 
The Personael Offlour wi l l  revleu the .born evalmtim reprta a t  the and o f  
a e  t r a m  p c ~ i o d  aad detemdaa if Mr. Blu, eq1et.d the aaai@umnta in 
such a r~rmer .that he - baa acquired hamledge aad backgromd to amble him to 
meet the standards for the poaitiaa o f  Program Axmlyst, GS 345-9. 

- - 
PIIW mm: 

Personnel ~ f f i c e r /  ~ e s ~  gnated UTTICI a I Date . 

CERTIFICBTI~ OF COblPUTICeS' OF TRAINING: 

Personnel Officer Date 
11/18/83 FPM-322 
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APPENDIX C 

b-bf. I= -, rquhtSag, coardhmthg rrrd um?%dag 
a- o w  p#0.r U- to the Reed Office. Plrru 
aad develop d a t d l d  p d p n r  md guid&au to_rrd.t rab 
r \ r p a r i ~ i n a l l c r r m 8 0 f  t h e w - -  

S\.rprrris-a-of ~ ~ 8 r r h o u d r t i n ~ o p . r t y n m a 8 g w ~ t  
respons5billtSa8 md porfam dutiea rat* to e d t y ,  ofrice  
rehati-, md a l u i e a l  at tochaical dotier pmrWabg to t b  - P- 
B o ~ b l a  far the .par aad t d o a d c s t i a u  pogma for 
th. B.q iaml  Qtiiiae $anl* nagothtiaia with tho Drp.rt;lPmt rPb tho 
0mrr.l m e 0 8  

8.q9ir88 tha to a--to ar8lly m.ia mdtiag to pdd. 
addco m d  to d8volap. do- prgcodr~laa for. implarpatiag R a g i d  
=flc. moparty mlmgemnt p o w .  

11/18/83 FPM-322 
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~ k r , t m d . r t h . ~ ~ a i t h e B r a n c h C b i 8 f n h o o ~  
rrrdgmmita in Woad term8 of map., objaetiveu md aAmlniatntive 
c m k ,  m- is ugeetal to *rk -tly dth 
latitude far l a i t i r t ive  ead axarcire j-t. Work is reviewed for 
aoupndrutm, achiemmrrt of ob jactiveu, crrmol.lrnne ritb poUcy, 
alAd -88. 

GuideLbmr causiat of a u  ReguUtia~arr, Haadbooks, U 8 a p c 8  W e 8  
and Special Dlrectima. Uaea tho- quidalirrra in nt..nnins md 
d e m b p b g  pocuiurea to m effoct2vm -t 
m m  fm tb.R.Qianrl0ffic.r 

Mnkea dacidaorrs f o r  datemining =tho& and dppliwtian of pcoce$urer 
t o  resolve poblems. Iahment to  Kegiomrl Office prapcrtg mnlprmrnt 
programs and to  deternrbe if new mthoda or proced=ea are required, 
Through arpact howledge of the automrted personal pmperty system, 
the pmaloyw must insure that paparty records are 'accurate and 
aesazrt a ww picture of the Regional Office equipmnt assets. 

By p d d i n g  definftive addce urd asdatanee, to managePa and m p p  
esors ia the area of poperty nma@nmt, the employeefa rrork efforts 
have a definite (mrrct on the owmU opcratian of the Regiaal Office 
EPrapartY -qsmsIIt wogrsm* 

Personal ca tac ta ' r r e  aith officials of the Government Prfirtiag Office, 
the Genera l  Semdces Admhistratia~z, the Depwtmnt, representatitnu 
of businease8 and h d w b i e a  aad o w  iastituticum, other bureaus, 
agencies, and apprqsiate kPsw offichla.  

Personal coatacts a r m  made t o  iasrzce aapgty m n r v t  aufficianoy 
md t o  iasure ccmpatibility with Federal Procurunent Regulations, 
Mlicies, and pcocedures, as they apply to Property uPnrganrnt 
pograrmr. Contacts outside G o w m m m t  a g d -  are mrde to develop 
w-ts far mc-t, t o  inaura of t-8 and to o b W  
t b l y  dellvery of goods or scrtrices. dgeigmmntu also require 
povldiag techaid adtrice, participatian in high-level conferences, 
negotiationu aad msetiags w&ich barn a 8iqniff cant impact in pwperty 
mnagamnt actidtierr. 

11/18/83 FPM-322 
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a~~t~swranv~PaSfi ImDEs~aN- 
(Target  PoritiarL) 

APPENDIX D 

po8i t ik  is louted  in the & o m  h a l y d s  Branch. This position 
baa resparrrribUq f ~ .  the R m  Andyats Ph?~chtr  m a n  of the 
WU'~ -588 and mmt 0bjeCti- F-p w n p  
m d  updatbg Bur880 policies md m d i n g  @ W e  to maagcnnmt LD fba 
demhpwat of 1- range rrtrnl., qaackl  fudbga,  aad 6tafflag ~ogaw18. 

A. Ujca? Duties 

Psaiata ia the pep8raticar, review, md r e i d =  of the Bureau18 
gram ob j ectiver . 
Securer aad proddea mmapwat with evaluative mtaria3.8 thag need 
far  eff active dfrectiaor of p?ograms far Bureau operations. 

~ a r t i c i m t e r  in pegarbg long mmge plan#, program, and reconmends 
.Itamative pl-8 far the quidaace of Bureau actioitles. 

Deviser appropriate methods and pocedrrras for collecting aad 
f l e l d  grogram data end aaaistu in weparatian of Bureau's 

inptrt m='-J=t.l- mdmqrarmm~w cyole- 

Recormmnda 1- raage po- mixer and pica-ities far aotmmuss, 
based on social aad economic trends, by actually identifging potential 
problem areas and/ar macits. 

As needed, pepares lriefings for nmagrmant and drafts working 
guidalinrs f o r  ndcrognrphic p-. 

Mews Bureaut a ADP program and recmmnda priorities t o  mnagenmnt 
f m  applioltion. 

B. Factors 

1. Knorledge Required by Poaitian 

Extaudm bowledge and understanding of the Bogram Analysis 
Branch's poqrsms and ob jcctives. 

howledge and ability required for developing the 
Bureau's budget. 

Ihouledge of social and ccanamic condi t iaa  affecting the Bureeuts 
policies and ~ O g r a n H .  

11/18/83 FPM-322 - 
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b a ~ a r k r t m r l r r , t i u ~ ~ I a l o f  th.Qief# RPOgma 
~ d 8 ~  lkPkruignmrrrk.19otxtllrvdirrtenn8of 
objoctlveu ropght. T& w s a r  rrpd uheckr a r ~ t .  far 
adhemwe to eta- pallciea; c d -  and rwmmmd8tians 
mde by the irrembmt are mabjeet to review. However,. orr fee- 
t.-., bclab-t -Ira b d e p m i e .  . 

GuidrltnM are  Burma polidea aad obj.Ctive8, Depmtmntal r m -  
t iam,  md CYB guidrlinr. md direeuv8.. Irre&.nt lmy lmtn to 
d 0tb.r quidelher - - of the .born cm be 8pplld. 

C o m p l r d t y  U e r  kr the of meeting abort deadlines, d d u i a g  
alt-te nmthods, gathering aad reawrcbfne backgromd data to be 

input to -1- ~ c ~ V U  -8 mb islr~b P-1. 

Scope and Effect 

The scope and effect of the n r k  affects the farmalation, p ~ r ~ ~ t i o n ,  
review and, 8s neceaarzy, raoisii of Bureau pollcias, o b j e c t i ~ ~ u ,  
~ i m i t i e r  md aoqrarm,, 

Contacts are ath c w r k e r s ,  f i e ld  offf ce vd, D e m t  
officials, staff of CUB, officers of con8erm~tiara o r m z a t i a a a  aad 
~ s s i ~  staff mr?mhms. 

Purpose of Contacts 

The purpose of contacts is the exchange of informatian p a r t w  t o  - 
mrterials prepared i x ~ o r  far the RrograoPAaalysia Ph?aPCh o r  fer 
resolorzlg conflicts. 

Work ir  mostly sedentary, with occasional overtime. 

h r k  is performed irr aa offlce setting which is w e l l  lighted, heated, 
md  Ventihted. 

11/18/83 FPM-322 
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CAREER DEVELOPMENT AGREEMENT A m d e n t  Number 1. 

The -en* Cuccr Development Agreement is  a m d e d  provide for noncompetitive 
selection in spcciJ circrPmstMccr in which q a n i z a t i d  needs make it necessary t o  
reassign employees to positions in an occupational area for which they do not have the 
minimum qdiiications. The fallawing paragraphs are to be added and the designation of the 
Agreement becomes USDJ. Special Training Agreement CDA dated October 1,1981, as 
mended J . n v  19,198f 

5- SELECTION OF TRAINEES. buert the following paragraph beneath the present. 
pandraph in this - 

candidates for ttrining udcr this Agncmcrrt may be noncompetitively 
selected for m8ssipmcrrt to 8 trainee position ody when the target position 

-has no known or anticipated potential for promotim which is greater than 
that of thc position currently held. Sueh selectbns, using the factors listed 
i n t h t ~ ~ ~ ~ g r r p h , w i l l b c r ~ ~ r a v d ~ t h s k P t u r p c n o n n c l o ~ , d  

whm the tmhhg is nccdcd to provide the employee with qualifications 
for reassignment to 8 positim identified through 8 doc~lented process which 
includes coruidemtion ef bureau priorities and staff resources. 

6. LENGTH OF M I N G .  (Insert the following paragraph beneath the present paragraphs 
in this &on.) 

Training may be credited at an accelerated rate as shown above only if i t  can 
be expected to quicken the rate of development of the trahee over that 
n m a l l y  obtained from experience on the pb, The length of training for 
each trainee must be sufficient to prepare the trainee to perform the duties 
of the t a r g a  position, The above provision for crediting time in training at 
the rate of one month at tmbhg for two months of experience is  to be 
applied when appropriate. Training should be credited at the rate of one 
month of training for one month of experience when the nature of the 
training is not accelerating the rate of development above normal 
experience. 

Approved: 

- 

Morris A Sirnms 
Director of Personnel 

11/18/83 FPM-322 
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BLIREAU OF INDIAN AFFAIRS MANUAL 44 BIAM ADDITION TO FPM 

Chapter 41 0 EMPLOYEE DEVELOPMENT 44 BIAM 410, 4.1 

Subchapter 4. Interagency Training. 

Bureau Po l icy .  

A. Interagency t r a i n i n g  w i l l  be used when i t  i s  the  most e f f e c t i v e  
and economical t r a i n i n g  source. 

B. Employees who receive education leave are a lso  e l i g i b l e  t o  
p a r t i c i p a t e  i n  interagency t ra in ing. .  

2. Author iza t ion  o f  Trainina. 

A. Area D i rec to rs  may authorize interagency t r a i n i n g  not  
exceeding 120 t r a i n i n g  days or  960 hours i n  durat ion. 
This a u t h o r i t y  may be redelegated. 

B. The F i e l d  Administrator,  F i e l d  Administ rat ion Off ice,  
a f t e r  review f o r  l e g a l i t y  and p o l i c y  compliance by the  
se rv i c ing  personnel o f f i c e ,  may author ize  interagency t r a i n i n g  
not exceeding 120 t r a i n i n g  days o r  960 hours i n  dura t ion  
f o r  personnel under the  F i e l d  O f f i c e  j u r i s d i c t i o n .  

C. The Chief, Branch o f  Personnel Services (Washington Off ice,  
D i v i s i o n  o f  Personnel Management) may author ize interagency 
t r a i n i n g  not  exceeding 120 t r a i n i n g  days o r  960 hours i n  
du ra t i on  f o r  Washington O f f i c e  personnel. 

D. The Di rec tor ,  O f f i ce  o f  Administrat ion, may author ize 
interagency t r a i n i n g  exceeding 120 t r a i n i n g  days o r  960 
hours i n  durat ion. 

3. Requirements i n  the  Record. Standard Form 182, "Request 
Author izat ion,  Agreement, and C e r t i f i c a t i o n  o f  Training," s h a l l  
be used t o  request, authorize, and record interagency t r a i n i n g .  
No interagency t r a i n i n g  s h a l l  be approved unless the  SF 182 i s  
accompanied by a copy of the  I n d i v i d u a l  Development Plan (IDP) 
o f  t h e  employee t o  be t ra ined.  This p lan  should r e f l e c t  the  
t r a i n i n g  proposed. IDPts w i l l  be maintained w i t h  a l l  subsequent 
t r a i n i n g  records. 

Release 44- 63, 12/27/79 
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BUREAU OF INDIAN AFFAlRS MANUAL 44 BIAM ADDITION TO FPM 

C h a ~ t e r  410 EMPLOYEE DEVELOPMENT 44 BIAM 410. 4.4 

Submit ta l  o f  copies o f  t h i s  form t o  the  Washington O f f i c e  i s  no t  
requ i red  when t r a i n i n g  i s  approved l o c a l l y .  

4. Tra in ing  Employees o f  Other Government Agencies. k r e a u  o f f i c i a l s  
may prov ide interagency t r a i n i n g  f o r  employees o f  other  Government 
departments and agencies whenever i t  i s  feas ib le  t o  provide such 
t r a i n i n g .  When the  t r a i n i n g  i s  t o  be provided on a reimbursable 
cost-shared basis, an agreement t o  t h i s  e f f e c t  w i l l  be made i n  
advance. 

5. Tra in ing  Evaluation. Interagency t r a i n i n g  w i l l  be evaluated on copy 
9 o f  t h e  SF 182 and re ta ined as p a r t  o f  t he  record o f  t he  t ra in ing .  

Release 4443, 12/27/79 
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BUREAU OF INDIAN AFFAIRS MANUAL 44 BIAM ADDITION TO FPM 

C h a ~ t e r  410 EMPLOYEE DEVELOPMENT 44 BIAM 410. 5.1 

Subchapter 5. Tra in ing  Through Non-Government F a c i l i t i e s .  

1. Non-Government F a c i l i t y  Tra in ing Pol icy.  

A. Non-Government t r a i n i n g  f a c i l i t i e s  may be used when they are 
t h e  best  and/or the  most economical t r a i n i n g  source. 

B. Employees who receive educational leave are a lso  e l i g i b l e  t o  
p a r t i c i p a t e  i n  non-Government f a c i l i t y  t ra in ing .  

2. Author iza t ion  o f  Training. 

A. Area D i r e c t o r s  may authorize non-Government f a c i l i t y  t r a i n i n g  
not  exceeding 120 t r a i n i n g  days or  960 hours i n  dura t ion  w i t h  
except ion o f  requests i n v o l v i n g  a fo re ign  t r a i n i n g  f a c i l i t y .  
This a u t h o r i t y  may be redelegated. 

B. The F i e l d  Administrator,  F i e l d  Administ rat ion Of f ice ,  a f t e r  
review f o r  l e g a l i t y  and p o l i c y  compliance by the  se rv i c ing  
personnel o f f i c e ,  may authorize non-Government f a c i l i t y  t r a i n i n g ,  
w i t h  t he  exception o f  a fo re ign  t r a l n i n g  f a c i l i t y ,  no t  exceeding 
120 t r a i n l n g  days o r  960 hours i n  du ra t i on  f o r  personnel under 
the  F i e l d  O f f i c e  jurisdiction. 

C. The Chief, Branch o f  Personnel Services (Washington O f  Pice), 
may author ize  non-Government f a c i l i t y  t r a i n i n g  not  exceeding 
120 t r a l n i n g  days o r  960 hours i n  dura t ion  f o r  Washington O f f i c e  
personnel w i t h  t h e  exception o f  requests i n v o l v i n g  a fo re ign  
t r a i n i n g  f a c i l i t y .  

D. The D i rec to r ,  O f f i c e  o f  Administrat ion, s h a l l  author ize a l l  
non-Government f a c i l i t y  t r a i n i n g  exceeding 120 t r a i n i n g  days o r  
960 hours i n  durat ion, w i t h  t h e  exception o f  requests i n v o l v i n g  
a fo re ign  t r a i n i n g  f a c i l i t y .  

E. Requests f o r  approval o f  non-Government f a c i l i t y  t r a i n i n g  
i n v o l v i n g  a fo re ign  t r a i n i n g  f a c i l i t y  w i l l  be submitted t o  
the  Commissioner, a t ten t ion :  Chief  Personnel O f f i ce r ,  
D i v i s i o n  o f  Personnel Management, f o r  clearance through 
channels. 
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BUREAU OF INDIAN AFFAIRS MANUAL 44 BIAM ADDITION TO FPM 

Chapter 41 0 EMPLOYEE DEVELOPMENT 44 BIAM 410, 5.3 

3. Requirements i n  the  Record. Standard Form 182, "Request, 
Author izat ion,  Agreement and C e r t i f i c a t i o n  o f  Training," s h a l l  be 
used t o  request, authorize, and record non-Government f a c i l i t y  t r a i n -  
ing. Submittal  o f  copies o f  t h i s  form t o  the  Washington O f f i c e  i s  
no t  requ i red  when t r a i n i n g  i s  approved l o c a l l y .  In connection w i t h  
requests for approval o f  non-Government f a c i l i t y  t r a i n i n g  i n v o l v i n g  
a fo re ign  t r a i n i n g  f a c i l i t y ,  Form D I  1175, "Foreign Travel  C e r t i f i -  
cation," must be submitted along w i t h  SF 182. 

Care fu l  a t t e n t i o n  must be given t o  coding SF 182 according t o  
i n s t r u c t i o n s .  These codes become inpu t  i n t o  the  C i v i l  Service 
Commission's personnel data system and c o n s t i t u t e  a p a r t  of the 
Bureau's Annual Tra in ing Report. 

4. Long-term Tra in ing  Programs (Over 960 hours). When management 
decides t h a t  there i s  a d e f i n i t e  need t o  assign an employee t o  a 
s p e c i f i c  long-term t r a i n i n g  program, d e t a i l s  o f  the  program and 
t h e  a p p l i c a t i o n  process s h a l l  be made known t o  a l l  p o t e n t i a l  
appl icants.  Employees s h a l l  be advised i n  the  announcement of 
how the  se lec t i on (s )  w i l l  be made. When poss ib le  assignment t o  
long-term t r a i n i n g  should be made compet i t ive ly .  

Because long-term t r a i n i n g  costs are genera l ly  considerably i n  
excess o f  those f o r  short-term t r a i n i n g ,  cos ts  ( i nc lud ing  per 
diem and, i n  some cases, moving expenses i n  a d d i t i o n  t o  the  
salary,  plus, perhaps, h i r i n g  a replacement) become major manage- 
ment considerat ions. Such costs make i t  imperat ive t h a t  the 
manager consider a l te rnat ives ,  e.g., sending more than one employee 
t o  l e s s  c o s t l y  and shor ter  t r a i n i n g  before assigning on ly  one 
employee t o  long-term t ra in ing .  

Since funds are not  ava i l ab le  i n  the  Centra l  O f f i c e  t o  cover 
l o c a l  long-term t r a i n i n g  costs, l o c a l  f a c i l i t i e s  must budget 
monies t o  meet the  cost  o f  any long-term t r a i n i n g  undertaken. 
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BUREAU OF INDIAN AFFAIRS MANUAL 44 BIAM ADDITION TO FPM 

Chapter 410 EMPLOYEE DEVELOPMENT 44 BIAM 410, 5.5 

P r i o r  t o  t h e  long-term t r a i n i n g  assignment, a w r i t t e n  p lan  s h a l l  
be prepared s t a t i n g  the  t r a i n i n g  t o  be undertaken and how acquired 
s k i l l s  and a b i l i t i e s  w i l l  be u t i l i z e d  when the  t r a i n i n g  i s  completed. 

Signing a cont inued serv ice agreement (cond i t ions  are explained 
on t h e  reverse s ide  o f  copy 1 o f  SF 182) i s  a requirement f o r  t he  
employee before management can approve the t ra in ing .  As a mlnimum, 
t h e  employee agrees t o  remain an employee o f  t h e  Department o f  t he  
I n t e r i o r  f o r  a per iod  o f  t ime not  l e s s  than th ree times the  length  
o f  t he  t ra in ing .  Computation o f  t he  t ime (ob l i ga t i on )  begins w i t h  
t h e  day a f t e r  the  t r a i n i n g  i s  completed. 

If an employee leaves the  Bureau before f u l f i l l i n g  the  requirements 
o f  t h e  agreement, p rov is ions  o f  the  Departmental Manual (370 DM 410, 
5.5 through 5.7) w i l l  be applied. 

5. Waivers. 

A. O f f i c i a l s  i d e n t i f i e d  i n  44 BIAM 410, 5.2A, 6 ,  C, and D as 
having a u t h o r i t y  t o  approve non-Government f a c i l i t y  t r a i n i n g  
may: (1) request a waiver o f  the  man-year l i m i t a t i o n  ( the  number 
o f  man years o f  t r a i n i n g  given employees cannot exceed one 
percent o f  the  t o t a l  man years o f  employment o f  the  organizational 
u n i t )  when i t  can be shown t h a t  t h e  prescribed l i m i t a t i o n  could 
delay o r  i n j u r e  mission accomplishment; a waiver request w i l l  be 
addressed t o  t h e  D i rec tor ,  O f f i c e  o f  Personnel, Department o f  the  
I n t e r i o r ,  through the  Chief Personnel O f f i c e r  w e l l  i n  advance o f  
the ' requirement;  (2) determine when i t  i s  i n  the  pub l ic  i n t e r e s t  
t o  waive t h e  minimum continuous serv ice  requirement; a waiver 
may be granted and recorded as p a r t  o f  t he  w r i t t e n  request and 
approval o f  t r a i n i n g ;  (3) submit a request f o r  waiver o f  the  
one-year-in-ten per iod i n  accordance w i t h  Subchapter 5 o f  
Chapter 410 o f  the Federal Personnel Manual. 

The request requ i res  approval o f  t he  O f f i c e  o f  Personnel Manage- 
ment i n  Washington, D.C. and s h a l l  be addressed t o  the  D i rec tor ,  
O f f i c e  o f  Personnel, Department o f  t h e  I n t e r i o r ,  through the  Chief  
Personnel O f f l c e r  and must a r r i v e  w e l l  i n  advance o f  the  f i r s t  day 
o f  t r a i n i n g .  
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6. L imi ta t ions ,  Res t r i c t i ons  and Requirements. O f f i c i a l s  having 
a u t h o r i t y  t o  approve non-Government t r a i n i n g  must ensure t h a t  there  
w i l l  be no v i o l a t i o n  o f  l i m i t a t i o n s ,  r e s t r i c t i o n s  and requirements 
as se t  f o r t h  i n  370 DM 410, 5. 

P a r t i c u l a r  a t t e n t i o n  should be given t o  370 DM 410, 5.2C, Secur i ty  
Requirements; and 370 DM 410, 5.36, Proh ib i ted  F a c i l i t i e s ;  and 370 DM 
410, 5.8, C e r t i f i c a t i o n  o f  Appl icable L im i ta t i ons ,  Res t r i c t i ons  and 
Requirements. 

7. Tra in inq  Plans. No non-Government t r a i n i n g  s h a l l  be approved 
unless t h e  request f o r  approval (SF 182) i s  accompanied by a copy 
o f  t h e  IDP o f  t he  employee t o  be t ra ined.  This p lan  should r e f l e c t  
t h e  t r a i n i n g  proposed. IDP's w i l l  be maintained w i t h  a l l  subsequent 
t r a i n i n g  records. 
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Subchapter 6. Payment o f  Tra in ing Expenses. 

1. Guidel ines f o r  Pavment o f  Tra in ina Ex~enses. 

A. Funds t o  cover costs o f  t r a i n i n g  must be ava i l ab le  a t  t he  t ime 
a request f o r  t r a i n i n g  au tho r i za t i on  i s  submitted. 

B. The Bureau w i l l  pay f o r  p roper ly  authorized correspondence 
courses when the  employee has i n i t i a l l y  pa id  f o r  the  t r a i n i n q  . - 
and presents evidence o f  s a t i s f a c t o r y  completion. SF 182 s h a l l  
be submitted p r i o r  t o  enrol lment t o  ob ta in  proper author izat ion.  

C. 'The Bureau's share o f  the  payment o f  t r a i n i n g  cos ts  w i l l  be 
admin i s t ra t i ve l y  determined i n  advance o f  t he  f i r s t  day o f  
t r a i n i n g  and ind ica ted i n  the  "Estimated Costs and B i l l i n g  
Informat ion"  sec t ion  o f  SF 182, "Request, Authorizat ion, Agree- 
ment and C e r t i f i c a t i o n  o f  Training." Administ rat ive determina- 
t i o n  w i l l  be made i n  accordance w i t h  guidance provided by the  
Federal Personnel Manual (FPM 410 Subchapter 6), the  appropr iate 
sec t i on  o f  t he  Departmental Manual, and any a d d i t i o n a l  s p e c i f i c  
guidance issued by the  Bureau. 
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Subchapter  7. Acceptance o f  C o n t r i b u t i o n s ,  Awards and Payment 
from Non-Government Organ iza t ion .  

1. Bureau P o l i c y .  I t  is t h e  p o l i c y  o f  t h e  Bureau t o  approve 
a c c e p t a n c e  o f  a c o n t r i b u t i o n ,  award, o r  payment from non-Govern- 
ment o r g a n i z a t i o n s  on ly  i n  t h e  i n s t a n c e s  when t h e r e  is f u l l 1  and 
c l e a r  e v i d e n c e  o f  t h e  p r o p r i e t y  o f  accep tance  f o r  t h e  Bureau and 
t h e  employees. 

2. Approving Author i ty .  

A. A u t h o r i t y  t o  approve accep tance  o f  c o n t r i b u t i o n s  and awards 
i n c i d e n t  t o  t r a i n i n g  i n  non-Government f a c i l i t i e s  and accep- 
t a n c e  o f  payment o f  t r a v e l ,  s u b s i s t e n c e ,  and o t h e r  expenses  
i n c i d e n t  t o  a t t e n d a n c e  a t  meet ings  h a s  been d e l e g a t e d  by t h e  
Commissioner t o  o f f i c i a l s  a u t h o r i z e d  t o  approve non-Government 
f a c i l i t y  t r a i n i n g  (See 4 4  BIAM 410, 5.2, above).  
5.2, above) .  

B. An employee may accep t  a c o n t r i b u t i o n ,  award, o r  payment 
(whether i n  cash  o r  i n  k ind)  o n l y  a f t e r  s p e c i f i c  w r i t t e n  
a p p r o v a l  h a s  been r e c e i v e d .  

3. R e s p o n s i b i l i t y .  O f f i c i a l s  i n  charge  o f  Bureau f a c i l i t i e s ,  where 
concerned employees a r e  s t a t i o n e d ,  s h a l l  i n i t i a t e ,  when appro- 
p r i a t e ,  r e q u e s t s  f o r  approva l  o f  accep tance  o f  c o n t r i b u t i o n s ,  
awards,  and payment ( s )  from non-Government s o u r c e s  i n c i d e n t  t o  
t r a i n i n g  and a t t e n d a n c e  a t  meetings.  Such r e q u e s t s  s h a l l  be 
forwarded,  th rough  c h a n n e l s ,  t o  t h e  d e s i g n a t e d  approving o f f i c i a l  
a t  least t h r e e  weeks i n  advance o f  t h e  d a t e  when t h e  employee 
would be  expec ted  t o  accep t  t h e  c o n t r i b u t i o n ,  payment, o r  award. 
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Subchapter 8. Attendance a t  Meetings. 

1. Approval. Central  O f f i ce  Directors may approve attendance a t  
meetinqs i n  accordance with the provisions o f  370 DM 410, 8. 
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Subchapter 9. Reports and Interchange o f  Tra in ing Information. 

1. Recording Requirements. 

A. Standard Form 182 s h a l l  be used t o  record a l l  formalized Bureau, 
Inter-Bureau, Departmental, Interagency, and non-Government 
f a c i l i t y  t r a i n i n g  completed by Bureau employees. 

B. Employees s h a l l  have primary r e s p o n s i b i l i t i e s  fo r  submi t ta l  
o f  evidence (diploma, c e r t i f i c a t e ,  t r a n s c r i p t  o f  grades, 
etc.) o f  self-development a c t i v i t i e s  t o  t h e i r  personnel 
o f f i c e  f o r  f i l i n g  i n  t h e i r  o f f i c i a l  personnel fo lder .  

2. Reporting Requirements. Each Area Of f ice ,  the  F i e l d  Administrator, 
and the Chief, Branch o f  Personnel Services ( t o  inc lude the Cherokee, 
Seminole, and Choctaw Agencies) w i l l  submit an annual repor t  o f  t r a i n -  
i n g  a c t i v i t i e s  i n  accordance w i t h  i n s t r u c t i o n s  i n  44 BIAM Supplement 
410, 6.4 (Career Development System Handbook). 

Release 44-63, 12/27/79 

B I AM REISSUE 
FEBRUARY 1984 



BIREAU OF INDIAN AFFAIRS MANUAL 44 BIAM ADDITION TO FPM 

CHAPTER 410 EMPLOYEE DEVELOMNT 44 BIAM 410 Appendix 1, 1.1 

Appendix 1. Select ion,  Completion, and Processing of Optional 
Form (OF) 170, "Request, Authorization, Agreement 
and C e r t i f i c a t i o n  of Training. " 

NDTE: Guidance given here in  supersedes ins t ruc t ions  - 
~ r i n t e d  on back s i d e  of OF 170. 

1.1 Selec t ion  of t h e  appropriate version of OF 170. The OF 170 
is  pr in ted  i n  t h r e e  versions t o  be se lec ted  from and used as 
follows : 

A. The 10-Part version is t o  be used f o r  a l l  interagency 
and non-Government faci15ty t r a in ing .  

B. The 5-Part version is  t o  be used f o r  a l l  i n t e rna l ly  
conducted t ra in ing.  

C. The 1-Part version is t o  be used a s  a worksheet o r  
co r rec t ion  submittal.  

1.2 Completion of t h e  10 Par t  OF 170. Tky 10 Par t  OF 170 w i l l  be 
completed as indicated below: 

A. Block A (upper right-hand corner).  Coding w i l l  cons i s t  of 
appropriate combination of Bureau code, Bureau sub-element 
and submitting o f f i c e  number. See 44 BIAM 410, Appendix 1, 
1.6. 

B. Block B (upper right-hand corner) .  I n s e r t  t r a i n i n g  order 
o r  cont ro l  number. I f  t h e  OF 170 is used as an obl iga t ing  
document i n  l i e u  of a purchase order ,  t h e  ident i fy ing 
information shown i n  block 23 may be entered i n  "B" a l s o  
o r  a loca l  document cont ro l  number may be entered. I f  it 
is not l o c a l l y  desired t o  en te r  a t r a i n i n g  request  o r  
document cont ro l  number, t h i s  i t e m  may be l e f t  unf i l led .  

C. BPpck &(upper r igh t  corner). Check " I n i t i a l  o r  
Resubmiss ion", a s  appropriate. ( I f  it is "Correction o r  
Cancellation" use 1 par t  version). 
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D. I t e m  1. Applicant 's name. Af ter  f i l l i n g  i n  t h e  
appl icant ' s  f u l l  name (Last, f i r s t  - middle i n f t i a l ) ,  
e n t e r  t h e  f i r s t  f i v e  l e t t e r s  of t h e  l a s t  name i n  t h e  
shaded area. U s e  of prefer red  t i t l e  (Mr.", "Ms.", 
etc .)  is optional .  

E. I t e m  2 .  Enter Social  Securi ty Number (9  d i g i t s )  i n  
shaded area. 

F. I t e m  3. Enter year and month of b i r t h  (e.g., i f  your 
b i r t h  d a t e  is January 14, 1943, e n t e r  43/01. 

G. Item 4. Leave Blank. 

H. I t e m  5. Leave Blank. 

I. I t e m  6. Pos i t ion  Level. Select ion:  Only one of t h e  - 
following: 

(1) Non-supervisory. Any employee who has no super- 
v isory  o r  managerial r e spons ib i l i ty  , excluding 
GS-16 and above. 

(2) Supervisory. Basical ly , anyone who is respons i- 
b l e  f o r . e s t a b l i s h i n g  and monitoring production 
goals ,  giving advice, counsel o r  ins t ruc t ion  t o  
individual  employees and pa r t i c ipa tes  i n  selec-  
t i o n ,  t r a i n i n g  and evaluat ing employees. Exclude 
GS-16 and above. 

(3) Manager. Basical ly,  any employee whose primary 
r e s p o n s i b i l i t y  includes d i rec t ing  the  work of an 
organizat ion or s p e c i f i c  programs, function o r  
a c t i v i t y ,  exeluding GS-16 and above. Refer t o  
370 DM 412, Appendix 1 f o r  a  more de ta i l ed  def i -  
n i t  ion. 

(4) Executive. A l l  employees GS-16 and above. 

J. I t e m  7. Enter appl icant ' s  organizat ional  mailing 
address (include office/bureau/Department of t h e  
In te r io r ) .  
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K. I t e m  8. Enter o f f i c e  FTS te lephone number (i.e., ETS 
740-5000) o r  o f f i c e  commercial number i f  not  on FTS 
system (i. e., (703) 532-2222). 

L. 'Item 9. Complete f o r  non-Government t r a i n i n g  of 40 
hours o r  more. Number of years  and months of continu- 
ous c i v i l i a n  serv ice .  

M. I t e m  10. P r io r  non-Government t r a i n i n g  days t o  be 
en te red  on reques t  only f o r  long-term t ra in ing .  

N. I t e m  11. Enter t h e  app l i can t ' s  pos i t i on  t i t l e  o r  
funct ion.  

0. I t e m  12. Enter  pay plan, series and grade. Indica- 
t i o n  of s t e p  is opt ional .  

P. I t e m  13. Leave Blank. 

Q. I t e m  14. Leave Blank unless  mandatory by t r a i n i n g  
vendor. 

R. I t e m  15. 

(1) Enter  name and mail ing address  of t r a i n i n g  
vendor. 

(2) Enter  l oca t ion  of t r a i n i n g  s i t e .  ( I f  same a s  15a, 
i nd ica t e  by marking (X) i n  box). 

S. I t e m  16. Enter  course t i t l e  and a b r i e f  s tatement  of 
t h e  t r a i n i n g  ob jec t ive  (benef i t  t o  be derived by t h e  
Government). 

T. I t e m  17. Enter  catalog/course number i f  appropriate .  

U. I t e m  18. Enter  t h e  year ,  month, and day t h e  course 
begins and ends (e.g., a course s t a r t i n g  June 15, 
1976 and ending December 15, 1976, would be entered  
as 76/06/15 and 76/12/15). 
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V. Item 19. Enter  t he  t o t a l  number of course hours 
(4 d i g i t s )  and show t h e  breakdown by t h e  number of 
hours during duty and non-duty. ( I f  t o t a l  number of 
course hours is 15, e n t e r  0015.) 

W. I t e m  20. Training codes. See 44 BIAM 410 ~ ~ ~ e n d & x  
1.6B, C, D o r  E f o r  s p e c i f i c  codes. 

X. Item 21. Enter t h e  t o t a l  amount of d i r e c t  c o s t s  t o  
Government (4 d i g i t s )  i n  nea res t  d o l l a r s  showing 
breakdown of t u i t i o n ,  books/mater ials and o the r  
r e l a t e d  cos ts .  ( I f  t o t a l  c o s t  i s  $95, e n t e r  0095.) 
Also, e n t e r  appropr ia t ion  account number. If 
employee w i l l  sha re  some of t h e  expense, he may in-  
d i c a t e  t h i s  i n  t h e  block marked "AGE= USE ONLY ." 

Y. I t e m  22. Enter  t h e  t o t a l  amount of i n d i r e c t  c o s t s  
t o  Government (4 d i g i t s )  i n  nea res t  d o l l a r s  showing 
breakdown of t r a v e l ,  per diem and o the r  r e l a t e d  cos ts .  
( I f  t o t a l  c o s t  is $250, e n t e r  0250.) Also, e n t e r  
appropr ia t ion  account number. I f  employee w i l l  
s h a r e  some of t h e  expense, he  may i n d i c a t e  t h i s  i n  
t h e  block marked **AGENCY WE ONLY." 

2. I t e m  23. Purchase Orde rDequ i s i t i on  number. To be 
completed by l o c a l l y  designated o f f i ce .  Enter  purchase 
order  number and sggn. 

A& I t e m  24. For a l l  interagency t r a i n i n g  enter :  14-20-0699. - 
For non-Government f a c i l i t y  t r a in ing :  LEAVE BLANK, 

BB. Item 25. Enter  name and mail ing address of nominating 
bureau f inance  o f f i c e  f o r  b i l l i n g  purposes. 

CC. I t e m s  26 and 27. To be completed by app l i can t ' s  
immediate and second-line supervisors  ( i f  appropriate)  
before submission of form t o  nominating Bureau 
t r a i n i n g  o f f  ice.  

DD. I t e m  28. To be completed by t h e  l o c a l  Training 
Officer .  
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EE. I t e m  29. To be completed by t h e  o f f i c i a l  author- 
ized t o  approve t r a in ing .  See 44 BIAM 410, 4.2 f o r  
Interagency Training;  rc4 BIAM 410, 5.2 f o r  non- 
Government F a c i l i t y  Training. 

FF. I t e m  30. To be completed by t h e  l o c a l  o f f i c i a l  
respons ib le  f o r  recording completion of t r a in ing .  

GG. Items 31 and 32. This agreement must be signed by 
t h e  nominee f o r  a l l  non4overnmental t r a i n i n g  t h a t  
exceeds 80 hours and f o r  which t h e  Government 
approves payment of t r a i n i n g  c o s t s  p r i o r  t o  t h e  
commencement of such t r a in ing .  Employee should e n t e r  
period of obl iga ted  serv ice .  

1.3 Completion of t h e  5 Pa r t  OF 170. The 5-part 82 170 w i l l  
be completed as indicated below: 

A. Complete i t e m s  ind ica ted  under 1.2 (above): A, B, C,  D, 
E, F, I, J, K, N, 0, R,  S, U, V, W, X, Y, Z ( i f  
appropr ia te ) ,  BB ( i f  appropr ia te ) ,  CC, DD, EE, FF. 

l r 4  Completion of t h e  1 Par t  OF 170. The 1-Part OF 170 w i l l  
be completed as ind ica ted  below: 

A. Complete items as indica ted  under 1.2 (above): C ,  D, 
E, F, S. U plus cor rec ted  items. 

B. I n  space marked "Agency Use Only" g ive  a b r i e f  
desc r ip t ion  of cor rec t ion .  

1.5 Processing of t h e  OE' 170. Af ter  completion of t h e  OF 170 
as described above i n  1.2, 1.3, and 1.4 (with t h e  exception 
of 1.2FF which is completed a f t e r  t r a i n i n g  is accomplished), 
s p e c i f i c  d i s t r i b u t i o n  of copies  and a d d i t i o n a l  e n t r i e s  on 
c e r t a i n  copies  of t h e  SF 170 must be made. These a r e  
described below: 
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A. Processing of t h e  10-Part OF 170. 

(1) Copy 10 w i l l  be pulled and re ta ined by t h e  
o r ig ina t ing  off ice. 

(2) Copies 3-6 must be s e n t  t o  t h e  t r a i n i n g  vendor. 

(a) For non-Federal t r a i n i n g ,  block out 1.2E 
(Social Secur i ty  number) on copies 3-6. 

(b) On copy 5 (reverse s i d e ) ,  Sect ion I, 
stamp t r a i n i n g  off  ice mailing address. 

(c) On copy 6 (reverse s i d e ) ,  Sect ion I, 
en te r  employee's organiza t ional  
mail ing address. 

(d) Attach a copy of ins t ruc t ions  t o  
t r a i n i n g  vendor on how t o  process t h e  
form. (See 44 BIAM 410, Appendix 1, 
I l l u s t r a t i o n  1.) 

(3) Copy 9, sec t ions  C & D on t r a i n i n g  evaluat ion 
must be completed by t h e  t r a i n e e  and h is (her)  
supervisor. The completed copy 9 qpust be 
retained by t h e  cognizant employee development 
o f f i c e r  i n  a t r a i n i n g  evaluat ion f i l e .  

(4) Copy 1 must be f i l e d  i n  t h e  individual ' s  
o f f i c i a l  personnel f i l e  a f t e r  1.2FF (above) is 
completed. 

(5) Copy 2 w i l l  be sen t  t o  t h e  Branch of Employee 
Data and Compensation a f t e r  1.2FF (abow) is 
completed. 

Processing of t h e  5-Part O F  170. 

(1) Copy 5 is pulled and re ta ined  by t h e  o r ig ina t ing  
off ice. 
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(2) Copy 4, sec t ions  C & D, on t r a i n i n g  evaluat ion 
must be completed by t h e  t r a i n e e  and his(her)  
supervisor. Completed Copy 4 must be re ta ined 
i n  t h e  t r a i n i n g  evaluat ion f i l e  of t h e  cognizant 
t r a i n i n g  off icer .  

(3) Copy 1 must be f i l e d  i n  t h e  individual ' s  o f f i c i a l  
personnel f i l e  a f t e r  1.2FF (above) is completed. 

(4) Copy 2 w i l l  be sen t  t o  t h e  Branch of Employee 
Data and Compensation a f t e r  1.2FF (above) is 
completed. 

Processing of t h e  1-Part of OF 170. 

(1) I f  correc t ion  is i n  shaded block on the  OF-170, 
an e x t r a  copy must be subni t ted  t o  t h e  Branch 
of Employee Data & Compensation. 

Release 44-40, 9/16/76 
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1.6 Coding 

Bureau Submit- 
Bureau Su b- t ing 

A. Area or  Off i ce  Code element Off i c e  No. 

Washington, D. 0. (in- 
cludes Eastern Area) 

Albuquerque, N. M. (FAO) 
Aberdeen,S.D. (Area) (in- 

cludes Minneapolis) 
B i l l ings ,  Montana (Area) 
Juneau, Alaska (Area) 
Mskogee, Okla. (Area) (in- 

cludes Anadarka Area) 
Phoenix, Arizona (Area) (in- 

cludes Sacramento) 
Albuquerque, N.M. (Area) 
Gallup, N.M. (Navajo Area) 
Portland, Ore.  (Area) 
Sea t t l e ,  Wash. (Liaison) 

Release 4-4-40, 9/16/76 
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B. Pr inc ipal  Purpose of Tra in ing 

Code - Purpose Explanation of Purpose 

1 As a Result  of Mission To provide t h e  knowledges o r  
o r  Program Change s k i l l s  needed as a r e s u l t  of 

m i s s  ion, pol icy,  program o r  
procedures. This purpose is 
organizat ional  o r i en ta t ion  ; 
when t r a i n i n g  is necessary 
f o r  a s u b s t a n t i a l  number of 
employees as a r e s u l t  of a 
policy o r  program change. 
The pnrpose of t r a i n i n g  is 
appl ica t ion  of a concept. 

Example: Training f o r  mine 
ins  pect or  s af t er pass age of 
t h e  Coal Mine Health and 
Safety A c t  of 1969. 

- 
2 As a Result  of New To provide t h e  knowledges 

Technology o r  s k i l l s  required t o  keep 
abreas t  of developments i n  
t h e  eaployee ' s occugat ional  
f i e l d .  The purpose is equip- 
ment o r  process oriented. 

Example: TraPning provided 
an e~nployee i n  t h e  use, 
maintenance o r  r epa i r  of new 
and advanced e lec t ron ic  equip- 
ment; t h e  appl ica t ion  of new 
technology; or  advances i n  "the 
state-of-the-art.  " 

Release 44-40, 9/16/76 
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Code - Purpose Explanation of Purpose 

3 As a Result of New Tv provide t h e  knowledges 
Work Assi-nt and s k i l l s  needed as a 

r e s u l t  of assignment t o  new 
du t ies  and r e s p o n s i b i l i t i e s ,  
when such t r a in ing  is not a 
pa r t  of a planned career 
d e v e l o p n t  program. This 
purpose is individual  
or  iented--ref ers t o  t h e  move- 
ment of an individual t o  a 
new career or  new job. 

Example: Upward mobility 
t r a i n i n g  f o r  a personnel 
genera l i s t  newly assigned as 
t h e  upward mobility coordinator. 

4 To Improve Present 
Performance 

Release 44-40, 9/16/76 

To provide t h e  knawledges or  
s k i l l s  needed t o  improve o r  
maintain proficiency i n  t h e  
present job. Update t r a i n i n g  
such as re f resher  courses. 

Examples : Executive develop- 
ment, managerial, and supervi- 
sory seminars; ref resher  typing 
and telephone techniques f o r  
secretaries. 

B I A M REISSUE 
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Code P u r ~ o s e  -planation of Purpose 

5 To Meet Future To provide t h e  knowledges and 
S ta f f ing  Needs s k i l l s  needed t o  meet f u t u r e  

s t a f f i n g  needs through a 
planned ca ree r  developatent 
program i n  an occupational 
s p e c i a l t y  , executive or 
managerial development 
program, a management in tern-  
s h i p  o r  a t r a i n i n g  agreement. 
This purpose includes t r a i n i n g  
t o  meet f u t u r e  s t a f f i n g  needs 
which is not a pa r t  of a 
formal t r a i n i n g  program. 

Examples: Training t o  met 
f u t u r e  s t a f f i n g  needs i n  
t r ades  and labor occupations 
except when provided as a 
p a r t  of a formal apprentice- 
s h i p  program. 

6 To Develop To provide t h e  knwledges o r  
Unavailable S k i l l s  s k i l l s  needed f o r  f i e l d s  of 

work th&t are unique t o  t h e  
Federal Government, o r  t o  meet 
Government s t a f f i n g  needs i n  
occupations f o r  which t h e  
labor market cannot produce a 
s u f f i c i e n t  number of t r a i n e d  
candidates. 

Examples : Training air 
t r a f f i c  con t ro l l e r s  o r  taxpayers 
service representa t ives  and re- 
t r a i n i n g  engineers t o  f i l l  mining 
engineering vacancies because of 
an i n s u f f i c i e n t  labor market 
supply 
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Code - Purpose 

7 Trade o r  Cra f t  
Apprenticeship 

8 Orienta t ion  

9 Adult Basic 
Education 

Release 44- 40, 9/16/76 

Ekplanation of Purpose 

To provide t h e  classroom o r  
group port ion of t h e  formal 
t r a i n i n g  t h a t ,  together  with 
guided work experience, per- 
m i t s  t h e  employee t o  acquire 
t h e  knowledges and s k i l l s  
needed t o  meet t h e  f u l l  re- 
quirements f o r  journeyenan 
s t a t u s  i n  an apprenticeship 
program. 

To provide o r i en ta t ion  t o  
t h e  po l i c i e s ,  purposes, 
m i s s  ions, and functions of 
t h e  employing agency o r  t h e  
Federal Government f o r  new 
employees. 

To provide the bas ic  knowl- 
edges and s k i l l s  needed t o  
permit t h e  employee t o  func- 
t i o n  i n  t h e  world of work. 

Examples: Reatedial reading, 
bas ic  English grammar, GED 
c e r t i f i c a t i o n .  

B I A M REISSUE 
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C. Type of Tra ining 

Indicates t h e  principal  subject  matter and emphasis of t h e  
t r a i n i n g  provided an employee. (This standard categorizes the 
subject  matter of t h e  t r a i n i n g  given, not  t h e  pos i t ion  of t h e  
person trained.)  

Code - 
10 Executive and Manageiaent 

Education o r  t r a i n i n g  i n  t h e  concepts, pr inciples ,  
and theor ies  of such sub jec t  matters as public policy 
fdnrmlation and implementation, management pr inciples  
and pract ices ,  quan t i t a t ive  approaches t o  management, 
o r  management planning organizing and control l ing.  

11 mnagement - (Broad f i e l d  of planning, 
d i rec t ing  and control  1 ing people, funds and 
programs. Broad a l l o c a t i o n  of resources.) 

12 Bcecutive - (Courses designed f o r  high l eve l  
employees when t h e  t r a i n i n g  is broad, con- 
ceptual ,  policy development tgpe. Typical 
courses include Federal Executive I n s t i t u t e ,  
The Brookings Ins t i tu t ion .  ) 

Education o r  t r a in ing  i n  supervisory pr inciples  and 
techniques i n  such subjects  as personnel po l i c ies  and 
pract ices  (including equal employment opportunity, 
merit promotion, and labor r e l a t i o n s ) ,  human behavior 
and motivation, comaunicat ion processes i n  super- 
v is ion;  work planning, scheduling, and review; and 
performance evaluation. 

Release 44- 40, 9/16/75 
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2 1 Supervisory (excluding EEO and LkR) 

2 2 Supervisory Training i n  EEO 

2 3  Supervisory Training i n  Labor Management 
Relations 

Code - 
3 0 Legal , Medical , Sc i en t  i f  ic and Engineering 

E@gx~@c?& t r a i n ing  i n  t he  concepts, pr inciples ,  
theor ies  or  techniques of such d i sc ip l ines  as law, 
nedicine; the  physical , biological ,  na tura l ,  soc ia l  
or  behavioral sciences; education; economics; 
mathematics and s t a t i s t i c s ;  a rch i tec tu re ;  engineer- 
ing; o r  foreign a f f a i r s .  

31 Legal - (Including l a w  enforcement) 

32 . Physical Science 

3 3 Engineering and Architecture 

34 Mathematics and S t a t i s t i c s  

3 5 Social  Science (e. g. Sociology, Psychology, 
Economics) 

36 Education (includes teaching, ins t ruct ing and 
- briefing) 

3 7 Library Sciences 

3 8 Li f e  Sciences (including biological  sciences) 

3 9 Other legal ,  medical, s c i e n t i f i c  and eagineer- 
ing, not spec i f i c a l l y  included above. 

Release 44-40, 9/16/76 
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Code - 
40 Administ rat ion and Analysis 

Education o r  t r a i n i n g  i n  t h e  concepts, pr inciples ,  and 
theor ies  of such f i e l d s  as  pub1 i c  o r  bus iness adminis - 
t r a t i o n ;  personnel; t r a in ing ;  equal employment oppor- 
t u n i t y ;  l o g i s t i c s ;  supply; procurement; finance; 
systems analys is ;  policy, program'or management 
analys is  ; or  planning. 

4 1 Budget and Finance 

42 Personnel 

43 Equal Ehployment Opportunity 

44 Safety Management 

45 Organization and Systems 

46 Program Policy Analysis and Planning 

47 General Services and Contcac t ing (Includes 
supply, procurement, property, records manage- 
ment) 

48 Other Administration and Analysis, not 
s p e c i f i c a l l y  included above. r 

50 Specia l ty  and Technical 

Training of a special ized o r  technical  nature i n  t h e  
methods and techniques of such f i e l d s  as invest igat ion,  
secur i ty ,  pol ice  science, t ranspor ta t ion ,  a i r  t r a f f i c  
control ,  computer prograking,  languages ; o r  medscal , 
l ega l ,  o r  s c i e n t i f T c  support eec-hnician) work. - 

Release 44-40, 9/16/76 
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51 Automatic Data Processing ('%ow to" courses i n  
ADP Systems Analys is, Management In£ ormat ion 
Systems, Programming, Computer and Peripheral  
Equipment Operation and Maintenance). 

52 Instrumentation (operation and maintenance of 
laboratory equipment). 

53 Other Special ized Training not  s p e c i f i c a l l y  
included above. 

54 Other Technical courses (Including F i r s t  Aid) 
not spec i f  i c a l  l y  included above. 

6 C  C 1 e r  i c a l  

Training i n  c l e r i c a l  s k i l l s  such as  typing, shorthand, 
key punch o r  computer operat ion,  letter wri t ing ,  
f i l i n g ,  o r  telephone techniques. 

6 1 C l e r i c a l  

6 2 Sec re ta r i a l  

70 Trades and Cra f t s  

Training i n  t h e  knowledges and s k i l l s  needed i n  such 
f i e l d s  a s  e l e c t r i c a l  o r  e l e c t r o n i c  equipment i n s t a l l a -  
t i o n ,  maintenance o r  r e p a i r ,  t o o l  and d i e  making, weld- 
ing, o r  carpentry. 

71 . Trades and c r a f t s  (those normally developed 
through apprentice programs). 

7 2 F a c i l i t i e s  and Services ( d n t e n a n c e  of build- 
ings and grounds, mater ia ls  handling). 

Release 44-40, 9/16/76 
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73 EJectronics (operation and maintenance of 
e l ec t ron ics  equipment excluding ADP and 
Laboratory equipment). 

74 Machine operation. 

7 5 Other Trades and Cra f t s  Training not s p e c i f i c a l l y  
inc  luded above. 

Code - 
80 Orienta t ion  

Training of a general na ture  t o  provide an understanding of 
t h e  organizat ion and missions of t h e  Federal Government or  
t h e  employing agency, o r  a broad overview and understanding 
of matters of public policy such as t h e  po l i c i e s  r e l a t i n g  
t o  equal employment opportunity. 

81  Orientat ion (organizat ional  o r i en ta t ion  of new 
employees excluding funct ional  o r  subjec t  matter 
o r i e n t a t  ion) . 

82 Safety t ra in ing.  

90 Adult Basic Education 

Education o r  t r a in ing  t o  provide bas ic  competence i n  such 
sub jec t s  a s  remedial reilding, grammar, a r i thmet ic ,  l i p -  
reading o r  b r a i l l e .  

9 1 Communicat &Bn (courses concerned with langufige , 
communication s k i l l s ,  reading, wr i t ing ,  speaking, 
speed reading, etc.) 

Release 44-40, 9/16/76 

Special  Manpower Program i n  support of Public 
Policy. 

Special  S k i l l s  f o r  Handicapped Employees. 

Other Adult Basic Education not s p e c i f i c a l l y  
included above. 
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Source of Tra in ing 

Code - Source Explanation of Source 

1 Government -Agency Use when t r a i n i n g  is given by 
t h e  Department o r  bureaus/of f i ces  
by I n t e r i o r  employees. 

2 Government -Inter-  Use when t h e  t r a i n i n g  is given by 
agency a Government agency other  than 

t h e  DO1 o r  an interageney t r a i n -  
ing a c t i v i t y .  

3 Non-Government - Use when t h e  t r a i n i n g  is de- 
Designed f o r  Agency veloped and given expressly f o r  

DO1 by an individual ,  company, 
educational  i n s t i t u t i o n ,  pro- 
f ess ional  associa t ion  o r  con- 
s u l t a n t  under cont rac t  t o  t h e  
Department. 

4 Non-Government 
"Off the  Shelf '* 

5 S t a t e  o r  Local 
Government 

Release 44-40, 9/16/76 

Use when t h e  t r a i n e e  is enrol led  
i n  a s tandard t r a i n i n g  o r  educa- 
t i o n a l  experience offered by a 
company, professional  associa- 
t ion, educational i n s t i t u t i o n  o r  
o ther  source,  (e-g., univers i ty  
courses ; profess ional symposia; 
t echn ica l ,  bus iness , or voca- 
t i o n a l  school courses.) 

U s e  when t h e  t r a i n i n g  is given by- 
a S t a t e  or  loca l  government 
agency or a c t i v i t y .  Note: Educa- 
t i o n  o r  t r a i n i n g  provided by S t a t e  
o r  loca l  educational  i n s t i t u t i o n s  
is t o  be coded 3 o r  4 a s  
appropriate , 
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E. Special Interest 

Code - Description 

0 No special program 
1 Executive Development 
2 Supervisory Training 

Release 44-40, 9/16/76 
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I l l u s t r a t i o n  1 

United States Department of the Interior 
BUREAU OF INDIAN AFFAIRS 

WASHINGTON, D.C. 20245 

IN REPLY REPER TO: 

SAMPLE 

Dear Si r :  

We are enclosing OF 170, Request, Authorisation, Agreement and Cer t i f i ca -  
t i o n  of Training. This  form w i l l  be used as  a nomination f o r  t r a in ing ,  
purchase order  and registrat ion/acceptance form. 

Please r e t a i n  copy 3 f o r  your f i l e s .  Copy 4 w i l l  be t h e  purchase order. 
On t h e  reverse  s i d e  of copies 5 and 6,  please complete t h e  nomination 
s t a t u s  (Section H) and re tu rn  t o  t h e  respect ive  address i n  Sect  ion I. 

Should t h e  nominee not be se lec ted  f o r  t h i s  t r a i n i n g ,  please r e tu rn  
copy 6 t o  t h e  employee (address in  Section I) and copies 3 through 5 t o  
t h e  agency's address (address i n  Section I, copy 5). 

S incere ly  yours, 
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Appendix 2 In s t ruc t i ons  for  Using the  Indian In take  and Development 
- Program Training Agreement 

' - ,- -.. - 

1.1 P r i o r  t o  entrance on duty and in connection w i th  s e l e c t i o n  and 
an t i c ipa t ed  appointment t o  a t r a i n e e  pos i t ion  in t h e  BIA Indian 
In take  and Development Program, appl ican ts  in se r ious  content ion 
w i l l  be required t o  complete t h e  Indian Intake and Development 
Program Training Agreement. ( I l l u s t r a t i o n  1 )  

1.2 Dis t r ibu t ion  of t he  Agreement w i l l  be a s  fol lows : 

A. The o r i g i n a l  w i l l  be placed in t h e  i nd iv idua l ' s  o f f i c i a l  
personnel folder .  

B. A copy w i l l  be sent t o  t he  Chief, Branch of Employee ~ e v e l o ~ m e n t .  

C. A copy w i l l  be re ta ined by Area Training Off icer .  

D. A copy w i l l  be given t o  t h e  applicant/employee. 

1.3 The cognizant Area Director w i l l  be responsible  for  ca r ry i cg  ou t  
t h e  Bureau's r e s p o n s i 3 i l i t i e s  under the  agreement. 

1.4 The Area Training Officer w i l l  have s t a f f  r e s p o n s i b i l i t y  f o r  
monitoring and communicating progress under the agreenent. 

. 
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UNITED STATES DEPARTMENT OF INTERIOR 
BllREAU OF INDIAN AFFAIRS 

INDIAN INTAKE AND DEVELOPMENT PROGRAM 
TRAINING AGREEMENT 

Name o f  Employee 

Career F i e l d  
. . 

Locat ion o f  Tra in ing S i te :  Area O f f i c e  
Agency/Branch . 

Locat i o n  

EOD 

Expected Minimum Durat ion o f  Tra in ing months 

Target Series/Grade 

Entry Grade 

This p o s i t i o n  has non-competitive promotion p o t e n t i a l  t o  
I t  should be noted, however, t h a t  promotion i s  ne i the r  guaranteed nor 
automatic. Promotion w i l l  depend upon successful  performance. Success- 
f u l  performance as a t ra inee and completion o f  the  t r a i n i n g  program w i l l  
enable the  t ra inee  t o  q u a l i f y  and be promoted t o  the  next career ladder 
grade lev'el. Future promotions w i l l  be based on demonstrated s k i l l  and 
experience as def ined i n  Handbook X-118 and w i l l  be cont ingent upon 
a t t a i n i n g  the  full-performance l e v e l  i n  the  career ladder. 

I agree t o  accept temporary develqpmental assignments a t  var ious o f f i c e s  
dur ing  my t ra in ing .  I understand tha t  the  Bureau o f  Ind ian A f f a i r s  w i l l  
spec i fy  developmental assignments i n v o l v i n g  on-the-job t r a i n i n g  as w e l l  
as formal t r a i n i n g  courses. Upon completion o f  t ra in ing ,  my reassignment 
w i l l  be permanent. I understand t h a t  I w i l l  be reimbursed t o  the  extent  
permi t ted  by regulat ions f o r  expenses r e s u l t i n g  from temporary develop- 
mental assignments o r  t rans fe rs  incur red a f t e r  my i n i t i a l  appointment. 

I understand tha t  I w i l l  be provided whatever t r a i n i n g ,  r o t a t i o n a l  
assignments and school ing the Bureau o f  Ind ian A f f a i r s  may determine 
i s  necessary fo r  my development i n  my career f i e l d .  

Release 44-61, 10131179 
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My t r a i n i n g  period may be extended t o  accommodate f a c t o r s  which may have 
an impact on my grasp of i n s t r u c t i o n a l  mater ia ls ,  such a s  annual/sick 
leave ,  mforeseen changes i n  regulatory o r  l e g a l  requirements of subjec t  
mat ter ,  o r  my learning pace. 

I recognize t h a t  t h e  Bureau of  Indian Af fa i r s  may terminate t h i s  agreement 
a t  any time by issuing a not ice  t o  t h a t  e f f e c t  for  such reasons a s  changes 
i n  progran requirements, inadequate performance o r  misconduct on my par t .  
I may a l s o  terminate t h i s  agreement by providing reasons which a r e  con- 
s idered  s a t i s f a c t o r y  t o  t h e  Bureau of  Indian Affa i rs .  

Trainee 
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UNITED STATE DEPARTMENT OF THE INTERIOR 
BUREAU OF INDIAN AFFAIRS 

INDIAN INTAKE AND DEVELOPMENT PROGRAM 
EMPLOYEE PROGRESS EVALUATION 

Name o f  Employee 

Pos i t i on  T i t l e ,  Series, and Grade 

Period Covered by t h i s  Evaluat ion From To 

Organizat ion Locat i o n  Rater 's  Work Relat ionship 
t o  Employee 

1. B r i e f l y  describe the  nature o f  the  work o r  p r o j e c t s  on which the  
employee has been engaged dur ing  the  pe r iod  covered by t h i s  ra t i ng ,  
i nc lud ing  a statement o f  t he  s i g n f i c a n t  knowledges, s k i l l s ,  o r  
experience gained. (See t r a i n i n g  p lan)  
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Subchapter 2. A Guide f o r  Determining Tra in ing  Needs. 

.1 Determining t h e  Tra in ing  Needs of Ind iv idua l  Employees. 

The s i g n i f i c a n t  t r a i n i n g  needs of i n d i v i d u a l  employees w i l l  be  
determined on a day-to-day b a s i s  by work observa t ion  and appro- 
p r i a t e  d i scuss ions ,  and i n  a d d i t i o n ,  on an annual b a s i s  through 
a supervisor-employee d i scuss ion  which w i l l  be  he ld  i n  conjunc- 
t i o n  w i t h  t h e  annual cons idera t ion  of each employee's perform- 
ance r a t i n g .  

The va lue  of t h e  t r a i n i n g  needs de te rmina t ion  process ,  a s  pre- 
s c r i b e d ,  is g r e a t l y  a f f e c t e d  by t h e  accuracy of needs de te r -  
mined, t h e  record t h a t  is maintained of t hese  needs, t h e  e f f ec -  
t i veness  of t h e  t r a i n i n g  t h a t  is undertaken t o  meet needs, and 
t h e  record  of completed t r a i n i n g  t h a t  is maintained. I n  o t h e r  
words, t h e  t r a i n i n g  needs de te rmina t ion  process ,  i f  i t  i s  t o  be 
meaningful,  must be  based upon a c a r e f u l l y  devised system. 

The process  of lending system t o  t h i s  procedure can be g r e a t l y  
s i m p l i f i e d  i f  a form is used t o  record  t r a i n i n g  needs de t e r -  
mined, p l a n s  f o r  t r a i n i n g ,  and t r a i n i n g  completion da t e s .  For 
t h i s  reason,  a sample form is provided a s  I l l u s t r a t i o n  1 of 
t h i s  m a t e r i a l .  Bureau f i e l d  o f f i c e s  may s e e  f i t  t o  use t h e  
sample form without  modi f ica t ion ,  o r  they may make adjustments  
o r  des ign  another  form t h a t  is more appropr i a t e  f o r  l o c a l  use.  

A s  you w i l l  no te ,  t h e  sample form i s  designed t o  record t h e  
t r a i n i n g  needs and a c t i v i t i e s  of an ind iv idua l  employee, and i t  
is in tended  f o r  use i n  connect ion w i t h  t h e  supervisor-employee 
d i scuss ion  which is t o  be he ld  annual ly  i n  conjunct ion wi th  t h e  
cons ide ra t ion  of t h e  employee's performance r a t i n g .  

It is  suggested t h a t  e n t r i e s  on t h e  form should r e l a t e  t o  t r a i n -  
i ng  needs of a na tu re  t h a t  r e q u i r e  a formalized t r a i n i n g  approach. 
More minor needs, which can be  met r o u t i n e l y  on t h e  job, should 
no t  be  en t e red  on t h e  I l l u s t r a t i o n .  Such minor needs, however, 
should no t  be neglected.  I 

T ra in ing  need e n t r i e s  on t h e  form should r e l a t e  t o  t h e  employee's 
p re sen t  func t ions  and a n t i c i p a t e d  func t ions  i n  t h e  r e l a t i v e l y  
near  f u t u r e ,  a s  t h i s  procedure is intended t o  improve each 
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3. Supervisors of such immediate supervisors should lend 
assistance in this activity and coordinate training 
efforts. 

4. Individuals with staff responsibility for training should 
stand ready to provide assistance as requested. 

5. All supervisors should be well acquainted with the pro- 
visions of the guide, "Determining Training Needst'. 

6. Action should.be taken, as discussed, to insure all super- 
visors are well acquainted with the provisions of this guide. 

7. Action should also be taken, as we discussed, to assure that 
the provisions of the guide are applied. 

8. A follow-up meeting is necessary to discuss the collective 
picture of our training needs and advantageous actions which 
may be taken to meet these needs. 

C. Assignments 

Assignments should be made, as appropriate, to carry out decisions reached 
during the course of the conference. Follow-up procedures relative to 
these assignments should be clarified. 

44 BIAM Supp, 410, Release I 
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Subchapter 3. Bridge to Professions Program 

Purpose. Many employees, by participation in the Upward Mo- 
bility Program or by other means, may advance to grade GS-7 or 
even to GS-9; however, if these employees cannot gain educa- 
tional and work-experience requirements, it is not possible for 
them to move into the various professions. As a general rule, 
it would not be good management practice to support, through 
Bureau funding and effort, a program of development that would 
ultimately qualify an individual, having only a high school 
diploma and no sub-professional experience, for a professional 
position. On the other hand, there are many employees, having 
at least 2 112 years of successful college and some sub-pro- 
fessional experience, who could qualify for professional posi- 
tions in a reasonably short period of time. This program has 
been designed to identify such individuals and assist them in 
gaining those qualifications needed to assume professional 
responsibilities. 

.2 Policy. It is the policy of the Bureau, recognizing an evolv- 
ing future difficulty in filling professional positions, to 
assist individual employees in gaining the qualifications 
needed to incumber professional positions, when circumstances 
indicate such action is good management practice. 

This policy is supportive of the Bureau-wide Career Develop- 
ment System. 

. 3  Objectives. The objectives of this program are: 

A. To identify employees having at least 2 112 years of 
successful college and some sub-professional experience 
who are interested in qualifying for professional posi- 
tions. 

B. To assist such employees, on a competitively selected 
basis, in gaining those qualifications needed to incum- 
ber professional positions. 

C. To motivate employees, not presently qualified for this 
program, to undertake self-development activities that 
will ultimately qualify them for participation in this 
program. 

44 BIAM Supp, 410, Release 1 
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.5 Annual Program Announcement. Area Directors will announce this 
program annually to employees under their jurisdiction. The 
Chief, Division of Personnel Services of the Central Office, 
will announce this program annually to personnel under Central 
Office jurisdiction. Annual announcements should be made 
May 15 or September 15. A resume of this booklet should be 
attached to announcements to promote employee understanding of 
this program. 

.6 Eligibility Requirements. 

A. A minimum of one year of high-quality performance on the 
job within the Department of the Interior. 

B. A civil Service grade not higher than GS-11. 

C. A positive interest in a career in management in the 
Federal Service and a demonstrated capacity for it. 

D. Outstanding character, ability and aptitude for leadership, 
initiative, originality, persistency, cooperativeness, 
ability in oral and written expression, sound work habits 
and capacity and willingness to accept responsibility. 

E. Good health, adequate to permit the assumption of an 
intensive schedule of daytime work and after-hours study. 

.7  Nominations. All employees who meet the basic requirements as 
described may nominate themselves for this program or such em- 1 

ployees, with the consent of the employee in each instance, 
may be nominated for this program by any Bureau supervisor. 
Nominations should follow the annual announcement of the- program. 
Nominations should be made by letter and forwarded through 
channels. 

Recognizing that there is a developing need for Indians who are 
qualified to assume managerial responsibilities, special efforts 
will be made to acquaint Indians with this program and to en- 
courage them to compete for selection. 

A. The following documents should accompany all letters of 
nomination : 

1. A form SF 171 completed by the applicant. 

44 BIAH Supp. 410, Release 1 
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2. A typed statement of 500 to 1000 words discussing the 
applicant's interest in Government and hisfher career 
objectives. 

3.  A list of activities and organizations in which the 
applicant is currently participating. 

4.  An official transcript or photostatic copy of college 
courses and grades. 

5 .  Recommendation from the applicant's immediate super- 
visor and Branch Chief. 

.8 Additional Evaluation Techniques. Locally selected tests, if 
approved for use by the Civil Service Commission, may be used 
as one of a number- of additional selection techniques. These 
should not be used for "in or out" purposes. 

Candidates will participate in an interview with the Area Career 
Development Committee. 

.9  Selection Process. 

A. Area Offices. Each Area Career Development Committee will 
evaluate all collected data to determine which candidates 
should receive further consideration. 

The Area Career Development Committee will recommend to the 
Area Director candidates to be considered for selection. 
Area Directors will select candidates for participatjon. 
When an Area will conduct the training for another Area, 
the Area Directors will work cooperatively to determine 
the level of participation. 

B. Seminole, Cherokee, and Choctaw Agencies. The procedure to 
be followed relative to the processing of nominations re- 
ceived at these Agencies will be as described for Areas, 
except the Agency Career Development Committees will carry 
out the functions assigned to the Area Career Development 
Committees. Agency Superintendents will recommend candi- 
dates for selection. The names of candidates recommended 
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In  order f o r  an employee t o  be considered f o r  t h e  program, by t h e  
Bureau Career Development Committee, a l l  of t h e  above items (A 
through G) must be received by t h e  Bureau's deadline s t a t e d  i n  t h e  
annual BIA announcement t o  permit review of a l l  appl ica t ions  and 
t imely recommendat ions t o  the  Department. 

.8 Additional Evaluation Techniques. Locally se lec ted  tests, i f  
approved f o r  use by the  C i v i l  Service Commission, may be used as  one 
of a number of addi t ional  se lec t ion  techniques. Such tests may not 
be used t o  determine whether an appl icant  is "in" or  "out. " 

.9 Selec t ion  Process. 

A. A r e a  Off ices. Each Area Career Development Committee w i l l  
evaluate  appropriate da ta  spec i f i ed  above i n  items Athrough 
G t o  determine which candidates should receive  fu r the r  con- 
s ide ra t ion .  

The Area Career Development Committee w i l l  recommend t o  t h e  
Area Director  candidates t o  be nominated t o  t h e  Chief 
Personnel Off icer  f o r  considerat ion a s  Bureau pa r t i c ipan t s  
i n  t h e  program. 

Area Directors  w i l l  s e l e c t  candidates and make nominations 
t o  t h e  Chief Personnel Officer ,  Attention: Training, includ- 
ing a l l  required support items. 

B. Cen t ra l  Off i c e  and Administrative Services Center. The 
procedure t o  be followed r e l a t i v e  t o  t h e  processing of nomina- 
t i o n s  received w i l l  be t h e  same a s  described f o r  the  Areas, 
except an ad hoc committee w i l l  be appointed t o  ca r ry  out t h e  
r o l e  of t h e  Area Career Development Committee and the  recom- 
mendations w i l l  be forwarded t o  t h e  Director ,  Office of 
Administrat ion, who w i l l  make se lec t ions  f o r  nomination t o  
t h e  Bureau Career Development Committee. 

The Bureau Career Development Corn i t t ee  w i l l  s e l e c t  t h e  
candidates t o  be reconmended by t h e  Bureau t o  t h e  Department. 

As soon as t h e  Department responds t o  BIA nominations, can- 
d ida tes  w i l l  be not i f ied .  
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.16 U s e  of Program Graduates. Since t h i s  program s t r i v e s  t o  
i d e n t i f y  and develop p o t e n t i a l  managers, t h i s  program is f e l t  
t o  provide  an i d e a l  background f o r  a p p l i c a n t s  f o r  t h e  Manage- 
ment Understudy Program. Graduates of t h e  Departmental 
Manager Development Program should be urged t o  apply  f o r  t h e  
Management Understudy Program. 

For i n d i v i d u a l s  who have completed t h e  F i e l d  Management 
T ra in ing  Program and t h e  Departmental Manager Development Pro- 
gram, completion of t h e  Management Understudy Program s h a l l  
be  considered t h e  "third-step" i n  t h e  manager-executive 
development process .  

P a r t i c i p a t i o n  i n  t h e  Departmental Manager Development Program 
is no t  a p r e r e q u i s i t e  f o r  p a r t i c i p a t i o n  i n  t h e  Management 
Understudy Program and non-par t ic ipants  should be  a f forded  
every  oppor tun i ty  t o  compete f o r  s e l e c t i o n .  

Graduates  of  t h e  Departmental Manager Development Program 
who a r e  n o t  s e l e c t e d  t o  p a r t i c i p a t e  i n  t h e  Management Under- 
s t udy  Program w i l l  no doubt advance, v i a  t h e  m e r i t  s e l e c t i o n  
process ,  t o  t h e  limits of t h e i r  p o t e n t i a l .  Such advancement 
may w e l l  c a r r y  them t o  superv isory  and managerial  ranks.  
To a s s i s t  i n  t h i s  process ,  I nd iv idua l  Development P l ans  
should be  prepared f o r  such personnel  and a p p r o p r i a t e  support  
should be  provided f o r  t h e i r  continued growth. 
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effectiveness, as demonstrated by performance following 
training. 

D. Orientation Training. The Bureau prescribes a standard 
Bureau-wide procedure to be followed in the conduct of 
orientation training. This prescribed procedure estab- 
lishes the required nature and scope of this training and 
specifies responsibility for the conduct of the various 
training phases. 

Three approaches are recommended for the evaluation of 
orientation training at various Bureau locations. The 
first approach involves random sampling; the second 
approach involves data interpretation; and the third 
approach entails utilization of the Bureau's Placement 
Follow-up Program. 

The random sampling approach can be utilized by the Area 
Branch of Personnel in conjunction with regular activities 
undertaken at various Area locations to evaluate the per- 
sonnel management program. Application of this approach 
involves the random selection of a number of individuals 
who have been employed since the completion of the prior 
personnel management program evaluation to determine the 
adequacy of their understanding of various subjects upon 
which their orientation training arrangement was based. 
(All employees who are selected to participate in this 
evaluation process should be assured that this process is 
intended to evaluate the orientation training arrangement 
and is in no way intended to evaluate the employee.) 

Questions to be asked these employees should be prepared 
locally in advance and should relate to those topics consi- 
dered to be of critical importance or to topics where there 
is reason to believe a certain lack of understanding may be 
in evidence. This material does not prescribe the specific 
nature or form of questions to be asked, as it is believed 
local officials are more adequately prepared to develop 
questions appropriate to the current situation at various 
Bureau locations. 
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