o

WS DessATENT D R hrion.
TOREAL OF 1D MssaB YRR




Errata Sheet

Page Two — Knowledge Management
Replace Norm Duquette with Robert Neilson, Knowledge Management Specialist, 202-254-3313

Page Three — Handover Plans
Shelva Nobles’ number is now 202-254-3312

Page 7 and 8-
Replace the word ‘bonus(es)” with Incentive(s)

Page 7

Column 1 line 26 replace “salary’ with rate of basic pay

Column 2 line 13 add after ‘lump-sum’ the words ‘and other types of payment’

Column 2 line 19 add after “position and before the the period the words ‘with a high quality
candidate’

Column 2 line 335 replace ‘starting salary’ with the words ‘annual rate of basic pay’

Column 2 line 37 add after the word ‘service period’ the words ‘or a combination’

Page 8

Column 1 line 1 replace ‘annual salary’ with the words ‘annual rate of basic pay’

Column 1 line 38 & 46 add after 50 percent’ the words “with OPM’s approval. The Agency
can approve up to 25 percent of employee’s basic rate of pay.’

Page 13 — Emeritus Program
Replace Lee Barkow with Don Hinrichsen, Acting Director, National Science and Technology
Center



- Wildlife Biology
Engineering Technician

aetmtzes that have occurred over the years.
; pamculal We can assess ths stccesses

information on personnel programs t t e
. available to managers to recruit or retain the best—
[ quahﬁed 1nd1V1duals

_'This vtoolkit ismaintained by the Chief Human
_Capital Management Project Director and will
be updated' gularly to reflect changes in human :
Tesource P licy or léw :




focus on acquiring, storing, anci ut'l'
to enhance problem solvmg, learn

ﬁemblhty n orgamzatlons that face the potentlal
loss of knowledge when employees depart.

- Within the BLM, knowledge management is also
a set of processes and procedures for gathermg

the BLMs critical knowledge from whereverit
- resides—in computers, on paper, and in employe:
memories. Once gathered, that critical knowledg:
is disseminated for shared use and preserved for
reuse when and where it is needed.

Contact: Questions coneerning knowledge
management policies should be directed to Norman
- Dugquette, Knowledge Management Project
Manager, at 303-236-6453.

For More Information: Secc Instruction
Memorandum 2005 115 “Knor

Pelformanee stit
anagement and |
enoy managers

What Is it" Job overla

__transferring knowledge from an employee Whose; o
- Zdepaﬂ:ure is expected to a replacement employee.

“Office of Personnel Management (OPM) policies
allow two individuals to fill the same position
simultaneously to transfer knowledge and train
1epiacement employees

Pros and Cons: This is potentially a high-cost
alternative to the employing office if the two
employees overlap for a long period. Costs may be
minimized if overlap is utilized in connection with
student employment programs.

Overlapping a position can be cost-effective when
there is little documentation regarding the nature
of the knowledge that will be transferred and

when the job itself is complex. The partnership of
outgoing and incoming staffs allows information to
be acquired in a more progressive fashion so that
knowledge can be cumulative and specific needs
can be addressed. -

Mentoring programs are an effective way to transfer
knowledge through shadowing and other actwmes
Mentoring allows for more direct interaction
between employees than just an overlap of the
posmon The Bureau has developed mentoring
programs that are being 1mplemented in some
states. : =

Contact: Questions regarding job overlap can
be directed to the National Human Resources
Management Center, Denver, CO, at 303-236-6503.

Handover Plans

What Are They? Management handover is
implemented to sustain continuity within the .
management team, ensuring that key information is
captured, transferred, and shared between managers.
A management “handover plan” is the document
that records the key information to enable an
outgoing employee to transfer her/his knowledge to
the incoming employee.

Transition plans and timelines should be jointly
developed between the employee, the supervisor
and/or manager and the affected members of the
organization or program. There is no BLM standard -
format for handover plans. Examples can be found
in books on project management, and software




since retired ¢ or are neaﬁng reﬁrement The
Le: cy Progmm is mtended to brm current land

_ iture BL ,ﬁ,vostmg ofﬁ s are
sexpecte(i to make loeal arrangements 0
"eId tours, recm ds revr W, or other ac

' : fThe Legacy Program has been successfu at helping
- field offices undezstand and better evaluate the




o from retx ospectzve evaluatxons and
wmtmg hst of poterm al pm}ects an

NSTC has a0
Iunteers \

When Shouldi Consuler Develapmg a

_ Legacy Program? A Legacy Pro' am should
be considered when the manager w
from knowmg what previous actm :
the landscape that they manage. Ttise lso a good
mechanism to share the “‘hlstory oft
~ its activities with current staff members A Legacy
Program is also valuable when a new resource
management plan is being contemplated or When

a proposed action is being considered. that is the
~ sameas or similar to (me that has been con51dered

by either AD 200-0or AD-300. F or the natio

level program, each winter the NSTC Director and
several group managers meet to identify potentxai
subjects for the coming year’s Legacy Program.
Managers at all levels of the organization can send
proposals at any time to NSTC for consideration.
An IB is distributed annually to all employees
soliciting volunteers, and also 1o retirees throufrh
the Public Lands Foundation. The IB alse solicits
hosting offices. Employees or remees can apply to
be part of the project. .

Individual State and Field
Legacy Program activiti
appropriate subjects are
with the office to customize a

best meets its needs.

What Happens After M DIOS
Accepted? If the project is selected as part of the
national Legacy Program, the H eadq_uart@s Office




- Why Would a Retirement-Eligible Work Force
Be Interested in Alternate Work Schedules?
Nontrachuonal full-time work schedules may
- appeal to employees who wish to minimize the
- time they spend commuting to work, mciudmg
retirement-eligible employees. Part-time schedule%
: may appeal to employees who wish to work
*hours without ceasing work altogether.

Pros and Cons: Alternate work schedul
benefit the agency by allowing it to attract. ‘
retain a high-quality workforce, with increased or
[improved employee performance and productivi
and reduced tardiness and/or absenteeism
Employees can benefit by being permitted te}
structure their work schedules so they ¢ t

~ attend to their needs outside the office.

By broadening work hours outside the traditi
work day, alternate work schedules may enco
an environment in which employees and thei
supervisors have less face-to-face contact an |
traditional work week:

For More Information: Visit the web s

_ the Office of Personnel Management at hifp:
WWW,0pH.Zov/0ca’aws.

Telework

ofﬁcmlly assigned duties ﬁom an app
other than their duty station. of prima

usmg part—tune empioyment and J()b | -
tively and to the fullest extent possible.




 charged wilh estabhshmg telewo k- pi‘o
f"W1th1n the BLM State Offices have pi¢




The ﬁexrbm arge s can als
- bebased on an agfeéél‘qpon service period, capped




- have a “fully successful” E?AP ratmg A secoﬁd- /
' '«levei review is "eqmred o

- FortMare lnformatlnn. The foﬂowmg Office
- of Personnel Management website pro ides
“in rmatmn regardmg recruitment bonuses
Imp Www.opm. gov/aca/pay/H TML/ -
RELBONFS HTM. See also Section 1400-550
~of the BLM Manual. The legal authori ities for
reiocatlo' bonuses are identified at 5 U.S: C 5753
and CFR, Chapter 1, Part 575, Subpart B

'Retentlon Aﬂowame

,Elat Isit?. QPM rules penmt agenc1es to
a rete ion allowzmce when an employee

based ona crttlcal agency need. The bonus can be
paid either in mstaﬂments orina lump sum the .
. end of a service period.



Contfacting ¢

E What ’ls it? Recently;retiredﬂ e'mpleyees may be

eligible to serve as contractors, subject to Federal
procurement laws: ‘However, under 5 U.S.C. 3109
and Section 37.104 of the Federal Acquisition
Regulations (FAR), the BLM may not enter into
“personal services” contracts. Such contracts cover
work that cannot be accomplished without close
guidance and 1nput between the employer and the

employee

| Non‘-personal”seri?ices‘ contracts cover completion

of tasks such as development of a handbook,

written guidance and policies, or standard operatm g
procedures. Tasks must be completed with little or
no Government supervision, and the contractor must
produce a completed product. Recent retirees may
be able to contract with their former Government

empl oyér.tozpro’vide such task-related services.

'Under FAR Sectlon 37 203 adv1sory and a531stance

_ services ca ot be used to perform work of a
'pohcy—makmg nature, used to bypass personnelf |
* ceilings, contracted on a preferential basis to former
Govemmcnt employees used to aid in influencing ,
legislation, or used to obtain professional advice
that is readﬂy ava:lable w1th1n the agency

<A number of other conSLderanons and restmctlons

apply when hiring former BLM employees to
perform duties and responsxblhnes identical to the

ones they performed as Federal employees. Ethics
_counselors and the State Office or National Business

Center procurement analyst should be consulted for

further information.

Why Would You Contract with a Retired

Federal Employee? A retired Federal employee
may have unique knowledge or skills necessary to
complete a mission-critical requirement, and there
may be no other practical means to accomplish the

mission requirements. Any contracts entered into

_

with former employees should be for the primary
benefit of the BLM, not the employee. Employees
should not count on coming back to the BLM under
a contract to tie up “loose ends.”

Pros and Cons: The most appropriate means

of bringing back services of a former Federal

employee 1s as a “reemployed annuitant.”” However,
is is not a popular optzon for employees because

of the reduction in the retirement annuity. Annumes

for retired employees are not affected through
~contr: actmg . '

Contracting with former employees can create

the appearance that the BLM is circumventing
reemployed annuity regulations or FTE restrictions,
showing favoritism in contracting to its own
employees or creating business opportunities for its
former employees. As a result, contracting should

be mission-critical and not simply an extension of
‘the employee’s previous duties.

Contact: Contact procurement specialists in the
- Washington Office or your State Office regarding
- guidelines and strategies for suecessful contracting.

For More Information: Information on
contractlng opportunities with the Government can
be found at hap://www. FedBizOpps.gov. Your
procurement office also has a brochure titled Doing
Business with the BLM that provides extensive
background and suggestions on contracting -
opportunities. This brochure, which contains

- links to several related web 51tes is also avaﬂable

at the BLM national acquxs ite: htip:
//wwmblm.gov/natacq. . '

Potential contractors can obtain a
Bradstreet number, which is req

: advantage of business opportunities with the

BLM, by going to the D&B website at hittp:
Ywww.dnb.com. Contractors must also register
their firms with the Central Contractor Registration




- ‘,What Are the Types of Appomtments’ There

_ annuitant’s salary. There are several exceptions

What ls lt’ A retxred Fedeml employee may be
~ hired as an “annuitant” into any position for which -
he: or she is quahﬁed Personsﬁwho rettred under

. ’:ﬁreﬁghtm g‘duties

_ are two types of appointments: non«-dzsab;llty and
'dlsablhty Both appointments allow: the employee
1o be reemployed mto a tcmporary or permanent

posxtlon : :

What Happens to the Annulty Upon
Reemployment’ When an annuitant is -
- reemployed, the annuity continues, but the

- amount of the annuity that applies to the period
- of reemployment is offset from the reemployed

o that are noted below; these are described in greater
detail on the Office of Personnel Management s
(OPM s) Websm: ‘ ,

'How Is Pay Treated in Reemployment" The
pay of a reemployed annuitant is subject to an.

offset by the allocable amount of anmuty during the
perlod of reemployment and retlrement deductmn o

How !s Pay Treated When There Is a CSRS
Annurty" The foHowmg general rules apply to a

2. CSRS rétirexiﬁént déduqtgionsare bp‘tional.

3. \‘Ehgxbihty for a suppiemcntal annulty accrues
~ after one actual, continuous year of full- time
1ee mployment, or the part-time equivalent.




. Withhold that amount from his or her pay upon
reemployment;

« [n addition to completing the normal application
for retirement procedures, provide OPM
information about the reemployment of the
annuitant; and

¢ Recompute the amount of the offset when OPM
has made its award of annuity.

What Are the Responsibilities of the
Reemployed Annuitant? The annuitant

needs to provide agency with her/his retirement
status. Retirement status should be included in
the application/resume for Federal employment.
The annuitant is required; as a condition of
reemployment, to advise the agency whether he or
she:

 Is currently receiving an annuity, and if so, the
gross monthly amount of that annuity;

»Is a disability annuitant, and if so, whether
OPM has found him or her recovered from the
disability or restored to earning capacity; and

. Réceiifés aii;annuity based on an involuntary
- separation that was not based on charges of
misconduct or delinquency.

For More Information: Additional details on the -
process of being re-hired into the Federal workforce
as an annuitant are at OPM’s website: hetp://
www.opm.gov. See especially the sections relating
to status as CSRS and FERS employees, which are
taken from the OPM Handbook, Chapter 100,

April 1998.




BLM Volunteer Program

What Is It? The BLM volunteer program offers
guidance and assistance to individual offices in
setting up and managing volunteer positions.
Volunteers for the BLM fill a variety of roles.
Offices can utilize standard position descriptions
] ‘ dance, or they can develop and
o hexr speczﬁc needs The

8- 540) The Fedcral Tort Claims

2671—?680) and provnsxons of the -

volu teer groups and 1nd1v1duals are avaﬂable a
ht{p //www bim. gov/volzmz‘eer Another Web“ i

a http web, lm gov/mternal/wo ,600/00 w0650 vol/ '
. 'toolkzt/mdet.html

Lands Foundatlon

What Is it’ The Public Lands Foundation (PLF }is.
a private, nonprofit organization with an educational

and scientific mission to promote the proper use,
protection, and professional management of Federal
public lands.. PLF is nota government agency or
entxty, nor is it afﬁhateé withora part of the Bureau ,

of Land Management It is an advocate for the

conservation and proper use of lands admlmstered

by the BLM PLF has been operatmg since 1987

. Membel shlp 15 open o everyone Wlth zm mterest

~ national orgamzauon
 chapters headquartere
and Bﬂhncs

:,‘,analytlcal papers Congressmnal testsmony, Wnttenuj

comments on administrative ruiemakmgs and

 other public mput opportunities, and thmugh 1ts

: ,newsletter and website. Members take an actwe: ,
* part in developing loeal public land use plans and

- give presentations in various pubhc; forums. PLF |

holds an annual conference, and each September
members gather at pubhc land: sites durmg

‘National Public Lands Day to work to improve

the sites. PLF also conducts and sponsors Qtudlesr

and workshops needed to analyze public land
issues. The Foundation sponsors annual awards to

recognize a current BLM Manager and Technical
Specialist for outstanding work as cmi servantsin -

_ public lands professions.




| e -mail account, driving privileges, and traVeE :
- reimbursement in accordance with exis
voiunteer pohcles .

T}:us approach allows retlred employees to contmue
_working on a favorite project, mcludmg sczentrﬁc

- research; or to compiete a specific long-term

_ project, and keep in touch with peers professionally.
Arrangernents can be specnﬁcal rsetup to best
suit the mdmdua} needs of both the office and the
retlree

Pros 'a'i‘idfConis:e The Emeritus Program allows

_ employees an opportunity to complete a specific.
project in their area of professional interest, even:

 when they have already retired. The Program

- provides additional assistanc m( expertxse for

offices on a cost-effective basis that allows ret;rees

to keep abreast of then" professxonal mterests

A hostxng offic must provide w rkspacze and ‘
-some supervision of the emeritus volunteers.
Success requires a good personal and professional
¢ atlonshlp‘ between current staff and emeritus

Contact: Contact Mary Tisdale, BLM Voluntaer
Coordinator, at 202-452-0365, or by email at Ma
Tisdale@blm.gov, or Lee Barkow, Director of th

National Science and Technalogy Center, at Lee

Barkow@blm.gov for : suggestmns regardmg how to »

implement an Emeritus arrangement m your ofﬁce

For More information: There isno estabhshed
‘authority for this program. The B
policies can be found at the followin website:
http://web.blm. gov/mtemaé/wo-tiﬂtf/ﬁﬂ wob50 val/

toolkitindex.himl.




What Is a Handover Plan and Why Do We
Need Them? Staffing transitions occur due to
retirements, employee promotions or relocations,
staffing reductions, or office reorganizations. A
handover plan can help smoothly pass the baton
and retain knowledge, and to maintain partnerships
and customer relationships. Good plans will reduce
wasted time and funds in locating or duplicating
information, documents, and records, and reduce
the time needed to understand processes and issues.
Handover plans are designed to sustain continuity,
avoid “reinventing the wheel,” and provide new
employees key information that will help them, and
their organization, succeed.

How Do | Develop a Handover Plan?
Transition plans and timelines should be jointly
developed between the employee, supervisor,
and/or managers, as well as affected members of the
organization or program. '

Identification of ongoing duties, projects, current
and emerging issues, and specific transitional
activities that need to occur will be the main
component of a handover plan. Strategies, timelines,
and assignments to accomplish identified needs

Items to consider including in a handover plan:

should also be included and might fall largely to the
employee and supervisor/manager. Communicating
and sharing the plan among affected employees,
program leads, and managers is a responsibility of
the supervisor/manager or project lead.

The size, complexity, and style of a handover plan
should be determined by the supervisor or manager
and the employee, depending on the time available
and the nature of the departing employees’ projects
and responsibilities. In some cases, handovers may
best be handled in face-to-face meetings; in other
cases, written documentation and recommendations
may be needed. The time required to develop

a handover plan may range from a few hours to
several days.

Ongoing Tasks

Projects

Management

«ongoing assignments to be continued by the
successor

« certification/training requirements

«inventory/location of files, documents,
references

= contacts charts

« current and emerging issues

« contracts — pending, active

« program info — guidelines, references,
authorities

« funding status, fund codes

« property/equipment

- annual or semi-annual reporting requirements

«routine tasks, frequency, time commitment for | - title, description, status of
each, relationships to other office tasks projects

«team members, assignments

«information on contacts,
partners, interagency contacts

« funding status, project codes etc.

« calendars, flow charts, Gantt

« files, documents, references

» identification/background of responsibilities

- identification of current issues

- emerging issues

- contact information: agency, program,
partners, stakeholders, key publics, officials,

«files, documents, references

« status of personnel, any pending actions,
personal recommendations, table of
organization

« explanation of office procedures, policies,
office morale or internal issues, community
relations, office priorities, delegation of
authorities.




TRANSITION CHECKLIST

Name:

Office/position:

Date
completed:

Turned
over to;

1. Complete chart of tasks, frequency, time commitments

2. Complete inventory/description/location of records, files, documentation, references

3. Complete list of certification/training requirements

4. Complete inventory/list of contact information

5. Write brief of current issues/ongoing projects

6. Write brief on emerging issues

7. Update and compile program information, guidelines

8. Compile information on funding status, funding codes

9. Update property records; compile information on property equipment, status, location,
condition, user manuals, repair or replacement needs

10. Compile project records

11. Compile information on reporting requirements

12. Compile records on current contracts

13. Compile table of organization, notes on personnelfstaffing issues

14. Compile/edit/update office policies and procedures, delegations of authority

15. Write brief on community relations

16. Send out notification of transition to key contacts/stakeholders/vendors/contractors




INVENTORY OF DOCUMENTATION/FILES

Name:

Office/position/project:

Write a brief synopsis of files, documentation, registers, maps, charts, photographs, references, or similar information. Include a
brief description of content, dates of creation, location, format, security requirements, and any other comments on use, associated
files, relation to records in other offices, notes about originators of records, use in litigation, etc., that might be helpful in utilizing
information. ‘

Title:

Format:

Size:

location:

Dates:

Security requirements:

Comments;

Title:
Format:

Size:

Location:

Dates:

Security requirements:

Comments:

Title:

Format:

Size:

Location:

Dates:

Security requirements:

Comments;




CONTACTS

List individuals, groups, and companies that you regularly work with or who may have special interests or useful assistance

for your area of responsibility. This includes co-workers, agency technical specialists, officials, administrators, public officials,
interagency contacts, project team members, interested publics, stakeholders, vendors, contractors, partners, technical or subject
matter specialists in the corporate/private/academic world, consultants, and media contacts.

Itis probably not necessary to list contacts where information could easily be found in other records, such as permittees with
whom you frequently work.

Name:

Work telephone;

Home telephone:

Cell phone:

e-mail or website:

Mailing address:
Physical address:

Relationship:

Comments:

Name:
Work telephone:

Home telephone:

Cell phone:
e-mail or website:

Mailing address:
Physical address:

Relationship:

Comments:

Name:

Work telephone:

Home telephone:

Cell phone:

e-mail or website:

Mailing address:

Physical address:

Relationship:
Comments:




TASK DESCRIPTION and TIME ALLOCATION

Name: .. Position;

List individual tasks or groups of tasks required of your position, with an estimated time allocation for each major task grouping.
Include information on frequency and any routine reporting dates or processes; identify task interrelationships, including those
tasks related to other positions. Express time commitments as a percentage or in estimated hours per week or month. Add
additional elements as needed

A. {name of task) Time Commitment: %
1. description of element

a.
b.
2. description of element

a.
b.
3. description of element

a.

b.

4. description of element

a.

b.
Comments: (include information or advice based on your experience for accomplishing this task.)

B. {(name of task) Time Commitment; %

1. description of element
a.
b.
2. description of element

a.
b.
3. description of element

a.
b.
4. description of element

a.
b.
Comments: (include information or advice based on your experience for accomplishing this task.)




C. (name of task) Time Commitment: %

1. description of element

a.
b.
2. description of element

a.
b.
3. description of element

a.
b.
4, description of element

a.

b.
Comments: (include information or advice based on your experience for accomplishing this task.)

D. (name of task) Time Commitment: %

1. description of element
a.
b.
2. description of element

a.
b.
3. description of element

a.
b.
4. description of element

a.

b.
Comments: (include information or advice based on your experience for accomplishing this task.)




Sample Notification Letter/Message

Following is a text example of a formal letter or e-mail message to notify individuals or companies affected by

a transition in employees. In most situations, this type of message should be sent by the project supervisor, the
employee’s supervisor, or a higher-level manager. In some situations, an employee may wish to re-write the message
in-the first person and personally send it to individual contacts.

Dear: (insert name)

This is to inform you that (insert name), who has been responsible for (insert duties, projects,
responsibilities) at the Bureau of Land Management (name of office) for the last (insert length
of time), will be leaving this office and handing over responsibilities as of (date)

(Name) will be assuming these responsibilities as of (insert appropriate date) He/she can be
reached at (telephone, e-mail, and mailing address). (If this individual works other than a typical
business week schedule, it is a good idea to insert information about when/where they can
normally be reached.)

Our office is doing everything possible to ensure a smooth transition and continuing our agency
mission and service to customers. If you have any concerns about this change, please contact
me at (telephone, e-mail) below.

(Name and contact information)

€20 U.S. GOVERNMENT PRINTING OFFICE: 2006 — 560-340 / 42003 Region No. 8
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