APPENDIX C

WORK ENVIRONMENT

SECTION 1.  PERFORMANCE MANAGEMENT PROCESS

EMPLOYEE VALUE

The employee’s value to the Corporation is a major consideration in the following situations:

a.
Salary management

b.
Reduction-in-force

c.
Promotion

d.
Transfers

e.
Job assignments

The parties agree that an employee’s value is composed of two major categories: individual performance and other factors. These are listed below with their agreed-to components, which are not intended to be all-inclusive.  Each organization should tailor the guidelines to its requirements/needs for communicating organizational value.

Individual Performance

Job Knowledge: The degree of demonstrated understanding of the skills, principles, techniques, and procedures necessary to perform all phases of the position.  Does the employee have both diversity and depth of required skills to perform both fundamental and specialized tasks, maintain currency in the field, exhibit creativity, and incorporate innovative techniques and procedures into their work?

Productivity: Demonstrate utilization of job knowledge and skills to produce work of quantity and quality meeting the professional standards of the organization.  Does the employee set goals and objectives, consistently complete tasks on schedule, and provide accurate results requiring a minimum of correction and amplification?

Dependability: The demonstrated commitment to complete assignments reliably with minimal supervision.  Does the employee make a commitment, meet deadlines, and follow work rules and procedures?  Does the employee comply with and maintain a safe, healthy, and injury-free work environment?  Can the employee be relied on during times of crisis?

Corporate and Organizational Perspective: The degree of demonstrated commitment to the corporate and organizational mission.  Does the employee participate as a team member and develop effective teams?  Does performance reflect an emphasis on customer focus, mission impact, and value to the Corporation?  Is the employee cost conscious?

Adaptability: The degree of demonstrated flexibility to assess and adjust to changing work conditions precipitated by new corporate strategies and priorities, programmatic constraints, and/or unexpected changes in requirements.  Does the employee demonstrate ability to undertake a variety of assignments, develop alternative courses of action, and apply knowledge/skills to new areas?

Leadership: The degree of demonstrated ability to achieve customer satisfaction through inspiring, mentoring, coaching, and empowering.  Does employee take initiative, exhibit persistence and enthusiasm, assume risks, anticipate and meet others’ needs?

Communication: The demonstrated ability to express ideas clearly, listens effectively, and fosters an exchange of information with all personnel.  Does the employee create clear, relevant, and effective communications; express verbal communication that is clear, articulate, responsive, and sensitive to the audience?

Interpersonal Skills: The degree of demonstrated ability to interact with others in an effective manner, which promotes attainment of goals.  Does the employee relate well to others, encourage communication, cooperate in problem solving and strive to maintain a harmonious environment, respond well to direction and training, and respond to criticism and praise?

Other Factors

a.
Experience and Training

1.
Proven skills and talents

2.
Competency stage

3.
Credentials

b.
Organizational and Corporate Needs

1.
Level of responsibility

2.
Importance and difficulty of assignments

3.
Impact of current contributions

4.
Likely future contributions

5.
Degree of job match

6.
Degree of geographic match

7.
Has useful contacts

8.
Criticality of customers supported

c.
Latent Skills and Talents

1.
Potential

2.
Marketable unused qualities and traits

d.
Marketplace

1.
Value of employee’s products and contributions relative to the marketplace

2.
Constraints placed on Aerospace by external policy-makers

SALARY MANAGEMENT PROCESS

Generally, an employee’s salary is based on the value of the employee’s contributions to the Corporation.  The employee’s value is expressed as a ranking relative to the other employees in the same organization.  The ranking process may be a linear ranking in the form of a ladder with the highest-ranked individual being at the top of the ladder and the lowest-ranked individual being at the bottom of the ladder.

The parties agree that either linear ranking or natural grouping may be utilized by management for the purpose of value ranking.  For reduction-in-force, ranking will be linear.  Natural grouping implies that under ideal conditions the individual employees in the same group would receive the same salary.  Linear ranking simply means that each group is composed of only one individual. 

The parties agree that, for the purpose of salary management, preliminary ranking of employees shall be performed after the manager receives and reviews the Performance Evaluation Forms’ (“PEFs”) Part I.A from the employees.  It is acknowledged that ranking is an iterative process. 

Generally, an employee’s merit increase is a direct function of the individual’s rank, present salary relative to the other employees in the same organization, performance and other factors, and the Corporation’s merit review budget.

REPORTING TO EMPLOYEES

The employees receive annual performance evaluations in accordance with Article VI of the current collective bargaining agreement.

The parties agree that written comments shall be provided for each of the eight (8) performance components.  If appropriate, written comments regarding the individual’s general performance shall be provided. 

The parties agree that management expectations for the forthcoming year are an appropriate subject of discussion between the manager and the employee, but shall not be incorporated into the documentation of the current annual performance evaluation.

REPORTING TO APSA

Employee salaries are provided to APSA pursuant to Paragraph 1606 of the collective bargaining agreement. 

The parties agree that bargaining unit ladder/ranking data as provided by the Corporation to APSA pursuant to a lawful request by APSA shall be provided in both hard copy form and as a single file on magnetic media. 

SECTION 2.  CORRECTIVE ACTION

GENERAL

The corporation has a three-step formal corrective action process for managing unsatisfactory performance and/or unacceptable conduct.  The process consists of progressive steps taken by management in an effort to resolve the problem.  This practice is intended for supervisors to use to correct an employee's unsatisfactory performance and/or unacceptable conduct.

Prior to initiating formal corrective action, supervisors informally coach and counsel employees in a continuous process to establish and maintain expectations of performance, conduct, and productivity as detailed in the Performance Management Practice (see Practice HR-4-1).  Employees are given the opportunity to improve their unsatisfactory performance and/or unacceptable conduct before notation is made on the annual Performance Review Evaluation Form or the formal corrective action process is initiated.  When supervision's coaching and counseling fail to correct the problem or do not result in improved performance or conduct, supervisors may promptly initiate the formal corrective action process by contacting Employee Relations (ER).

Supervisors document performance and conduct on a continuous performance management basis.  This documentation is required for events leading to the corrective action process and is reviewed by ER when corrective action is initiated.

ER assists both the supervisor and employee in the corrective action process.  ER involvement is required at each step of the formal corrective action process to preserve a balance between the rights of the employee and the interests of the corporation.

Management, with the assistance of ER, may intervene immediately in the event of gross misconduct or extreme circumstances without following the corrective action process.  

ER initiates actions or investigations related to problems of performance or conduct that may adversely affect an employee's status.  Such actions include, but are not limited to, formal corrective action, suspension, termination, demotion, reassignment, or displacement.  Cases involving serious breaches of security, possible illegal activity, fraud, waste and abuse, or situations where it is appropriate, an investigation will be coordinated with the Director of Security and Safety, the Director of Internal Audits, or the Office of the General Counsel.  

The Vice President, Office of Human Resources, will ensure the proper coordination of activities in situations requiring the correlation of investigative efforts among ER, Security and Safety, Internal Audits, and the Office of the General Counsel so that the rights of the employee are properly balanced with the corporation’s interests and its responsibility to conduct a fair, impartial, and effective investigation.

Supervisors are responsible for promptly addressing unsatisfactory performance or conduct of subordinate supervisory personnel up to and including corrective action and/or immediate reassignment if the situation warrants and if an appropriate opening is available, with the concurrence of the Vice President, Office of Human Resources, and the organization’s level 6 vice president. 

PROCESS

Managing an employee’s unsatisfactory performance or conduct may require taking one or more of three corrective action steps: Informal Counseling, Formal Counseling and Formal Written Plan.  

Options resulting from the process include deactivating the corrective action when performance or conduct improves, proceeding to the next step when performance or conduct does not improve, or extending the process to permit further evaluation of improvement or accommodate extenuating circumstances.  Supervisors may escalate the corrective action process at any time.  The corrective action process may result in termination of employment if performance or conduct does not improve.

Scheduled merit reviews and promotions for employees at Step 2 or 3 of the formal corrective action process are deferred or omitted until conclusion of corrective action; increases, if subsequently granted, are not retroactive.  Transfers for employees in the formal corrective action process are permitted.

Step 1 – Informal Counseling

Informal Counseling is normally the next step when Performance Management coaching and counseling with the employee has failed to correct unsatisfactory performance or conduct (see Practice HR-4-1, Performance Management).  Although the supervisor and employee may seek assistance and counseling from ER, this Informal Counseling session is only between the supervisor and the employee.  

The supervisor immediately meets with the employee in a Step 1 – Informal Counseling session to address the continuing unsatisfactory performance and/or unacceptable conduct.  This meeting includes the following:

a.
A thorough review of the supervisor’s expectations of the employee’s performance and conduct.

b.
Specific identification of the perceived unsatisfactory performance and/or unacceptable conduct.

c.
Consideration of the employee’s response to the identified problem(s).

d.
Action necessary to bring employee’s unsatisfactory performance and/or unacceptable conduct up to standard, including a time frame for correction.

e.
An explanation of the consequences of failure to meet the expected standards, including progression to the next step of Corrective Action.  If the unsatisfactory performance and/or unacceptable conduct is not corrected, the employee should be advised they are in Step 1 – Informal Counseling before management proceeds to Step 2 – Formal Counseling.

The employee is provided the opportunity to respond to the identified problem(s) in the corrective action meeting.

No formal documentation of this Step 1 - Informal Counseling meeting is required other than informal notes in the supervisor’s file.  No documentation is placed in the employee’s personnel file.

Step 2 – Formal Counseling

Step 2 - Formal Counseling is normally the next step when Step 1 – Informal Counseling has failed to correct the unsatisfactory performance and/or conduct.

The supervisor confers with the next level of management and ER.  The supervisor advises the employee of possible escalated corrective action.

ER reviews the supervisor's documentation to verify the employee was coached and counseled informally on unsatisfactory performance or conduct in Step 1 – Informal Counseling and was given the opportunity to correct the problem.

ER meets with the employee to provide an opportunity for questions and verifies understanding of the corrective action process.  ER provides copies of corporate practices HR-4-1, Performance Management; HR-4-3, Corrective Action Procedures; HR-6-1, Complaints and Grievance Procedures; and any other relevant practices.

ER coordinates a meeting with the employee and the supervisor to discuss the unsatisfactory performance and/or conduct.  ER advises the employee of the right to request attendance of a peer (coworker) as an observer.  If the employee is a member of the bargaining unit, the employee may invite an Aerospace Professional Staff Association (APSA) representative in accordance with the APSA Collective Bargaining Agreement.

The supervisor and the ER administrator meet with the employee to discuss and clarify the possible consequences of continued unsatisfactory performance or conduct.  The items discussed in previous coaching and Step 1 – Informal Counseling meetings are restated per corporate practice (see Practice HR-4-1).  Both the employee and the supervisor should clearly understand the points covered and the conditions set during this Step 2 - Formal Counseling meeting, including a clearly specified time period for improving performance or conduct, commensurate with the problem.  The employee is informed of the time period specified for showing improvement in performance or conduct during Step 2.  

If performance or conduct continue to deteriorate, or do not improve sufficiently, the corrective action process may be accelerated to Step 3 – Formal Written Plan.  

The supervisor prepares a written summary of this meeting and the points that were covered.  A copy of this memorandum is given to the employee and ER.  This memorandum is not placed in the employee's personnel file and contains a statement to that effect.

The employee is provided the opportunity to respond to the identified problem(s) in the corrective action meeting.  The employee may also submit comments regarding the corrective action process to ER within two workdays after the meeting.  A copy of the employee's comments will be given to the supervisor.

The supervisor confers with ER and may decide to deactivate Step 2 - Formal Counseling, extend the specified time period, or proceed to Step 3 – Formal Written Plan.  

If there is an extension, ER coordinates a meeting with the supervisor and employee to review the employee’s progress.  ER advises the employee of the right to request attendance of a peer (coworker) as an observer.  If the employee is a member of the bargaining unit, the employee may invite an APSA representative in accordance with the APSA Collective Bargaining Agreement.  The supervisor summarizes the meeting in a memorandum to the employee with a copy to ER.

Step 3 - Formal Written Plan

A Step 3 - Formal Written Corrective Action Plan is normally the next step when an employee has failed to correct the unsatisfactory performance or conduct during Step 2 – Formal Counseling.

The supervisor confers with the next level of management, the cognizant general manager, and ER.  The supervisor advises the employee of possible escalation of corrective action.

ER reviews management's documentation to verify the employee was coached and counseled in Step 2 – Formal Counseling on unsatisfactory performance or conduct and was given the opportunity to correct the problem.

ER meets with the employee to provide an opportunity for questions and verifies understanding of the corrective action process.  ER provides copies of corporate practices HR-4-1, Performance Management; HR-4-3, Corrective Action Procedures; HR-6-1, Complaints and Grievance Procedures; and any other relevant practices.

The supervisor prepares a Formal Written Plan with the assistance of ER.  This plan is approved by the next level of management and the organization’s general manager.  The plan includes:

a.
Explicit description of the unsatisfactory performance or conduct, including frequency, duration, and dates of occurrence, if pertinent.

b.
Previous efforts to assist the employee in the correction of the problem through Performance Management informal coaching and counseling, Step 2 - Formal Counseling, and performance review discussions.

c.
Explicit guidelines for performance or conduct required of the employee to correct the problem, and explanation of consequences of failure to meet the expected standards. 

d.
The specified time period for the employee to correct the problem.  The process will be accelerated if unsatisfactory performance or conduct continues.

e.
Provision for immediate termination if the problem is not corrected.

ER coordinates a meeting with the employee and the supervisor.  ER advises the employee of the right to request attendance of a peer (coworker) as an observer.  If the employee is a member of the bargaining unit, the employee may invite an APSA representative in accordance with the APSA Collective Bargaining Agreement.

The supervisor and the ER administrator meet with the employee and present the Formal Written Plan.  Each item on the plan is discussed, and the employee is encouraged to respond.  The employee signs the plan and receives the original.  Copies go to the employee's personnel file, the supervisor, and ER.  

After two years of satisfactory performance and conduct, the Formal Written Plan is removed from the employee's personnel file.

The employee will be provided the opportunity to respond to the identified problem(s) in the corrective action meeting.  The employee may also submit comments regarding the corrective action process to ER within two workdays after the meeting.  A copy of the employee's comments will be given to the supervisor.

The supervisor, at any time during or at the completion of the Step 3 –Formal Written Plan phase, and after conferring with ER, may decide to deactivate Step 3, extend the specified time period, or proceed with termination of employment (see Practice HR-1-10).  The supervisor may extend the time period of the current Formal Written Plan or prepare a new Plan. 

If there is an extension, ER coordinates a meeting with the supervisor and employee to review the employee's progress and present the new, written Plan.  A peer may attend as an observer.  If the employee is a member of the bargaining unit, the employee may invite an Aerospace Professional Staff Association (APSA) representative in accordance with the APSA Collective Bargaining Agreement.

Recurrence of Unsatisfactory Performance or Conduct

The supervisor, after conferring with ER, may initiate a corrective action step up to and including termination when an employee, having been in any step of the corrective action process, has had the step deactivated by improved performance or conduct, but again exhibits unsatisfactory performance or conduct.  The supervisor need not start the corrective action process from the beginning, even if the unsatisfactory performance or conduct is different than previously exhibited by the employee.  ER assists the supervisor in determining which step of corrective action is appropriate for the circumstances.

Immediate Management Intervention

Gross misconduct or extreme circumstances may necessitate immediate suspension or termination.  

Employees immediately report to line management any incident of gross misconduct or extreme circumstances.  ER must be notified for assistance.

When misconduct or extreme circumstances warrant, the supervisor with the assistance of ER may take immediate action to have an employee immediately relieved of duty and removed from the premises, pending further investigation.  While the employee is suspended, ER conducts an investigation of the circumstances and coordinates with line management, Security and Safety, the Office of the General Counsel, and Internal Audits, as required.

ER notifies management of the findings of the investigation and makes a recommendation to management based on corporate policy and practice.  ER notifies the employee of the findings and resultant decision of management, which may include termination or reinstatement.  ER assists management in finalizing this process.

APSA is notified as soon as possible when a bargaining unit Member of the Technical Staff (MTS) is involved.

Exempt employees may only be suspended without pay in full week increments.  An exempt employee suspended during a week in which the employee has performed any work will be paid in full for that week.

Situations requiring immediate management intervention include, but are not limited to, the following:

a.
Drug-free workplace violations (see Practice HR-6-2) 

b.
Conflict-of-Interest violations (see Practice ST-1-2).

c.
Gross negligence or intentional actions resulting in damage to corporate property or interests (see Practice PR-3-1).

d.
Discrimination against or harassment of any employee; sexual harassment violations (see Practice HR-6-4).

e.
Failure to comply with information systems security procedures. 

f.
Embezzlement or theft of corporate or employee property.

g.
Security clearance denied or revoked. 

h.
Possession of a dangerous weapon on the premises unless specifically authorized by the corporation (see Practice SE-6-1). 

i.
Falsification or misrepresentation of information on timecards or employment applications.

j.
Insubordination, e.g., refusal to comply with reasonable, job-related instructions from the supervisor.

k.
Job abandonment (includes unauthorized departure from job, department, or premises; failure to return to work upon expiration of a Leave of Absence; and failure to report to work and notify supervisor of absence).

l.
Working at another company while on medical disability. 

m.
Unavailability to perform job, e.g., excessive absences. 

n.
Divulging information of a proprietary or sensitive nature.

o.
Using The Aerospace Corporation's time, equipment and premises to perform work for another company and/or illegal activities

p.
Violations of the Fraud, Waste and Abuse Awareness Program (see Practice ST-1-1). 

q.
Violent, threatening, or abusive behavior, and/or physical assault (see Practice SE-6-3)

r.
Gambling in the workplace.

SECTION 3.  ALTERNATE WORKWEEK PROGRAM

The corporation provides a voluntary Alternate Workweek Program designed to increase flexibility in scheduled work hours and workdays for regular full-time employees.  Part-time, casual, and temporary employees are not eligible to participate in this program.

Regular full-time employees may choose to work a standard 5/40 workweek (five 8-hour workdays, Monday through Friday) or may choose to work one of two Alternate Work Schedules (AWS) that allow for a day off every other Friday.  This is referred to as a 9/80 workweek.  

The standard Monday-through-Friday workday at El Segundo offices is scheduled from 7:15 a.m. to 4 p.m., with a 45-minute lunch period.  Regional offices may utilize different workday schedules.  Schedules that vary from the normal start and stop times or lunch periods require management approval.

The Monday-through-Thursday workday for employees on AWS is from 7:00 a.m. to 4:45 p.m., with a 45-minute lunch period.  Schedules that vary from the normal start and stop times or lunch periods require management approval. The employee works 7:00 a.m. to 3:45 p.m. the first Friday of each AWS two-week cycle (work hours are divided, for time recording purposes, into four hours/units in the morning for the first week and four hours/units in the afternoon for the second week).  Regional offices may utilize different AWS workday schedules.  Each payroll week is 40 hours/units.

The second Friday of each AWS two-week cycle is the employee's regular day off (RDO).  The RDO is treated the same as a weekend day with regard to paid absences.  Any employee who works on his/her assigned RDO reports, for time recording purposes, the work hours in the morning as part of the current week’s effort and the work hours in the afternoon as part of the subsequent week’s effort.

Newly hired, regular full-time employees begin working on the standard 5/40 workweek schedule, unless otherwise agreed by the new employee and their manager.  New hires choosing to work on an alternate workweek schedule may go on AWS at the beginning of the earliest applicable schedule cycle.

Two calendars indicating Alternate Schedule 1 and Alternate Schedule 2 are provided to employees on a yearly basis.  Employee selection of an individual schedule will be subject to approval by immediate management.

Alternative workweek participation and assigned work days and hours for individual employees are subject to internal and external corporate needs as determined by management.  Employees in certain positions may not be eligible for desired schedules due to the nature of the job or customer requirements.

AWS will have no impact on employee benefits such as sick leave and vacation accrual, medical, dental, vision, life insurance, voluntary personal accident insurance, retirement, disability, or flexible spending accounts.

Regular full-time employees submit an Alternate Work Schedule Request and Change Form (Form 470) to immediate management.  Management attempts to accommodate an employee's choice of work schedule and approves Form 470 when appropriate.   The approved form is sent to Payroll two weeks prior to the start date of the new work schedule.  For new hires, management submits an approved Form 470 to Payroll at the beginning of employment.

A three-month commitment should be made to the new schedule to minimize frequent schedule changes while still allowing flexibility.  Employees on AWS may elect to return to the 5/40 workweek at the end of any 9/80-workweek cycle (two weeks), subject to management coordination and approval.  An employee who voluntarily terminates participation in the 9/80 workweek would normally have to wait three months before requesting to return to the 9/80 workweek.

Employees on AWS charge actual hours for vacation, sick time, holidays, jury duty, legal absence, bereavement, and extended workweek.  

When a holiday falls on a Friday and it is a RDO for employees on AWS, employees take the preceding Thursday as the holiday.  When a holiday falls on a nine-hour workday (Monday through Thursday), employees on AWS charge the additional hour to personal holiday or vacation, or may make up the additional hour in the same workweek.  

Exempt employees on AWS and extended workweek have the option of working on the preceding Thursday and receiving pay for the holiday and the extra day off (see Practice HR-2-4).

Employees are paid a maximum of 40 hours per week for jury service.  The Friday RDO is treated like a weekend day.  No additional compensation will be paid to employees asked to appear for jury duty on their RDO.

SECTION 4.  EXTENDED WORK WEEK (EWW)

Extended workweek (EWW) is a workweek that exceeds the standard 40-unit workweek for full-time employees or the regular work schedule for part-time employees.  EWW is an expedient measure for extraordinary situations that require additional specific effort over a designated limited period for the timely accomplishment of program or project objectives within the funding level.  EWW may be authorized in increments of up to three months.

Exempt employees through level 4 are eligible to receive temporary, added compensation when an EWW is specifically tasked and authorized in advance by the level 5 manager with program or project budget authority.  The cognizant level 5 manager may authorize emergency extended workweeks after the fact.

Compensation for EWW is paid only for a week during which a full-time employee works the equivalent of at least six standard workdays (48 units), and includes an employee’s base 40-unit weekly salary and the equivalent hourly rate for the additional units worked beyond 40 in the week.  After the weekly minimum of 48 units has been met, EWW may be charged in one-unit increments.

Part-time employees receive EWW compensation only for a week during which the employee works at least 8 units over the regular work schedule, and includes an employee’s base weekly salary and the equivalent hourly rate for the additional units worked beyond the regular work schedule.  After the weekly minimum of 8 units over the regular work schedule has been met, EWW may be charged in one-unit increments.

Employees on an alternate work schedule may be authorized EWW compensation for work on a Friday regular day off (RDO).  The RDO is treated the same as a weekend day.  When a scheduled holiday falls on a RDO, the employee takes the preceding Thursday as the holiday.  An employee on an alternative work schedule and EWW has the option of working on the preceding Thursday and receiving pay for the holiday and the extra day of work.

Holidays, bereavement, jury duty, vacation approved in advance, and paid sick leave, up to five consecutive days, are considered standard workdays.  Employees who take vacation while on EWW shall not be denied credit for work associated with a scheduled EWW provided the vacation was approved in advance by the cognizant level 5 manager.

An employee’s EWW compensation may not exceed 20 units in a workweek or 400 units in a fiscal year.  Line management may approve an exception to the EWW 20-unit workweek maximum only when an employee is directed to work on holidays while on EWW and is required to work additional EWW units in that week.  Employees directed to work on holidays when on EWW will receive EWW pay for the units worked in addition to the normal holiday compensation (see Practice HR-3-2).

A Vacation Accrual Limitation Waiver Request (Form 34), approved by the employee's level 5 manager, must be submitted to Payroll when an employee reaches the maximum vacation accrual while on EWW or following termination of the scheduled EWW.  

SECTION 5.  HIRING, PROMOTIONS, TRANSFERS & REASSIGNMENTS

HIRING

Posted positions are not offered to external applicants until full consideration has been given to all suitably qualified internal applicants, i.e., employees who have applied during the first two weeks of a position posting in the Position Vacancy Listing. 

The corporation's policy is not to place a new employee in an organization where the employee would be reporting to the same manager/supervisor as a family member or domestic partner.  Family members and domestic partners may not be in a supervisory relationship.

GENERAL

The corporation promotes from within when qualified applicants are available.  Promotion is based on job understanding, experience, demonstrated competence, and ability to assume added responsibility and authority.

Employees are encouraged to apply for transfers and reassignments that are beneficial to the employee and to corporate interests.  Applicants receive equitable and consistent treatment when applying for posted position vacancies.

The corporation's policy is not to transfer an employee into an organization where the employee would be reporting to the same manager/supervisor as a family member or domestic partner.  Family members and domestic partners may not be in a supervisory relationship.

Employees may apply for any posted position for which their qualifications meet the minimum requirements.  However, employees cannot have more than three active applications under consideration at the same time.  Employees in a position for fewer than six months must have their supervisor's approval on the transfer application.

Vacant positions through level 4 are posted; however, a level 6 vice president can withhold from posting a vacancy below level 4.  Executive Council approval is required to withhold posting at level 4.

Posted position vacancies are not offered to external applicants until consideration is given to all qualified employees who applied during the first two weeks of posting.  The level 6 vice president, or designee, may elect to post a vacancy with the notation "Strong Candidate Identified," if a highly qualified candidate has been identified.

Managers are strongly encouraged to interview employees displaced by organizational changes or personnel requirements.  The corporation expedites the review of transfer applications of employees on notice for a reduction in force (RIF) when the corporation believes transfers may be warranted.  In RIF and displacement cases, there are no restrictions on the number of applications an employee may have active at the same time nor must such applicants have been in the previous position for a minimum of six months.  Normally, all qualified applicants for a vacancy are interviewed. If more than six applicants apply, only the six best-qualified need to be interviewed, provided that qualified applicants on RIF notice are interviewed.

The employment representative facilitates the expeditious accomplishment of these processes on behalf of the applicant and hiring supervisor.

SECTION 6.  INTERGROUP ROTATION PROGRAM (IRP)

The Intergroup Rotation Program provides selected Members of the Technical Staff (MTS) the opportunity to broaden their perspective and knowledge of company and customer operations by accepting temporary assignments in the technical organizations. Long-term goals of the IRP are to foster closer communication among the technical groups, to develop leadership skills in program participants, and to enhance the staff’s experience base and career development options.

The IRP facilitates mobility of MTS between groups by creating special temporary positions in all three technical groups. MTS may apply for, on a completely voluntary basis, an assignment for up to 12 months to a position in another group with the understanding and full assurance that, upon completion of the assignment, they may return to their originating organization and level. The appropriateness of a proposed assignment is explored thoroughly by the involved line management of the originating and host organizations and the applicants before a final agreement is reached.

MTS participating in the program are retained as members of their current cost center; however, management of their activities is transferred to the host organization for the duration of the assignment. Changes to the terms of the rotation assignment agreement may be made with the concurrence of the management of both the originating and host organizations and the participating MTS.

The IRP is intended to be as flexible as possible in meeting its objectives. The following ground rules should be interpreted accordingly:

a.
MTS participation in the plan will be voluntary.

b.
Candidates for inclusion in this program shall be MTS with a minimum of 5 years total experience, at least 2 of which shall have been at The Aerospace Corporation. It is expected that the majority of candidates will hold technical staff positions.

c.
All levels of management will support the plan and stress its career benefits when counseling MTS.

d.
Host/originating group management at both Level 4 and 5 will approve all participants after consultation with Level 2 and 3 management. Evaluation criteria will stress participant’s ability to learn in and adapt to the new environment as well as to contribute to the host organization.

e.
Return of a selected candidate to his or her original organization and level will be guaranteed for up to 12 months, or longer if acceptable to all parties.

f.
Selected MTS from ETG will not limit their activities to their technical specialties, but will be expected to actively participate in the core task of their host organization. They will be placed in positions with good customer/contractor exposure and be given a variety of assignments.

g.
Rotation of Program Office candidates to ETG will be encouraged by the creation of appropriate informal positions such as lead engineers, commensurate with candidates’ experience/interests.

h.
Promotions of plan participants will be pre-coordinated between originating and host management. Only such pre-coordinated promotions will be retained when the participant returns to the originating organization.

i.
Participants may withdraw from the program to accept other assignments, including promotion or permanent transfer.

j.
Host management will provide a written performance appraisal and associated performance appraisal interview record for inclusion in the annual Performance Evaluation Form (PEF).

k.
Originating management will coordinate and complete the annual PEF for the participating MTS, including the performance appraisal documentation and associated interview results provided by the host organization.

l.
Originating management will forecast the participating MTS’s annual merit review based on the previous year’s performance evaluation combined with the performance appraisal provided by the host organization. It is expected that participation in the program will enhance the careers of participating MTS. Consequently the MTS’s ranking in the originating organization will not normally be lowered by participation in the program.

SECTION 7.  EXEMPT EMPLOYEES – DISTRIBUTION OF EFFORT

GENERAL

The corporation's contracts with the Air Force and other customers describe technical tasks to be carried out and require that work performed on the various tasks be reported accurately. Exempt employees report such work in terms of hours of effort.

Hours of effort include all time during which an employee is directly subject to the control of the corporation.  Time spent in work-related travel is also included in hours of effort subject to the control of the corporation.  Time spent in traveling from home to and from the usual work place is not included.

The standard Monday-through-Friday workday at El Segundo offices is scheduled from 7:15 a.m. to 4 p.m., with a 45-minute lunch period.  Schedules that vary from the normal start and stop times or lunch periods require management approval.  Regional offices may utilize different workday schedules.

The Monday-through-Thursday workday for employees on alternate work schedules (AWS) is from 7:00 a.m. to 4:45 p.m., with a 45-minute lunch period. Schedules that vary from the normal start and stop times or lunch periods require management approval.  The employee works 7:00 a.m. to 3:45 p.m. the first Friday of each AWS two-week cycle; the second Friday is the employee's regular day off (RDO).  The RDO is treated the same as a weekend day.  

PROCESS

Distribution of effort is documented by employees on a daily basis.  For accounting and compensation purposes, the payroll week begins on Saturday at 12:01 a.m. and ends at midnight Friday for employees on the standard work schedule.  For employees on an alternate work schedule, the payroll week begins mid-day on Friday and ends mid-day the following Friday.  Any employee who works on his/her assigned RDO reports, for time recording purposes, the work hours in the morning as part of the current week’s effort and the work hours in the afternoon as part of the subsequent week’s effort.

Distribution of effort and absences are recorded in the e-time Collection system.  Exempt employees use actual hours in reporting their work effort.  Full-time exempt employees are expected to account for a total of 40 or more hours of effort per workweek.  E-time automatically prorates the reported work hours, except Extended Work Week hours, to a maximum of 40 units.

Voluntary absences, necessitated by personal reasons in which an employee is not ready, willing and able to work, are accounted for when 40 hours of effort are not expended on corporate work.  An exempt employee is expected to account for the difference between reported hours worked and the scheduled hours of effort using paid sick leave, vacation or other absence, as appropriate, to the nearest whole hour, or "no pay" in whole-day increments.  “Whole-day” refers to the total number of hours scheduled for individual workdays.  

An exception to the whole day, no pay minimum is made for part-time employees.  Otherwise, use of no pay is not permitted for partial-day absences.

Absences in whole-day increments for personal reasons (i.e., other than approved absences) may result in the exempt employee’s pay for the reported workweek being reduced in the event that the employee has exhausted all paid vacation benefit.

Exempt employees are not required to account for the difference between time actually worked and the scheduled hours of effort due to insufficient work assignments.  The difference is charged to an overhead account, subject to review and approval by the employee’s supervisor. 
The following absence codes must be recorded and approved on timecards:

D
Death or Funeral in Family  (Relationship of deceased is written on the back of the timecard)

E
Emergency Shutdown

F
Family Care and Medical Leave

H
Holiday

I
Industrial Injury Time Loss

J
Jury Duty

L
Legally Required Court Appearance

M
Military Reserve Duty

N
No Pay

O
Other Paid Absences

P
Personal Holiday

R
Rehabilitation

S
Sick Leave

V
Vacation

The hours reported by the employee using the above absence codes are not prorated by the e-time Collection system.

A holiday must be recorded as 8 hours (4 hours for part-time employees) of absence.  When a holiday falls on a 9-hour workday (Monday through Thursday), employees on an alternate work schedule charge the additional hour to personal holiday or vacation, or may make up the additional hour in the same workweek. 

The corporation provides for up to two hours of paid absence if an employee would not otherwise be able to vote in an election.  Such absence is reported as Other Paid Absences.

An exempt employee who works 40 or more hours and takes one or more authorized hours of Emergency Shutdown (“E”) may record it on their timecard that way.  Management may not require employees to not record “E” on their timecards if it was approved and the employees took the time off.  On the other hand, the same approved hours of Emergency Shutdown may be used to complete a 40-hour workweek.

This approach would not apply to recording sick time, vacation, or any other absences.  In such situations, employees may reduce the reported hours of absence provided that they end up reporting the minimum 40-hour workweek.  Retroactive adjustments may be made to scheduled vacation taken during a given week because of subsequent effort performed later in the week.  Retroactive adjustments may not be made to scheduled vacation taken during an Emergency Shutdown.

Each exempt employee signs a completed timekeeping form at the end of each week.  The employee's signature certifies that, to the best of their knowledge, the recorded hours are true and correct.  Management's signature on the timekeeping form certifies the reasonableness of the application and distribution of effort and the validity of absences recorded.

The employee is notified of any subsequent correction and/or change to the employee’s entries to the e-time Collection system.

Emergency Shutdown Hours

An exempt employee who works 40 or more hours and takes one or more authorized hours of Emergency Shutdown (“E”) may record it on their timecard that way.  The “E” time does not have to be left off the timecard even though it may not be needed to satisfy the minimum 40-hour workweek.  The most accurate action for the employee is to record the actual hours worked and any authorized hours of Emergency Shutdown, if used.  Management may not require employees to leave “E” off their timecards if it was approved and the employees took the time off.

On the other hand, the same approved hours of Emergency Shutdown may be used to complete a 40-hour workweek.

This approach would not apply to recording sick time, vacation, or any other absences.  In such situations, employees may reduce the reported hours of absence as long as they end up reporting the minimum 40-hour workweek.

SECTION 8.  EXEMPT EMPLOYEES - PART-TIME EMPLOYMENT

GENERAL

The following terms and conditions of employment for part-time exempt employees are modeled, with limited exceptions, on the terms and conditions applicable to full-time exempt employees.  The goal is to maintain the maximum flexibility possible for part-time exempt employees while complying with federal and state laws.

SCHEDULE

The part-time employee chooses from the following list of scheduled work hours per week:  20, 24, 25, 28, 30, 32, 35, and 36.  Based on the scheduled work hours, a “nominal work schedule” is established, in writing, by the employee and the manager.  The “nominal schedule” shall state the number of hours to be worked by the employee on each workday.

Daily work schedules may be varied on a week-to-week basis, in writing, subject to management discretion.  The goal is to recognize the inherent flexibility allowed for exempt employees in complying with management direction while establishing a basis by which paid absences are determined.  This schedule is referred to as the employee’s “current work schedule” or “current schedule.”  The number of scheduled work hours per week will be identical in both nominal and current schedules.

Changes to the number of scheduled work hours per week and the resultant weekly salary must be submitted using a Personnel Status Change (PSC).

Part-time employees are eligible for Extended Work Week (EWW).

COMPENSATION

Weekly compensation is computed on the basis of the number of scheduled work hours per week.  An exempt employee is not paid for work hours exceeding his/her scheduled work hours per week, except as authorized for EWW.

No pay may be utilized in whole-day increments (not necessarily 8 hours) based on the “current work schedule” established for the employee.  There is no prescribed limit, subject to management discretion, on the voluntary utilization of no pay by part-time exempt employees.

ABSENCES

Holidays are defined as seven fixed holidays and a personal holiday that is scheduled by the employee.  Four hours of holiday pay are provided for each holiday, including the personal holiday.  The personal holiday may be used as a (partial) day off or in one-hour increments.  

If a holiday falls on a scheduled workday and is less than the scheduled hours for the day, the employee is expected either to use vacation to make up the rest of the day or to make up the time during the then-current workweek.  If an employee has inadequate accrued vacation and needs an extra vacation hour(s) to complete a holiday absence, the employee is allowed to borrow the necessary vacation.

The actual hours based on the employee’s “current work schedule” are applicable to the following paid absences:

Death or Funeral in Family

Emergency Shutdown

Industrial Injury Time Loss

Jury Duty 

Legally Required Court Appearance

Military Reserve Duty

Rehabilitation

Sick Leave

Vacation

BENEFITS

Full-time benefits” for part-time employees refers to the individual employee’s benefits if he/she were a full-time employee working 40 hours per week.  The “part-time benefits” for employees are prorated as described below relative to the same employee working full-time.

Weekly salary” refers to the weekly salary paid to the individual employee while working part-time.  Full-time salary” refers to the weekly salary that the individual employee would earn if working full-time and drawing a salary based on 40 hours/units of work.

Part-time employees are eligible for, but are not limited to, the following benefits:

Vacation Accrual – The part-time benefit uses the same hourly relationship as is applicable to full-time employees.

Severance Pay if RIF’d – Half credit is given for part-time service; pay is based on the eligible weeks of severance pay multiplied by the current full-time salary.

Life Insurance (Company Paid) – The part-time benefit is based on half of the full-time annual salary, rounded to the nearest $1,000.

Life Insurance (Employee Paid) – The part-time benefit is based on half of the full-time annual salary, rounded to the nearest $1,000.

Medical Insurance – Full-time benefit.

Dental Insurance – Full-time benefit.

Vision Coverage – Full-time benefit.

STD/SDI – The part-time benefit is based on the most recent 12 months of salary.

Long-Term Disability – The part-time benefit is based on the most recent 12 months of salary.

Occupational Accident (Company Paid) – Full-time benefit.

Voluntary Personal Accident (Employee Paid) – Full-time benefit.

Flexible Spending Account – Full-time benefit.

VA/AP – Full-time benefit.

Aerospace Employees’ Retirement Plan (AERP) - Employees who were hired or hired prior to 1/1/93 are covered under AERP.  Employees hired after April 1, 2005 are also covered under AERP.  Employees hired after January 1, 1993 and who elected to transfer during the one-time election from July 25 thru August 19, 2005 also are covered by AERP.  The part-time benefit is based on Plan Compensation salary during each fiscal year.

Aerospace Savings Account Plan (ASAP) - Employees who hired or rehired on or after 1/1/93 are covered under ASAP.  Employees hired prior to January 1, 1993 who elected to transfer during the one-time election from July 25 thru August 19, 2005 also are covered under ASAP.  The part-time benefit is based on the weekly hours paid.

Retiree Medical – Full-time benefit.

OTHER PROVISIONS

The Alternate Workweek Schedule (AWS) is not applicable to part-time employees, although part-time employees may schedule up to nine hours a day in their “nominal” and/or “current work schedules.”

No changes to Telecommuting are identified since the assigned workdays and hours are set by mutual agreement between the employee and his/her manager.  

SECTION 9.  NONEXEMPT EMPLOYEES – DISTRIBUTION OF EFFORT

The corporation regulates work schedules of nonexempt employees in a manner consistent with good business practices and the requirements of applicable federal and state laws.

The workweek is a regularly recurring 168-hour period of seven consecutive 24-hour workdays.  The standard workweek at The Aerospace Corporation commences with the First Shift on Saturday.  The Alternate Work Schedule (AWS) workweek commences mid-shift on Friday.  Full-time employees are usually assigned a 40-hour schedule.

Scheduled Work Hours
The principal work shift (Day Shift) at El Segundo corporate offices is 7:15 a.m. to 4 p.m., with a 45-minute lunch period.  Schedules that vary from the normal start and stop times or lunch periods require management approval.  The principal work shift at regional offices begins between 6:15- 8:15 a.m. depending on location.  Employees assigned to work the Second or Third Shift may be given a 30-minute meal period, which must be shown on the weekly timecard. 

The Monday-through-Thursday workday for nonexempt employees on AWS is from 7:00 a.m. to 4:45 p.m., with a 45-minute lunch period.  Schedules that vary from the normal start and stop times or lunch periods require management approval.  The employee works 7:00 a.m. to 3:45 p.m. the first Friday of each AWS two-week cycle; the second Friday is the employee's regular day off (RDO).  

Time Recording

All hours worked by nonexempt employees must be reported on the timecard as they were actually worked and must be reported for the day on which the work commenced.  Nonexempt employees record each job order number and absence code and must account for a minimum of 40 hours per week, including employees who regularly work less than full time.

Paid time (elapsed time) must be recorded daily.  Paid time (elapsed time) and paid absence time (elapsed time) must be recorded in the daily detail, as well as in the "total hours pay" column.  The following absence codes must be recorded and approved on timecards:

Call-In Pay 

Death or Funeral in Family 

Emergency Shutdown 

Family Care and Medical Leave 

Holiday 

Industrial Injury Time Loss 

Jury Duty 

Military Reserve Duty 

Other Paid Absences 

Personal Holiday 

Rehabilitation 

Sick Leave 

Vacation 

"No pay" hours (elapsed time) must also be recorded in the daily detail as well as in the "no pay" column.  Time less than 40 hours not accounted for in a given workweek must be recorded as “no pay.”  

Elapsed time is recorded to the nearest tenth-of-an-hour, except for holidays that must be recorded as 8 hours of absence.  When holidays fall on a 9-hour workday, employees on an alternate work schedule charge the additional hour to personal holiday, vacation, or “no pay.”  For part-time employees, holiday time would be recorded as 4 hours of holiday pay and 4 hours of personal holiday, vacation or “no pay.”

Deviations from an employee's established work schedule may occasionally be authorized by management.

Overtime Compensation
The corporation, in conformance with applicable laws, provides appropriate overtime pay for all hours worked in excess of eight hours per day for employees on the standard work schedule or nine hours per day (Monday through Thursday) for employees on an alternate work schedule and 40 hours in the workweek.

Work in excess of 8 hours in one day for nonexempt employees on the standard work schedule (5 days/40 hours) and in excess of 40 hours in any week must be approved by a member of line management and compensated as overtime.  Work in excess of 9 hours in one day (Monday through Thursday) for nonexempt employees on an alternate work schedule (9 days/80 hours) and in excess of 40 hours in any week must be approved by a member of line management and compensated as overtime.  Overtime worked is identified separately as "Premium Hours" on the timecard.

The Friday Regular Day Off is treated like a weekend day for employees on an alternate work schedule.  Overtime is paid at one and one-half the base hourly rate for the first twelve hours and at double the base hourly rate for all hours worked in excess of twelve.

A paid absence is counted as hours worked for the purpose of computing a 40-hour workweek and for computing overtime hours for the week in which it occurred.

Time off during a workweek may be made up during the same workweek, with supervisor approval, by working over eight hours a day for employees on the standard work schedule or over nine hours a day (Monday through Thursday) for employees on an alternate work schedule, up to a maximum of 11 hours, at the straight-time rate of pay.

Travel Time on Company Business
When management requests a nonexempt employee to travel on company business, the travel time is considered to be hours worked for compensation purposes.  Employees are not compensated for time spent on meal periods, sleeping, or recreation.

On regularly scheduled workdays, the normal commute to and from work is not compensable.  Nonexempt employees are compensated for airport commute time in excess of the normal commute time to Aerospace, airport waiting time, and travel time.  Compensation for travel time stops when the employee has checked into the hotel.  On the return date, compensable travel time stops when the employee has returned to the home airport or back to Aerospace.

On non-regular workdays, the employee's entire travel time is compensable.  On arrival, the compensable travel time stops when the employee has checked into the hotel.  On the return date, the compensable travel time stops when the employee has returned to their residence.

SECTION 10.  NONEXEMPT EMPLOYEES – BENEFITS

Benefits for part-time nonexempt employees are identical to the benefits for part-time exempt employees with the exceptions of holidays, occasional sick leave, and legally required court appearances.

Holidays

Holidays are defined as seven fixed holidays and a personal holiday that is scheduled by the employee.  Four hours of holiday pay are provided for each holiday, including the personal holiday.  The personal holiday may be used as a (partial) day off or in one-hour increments.  

The Corporate Study Assistance Program provides that participants receive full holiday pay during weeks of full-time work and partial holiday pay during weeks of part-time work.  

If a holiday falls on a scheduled workday and is less than the scheduled hours for the day, the nonexempt employee is expected either to use personal holiday, vacation or “no pay” to make up the rest of the day.  If an employee has inadequate accrued vacation and needs an extra vacation hour(s) to complete a holiday absence, the employee is allowed to borrow the necessary vacation.

Occasional Sick Leave 

Occasional sick leave payments are based upon the employee’s basic rate of pay, excluding overtime, shift differential, extended workweek pay, or other additional compensation.  Regular part-time employees accumulate and receive paid occasional sick leave according to the employee’s scheduled workweek.

A full-time, nonexempt employee is credited with an occasional sick leave allowance of 80 hours at the beginning of each fiscal year.  Unused allowance accumulates from year to year to a maximum of 999 hours.  The maximum occasional sick leave payable to a full-time nonexempt employee in any single fiscal year is 160 hours (80 hours for part-time employees).  The nonexempt employee's allowance is prorated during the first year of employment and when returning from a leave of absence or long-term disability.  A part-time employee is credited with a rate dependent upon their scheduled workweek.

When a nonexempt employee’s status changes between full-time and part-time, the fiscal year allowance for the new category becomes effective for the entire current year.  A full-time employee who used more than 40 hours of occasional sick leave during the current fiscal year and goes to part-time status will not be paid further occasional sick leave during the fiscal year, unless the employee has an unused accumulated balance.

When an exempt employee’s status changes to nonexempt, the employee is credited with the prorated fiscal year allowance for the new category.

A paid occasional sick leave absence is counted as hours worked for the purpose of computing a 40-hour workweek and for computing overtime hours for nonexempt employees for the week in which it occurred.  A nonexempt employee’s cumulative occasional sick leave charges are recorded in tenth-of-hour increments up to the maximum allowance and approved by the employee’s direct supervisor.

Legally Required Court Appearance

Nonexempt employees are not eligible for paid time off in response to legally required court appearances.

SECTION 11.  BUSINESS TRAVEL

SECTION 11.1  AIR TRAVEL

GENERAL

The nature of Aerospace business makes domestic and international travel a major job requirement, especially for full and part time Members of the Technical Staff (MTS), and the volume of travel required makes it a major cost of doing business. Therefore, the corporation endeavors to use every available means to ensure that actual travel costs incurred are the lowest practical available. Travel costs are eligible for reimbursement only if they are reasonable and necessary actual expenditures.

DOMESTIC AIR TRAVEL

Trips that include purchased transportation or lodging and are within the 50 United States and its possessions in the Caribbean are considered domestic travel. When on classified domestic MTS must comply with corporate security practices SE-5-3, SE-1-4, and SE-5-2). Coach accommodations will be provided in all cases with the exception of those with a disability or medical exception.

Use of air transportation other than scheduled commercial airlines and company-approved charter flights must be authorized by the employee's cognizant vice president and coordinated in advance with the Risk Management Office.

Use of a personal aircraft on company business is prohibited.

Use of a nonrefundable fare must be approved in advance by management level 4 or above.

The corporate charge card must be used for airline ticket purchases.  

Submit, within seven days after return from travel, a TER with original passenger receipts to support reimbursement claims for airline tickets.  

Every attempt should be made to use U.S. flag carriers.

INTERNATIONAL AIR TRAVEL

Trips outside the 50 United States and its possessions in the Caribbean are considered international travel. Business Class airfare may be authorized for purchased transportation outside the continental United States if approved by the cognizant level 5 management or above. International travel can only be approved for casual and temporary employees by the cognizant vice-president.

For international travel, MTS must get approval from their level 5 management by filing an Electronic Travel Request or manual Travel Request (TR) (Form 60) in advance. In addition they must contact the authorized travel agency for passport, inoculation, applicability of international driver's license requirements, and ticket information 60 days prior to departure.

International business travel must be reported to Security using a Foreign Business Travel form (Form 5575).

Coach accommodations will be provided in all cases with the exception of those with a disability or medical exception.

International travel is not authorized for temporary or casual employees or for applicants, except in unusual circumstances approved by the employee's cognizant vice president.

Use of air transportation other than scheduled commercial airlines and company-approved charter flights must be authorized by the employee's cognizant vice president and coordinated in advance with the Risk Management Office.

Use of a personal aircraft on company business is prohibited.

Use of a nonrefundable fare must be approved in advance by management level 4 or above.

The corporate charge card should be used for airline ticket purchases.  

Submit, within seven days after return from travel, a TER with original passenger receipts to support reimbursement claims for airline tickets. 

Every attempt should be made to use U.S. flag carriers.

MAKING TRAVEL ARRANGEMENTS

Air travel arrangements are made through the corporate travel agency. . Employees may only use Internet web sites provided by the corporate travel agency to reserve or purchase airline tickets for business travel. The traveler is urged to make arrangements as far in advance as possible. The corporation will make exceptions to arrangements being made through the corporate travel agency only with the approval of the Chief Financial Officer. Airline accommodations are limited to the lowest available customary standard coach or equivalent airfare through the corporate travel agency. Exceptions can be made when accommodations prolong travel or result in increased costs offsetting the transportation savings; when customer support requires a specific travel itinerary; or when the traveler has a disability or medical condition. 

COACH AIR TRAVEL WITH A DISABILITY OR A MEDICAL CONDITION

The corporation recognizes that some individuals may have a disability or medical condition that might make coach travel excessively painful, or produce temporary or even permanent injury (including death).  In these cases the corporation may provide seating in business class, or provide an alternate mode of travel.

In order for the traveler to receive a coach seating waiver, they must submit a certificate of disability or medical condition from their physician describing the disability or medical reason the employee cannot fly coach. The request must be approved in writing by the cognizant vice president and the corporation's medical director. The Chief Financial Officer will provide the final approval of the exception. This certificate must be renewed every year with an updated, written copy of the certificate of disability or medical condition.  Seating in business or first-class will be provided for the effected employee or an alternate mode of travel will be designated. 

DEPARTING, ARRIVING AND SCHEDULING

The employee's departure airport is the airport closest to the employee's work base (e.g., El Segundo travelers use Los Angeles International Airport, Chantilly travelers use Dulles International Airport).  Other airports may be used only with the approval of employee's level 4 management. 

Every effort will be made by the corporate travel agency to accommodate the traveler’s requested arrival times and to minimize the number of plane changes and the length of time for any layovers.
UNUSED TICKETS, CANCELING RESERVATIONS, LOST TICKETS, AND NON-REFUNDABLE TICKETS

Cancel unused air reservations through the corporate travel agency, then immediately notify Travel Accounting, providing them with the ”Cancellation Number.”

Return unused ticket coupons or electronic ticket airline passenger receipts.

Return unused non-refundable tickets to Travel Accounting to report and track further ticket usage.  If using a non-refundable ticket, immediately advise the travel agency of itinerary changes to maximize ability to reuse the ticket.

File a “lost ticket application” with the appropriate airline, when paper tickets are lost and forward a copy of the lost ticket application to Travel Accounting.

PERSONAL FREQUENT FLYER MILES AND AIRLINE CLUB MEMBERSHIPS

Annual Airline Club Memberships in various airline clubs are available.  Memberships may be purchased through the company-established program.  Travel Services administers the program, providing enrollment information and procedures.

Frequent flyer miles earned by the employee can be used for personal trips.  Travelers who use frequent flyer miles for business trips are not reimbursed for the value of the frequent flyer miles; however, the traveler will be reimbursed for any fees associated with the use of frequent flyer miles for company business.
COMBINING PERSONAL AND BUSINESS TRAVEL

Travelers combining business and personal travel may submit a personal check with the Travel Expense Report (TER) (Form 18), or choose to have the personal portion of airfare deducted from their TER reimbursement.

Use of personal motor vehicles in lieu of air travel is reimbursed at the lower cost of miles driven times the current allowable IRS mileage rate (as published in the annual bulletin from the Principal Director of Finance) or the lowest available coach fare for the trip based on information provided by the corporation’s travel agency.  If a personal motor vehicle is used in lieu of air travel, company travel time will be limited to normal flight time plus four hours, except for relocations.  Excess time will be charged to vacation.

Combined personal and business airline tickets must be approved in advance by management level 4.  When applicable, the traveler is responsible for the cost difference between the amount the corporation would normally pay for business-related air travel and the total amount of the ticket charged to the company.  

SECTION 11.2 CAR RENTALS AND GROUND TRANSPORTATION

Employees on travel may require use of a rental car, personal vehicle, or public transportation for business purposes. The corporation recognizes distinct categories of travel for the purposes of determining what expenses are reimbursable.. The travel categories are:

Local travel - Trips that do not require purchased transportation and are normally within 100 miles of the employee’s assigned location.

Domestic travel - Trips that include purchased transportation or lodging, and are within the 50 United States and its possessions in the Caribbean.

International travel - Trips that include purchased transportation or lodging that are outside the limits of domestic travel.

Local Travel during regular workdays

Employees required to commute occasionally to off-site locations in personal motor vehicles on regular workdays, including assigned workdays in Extended Workweek should utilize company-provided virtual fleet vehicles (where available), public transportation (where available), or personal automobiles. Employees are reimbursed costs in excess of the normal cost of commuting to and from work.  Total mileage is reimbursed to employees required to commute occasionally to off-site locations on a Saturday, Sunday, or regular day off (RDO).

Any personal vehicle used for local transportation must be insured in compliance with corporate practice (see Practice BO-6-6).

Use of a personal motor vehicle for company travel is reimbursed at the cost of miles driven times the current allowable Internal Revenue Service (IRS) mileage rate (as published in the annual bulletin from the Principal Director of Finance).

Employees who commute to work by commuter bus, vanpool, or commercial transportation and pay a monthly fee where they are charged whether or not they ride are reimbursed for the total number of miles driven for local travel on company business when a personal vehicle is used.  Any credit or expected refund received by the employee must be deducted from the amount reimbursed for mileage.

Total mileage for an employee using a personal motor vehicle is reimbursed when an employee works on a paid holiday, on a RDO, on the 6th or 7th day of the workweek, or is called back to work after completing a normal work shift.  

Local Travel to and from Airport for Domestic or International Business Travel

Whenever practical, the employee should use the corporation’s intra-facility and airport bus service for travel between Aerospace and the airport and between facilities at corporate offices.

If an employee uses a personal vehicle for local travel to and from the airport, the corporation will reimburses the employee for these miles only when they are in excess of their normal commuting miles to and from work (Monday - Friday, except on a RDO).  Travelers are reimbursed for the total mileage to the airport when travel begins on Saturday, Sunday, or RDO.  Travelers are reimbursed for total mileage from the airport when business necessitates return on a Saturday, Sunday, or RDO.

Car Rentals and Ground Transportation Used for Domestic and International Travel

Employees should rent compact or intermediate-size automobiles, and share cars when practical.  Excess costs for upgraded models or luxury car rentals are not reimbursed.  The corporate travel agency makes car rental reservations.  The corporate rate or discount extended to the corporation by agreement with a designated rental agency should be requested.

Reserve car rentals for domestic and international travel through the corporate travel agency with the corporate preferred car rental agency, which is currently Avis. Employees should not purchase Loss Damage Waiver (LDW) or Collision Damage Waiver (CDW) when renting from Avis for domestic travel, except in Alaska and Hawaii. For international travel, Purchase full liability, comprehensive, and collision coverage when a car is rented for international travel.  If a collision deductible is required, purchase LDW or CDW to eliminate legal complications in a foreign country. Finally, always purchase LDW or CDW when a car is rented from a car rental agency other than Avis or is rented in Alaska or Hawaii.

The employee must comply with all car rental insurance requirements.

Rental car insurance on personal portions of travel is the responsibility of the traveler.  When an auto rental includes both business and personal portions of travel, the traveler provides rental car insurance for the personal days when the liability waiver is not included in the rate.  

Corporate charge cards are used in lieu of cash for car rentals or ground transportation related to travel expenses while on domestic and international travel.

If a taxi, bus or train is used in lieu of a rental car, travelers will be reimbursed for the actual cost of transportation.

Retain all original receipts that are required to support reimbursement claims for charges billed to the corporation or the traveler in excess of $15 for car rental and ground transportation.

Parking costs are reimbursable but parking tickets, traffic citations, or other preventable expenses are not.

Cancel all unused car reservations and record the “Cancellation Number” provided by the car rental or travel agency.

Return rental cars must be returned to the appropriate rental agency or authorized representative and if practical, the vehicle should be refueled before it is returned.

Personal Vehicles used for Domestic Travel and Rental Cars used for Personal Travel Overlapping Business Travel

The employee may, in some cases, use a personal vehicle for domestic travel.  Use of personal motor vehicles in lieu of air travel is reimbursed at the lower cost of miles driven times the current allowable IRS mileage rate or the lowest available coach airfare for the trip based on information provided by the corporate travel agency.  If a personal motor vehicle is used in lieu of air travel, company travel time will be limited to normal flight time plus four hours, except for relocations.  Excess time will be charged to vacation. 

Personal motor vehicles used for domestic travel must comply with corporate practice on insurance liability levels.(see Practice BO-6-6).

When an auto rental includes both business and personal portions of travel, the traveler’s cost is determined on the basis of the average daily cost of the rental period.

Accidents Involving Personal, Rental, or Leased Vehicles Used on Company Business

Report promptly any auto accident involving personal, rental, or leased vehicles used on company business, including property damage or bodily injury, to local law enforcement agencies, the Security Control Center, the Risk Management Office, and the car rental agency, when applicable.  Invoices received by travelers for damage to rented cars must be forwarded to Risk Management for processing.

section 11.3  Lodging, Meals, and Incidentals

GENERAL

The corporation is required, in compliance with our U.S. Government contracts, to provide written justification for lodging, meals, and incidental expenses incurred during business travel that exceed the allowed maximums. Reimbursement of actual meals, incidental expenses, and lodging up to 300% of established Federal per diem guidelines is allowed on travel within the contiguous United States when the business travel meets specific criteria. Allowable per diem rates are available in the Aerospace Hotel Guide and electronically at http://info.aero.org/corpserv/travelacct/.

Expenditures for meals and incidentals on local travel will be reimbursed only if the employee travels beyond the 100-mile radius (e.g., from El Segundo to Santa Barbara, San Diego, Edwards Air Force Base, and Vandenberg Air Force Base) or is required to purchase a meal in conjunction with a contractor meeting or seminar.

Host gifts in lieu of lodging costs may be reimbursed at the rate of $25 per night but not for more than $75 per each seven-day period. The cost of host gifts is reimbursed from corporate resources.

Lodging Arrangements and Meals

Lodging arrangements should be made as far in advance as possible using the corporate travel agency. This includes lodging cancellations and changes. Lodging accommodations are selected from the Aerospace Hotel Guide.

Cancel unused lodging reservations and record the "Cancellation Number" provided by the hotel or travel agency to avoid a no-show billing.

Use a corporate charge card in lieu of cash for travel expenses such as lodging and meals (when practical).  The traveler is responsible for payment to the issuing charge card company for expenses not direct-billed and is reimbursed through the travel reimbursement process.

Timely Submittal of a Trip Expense Report (TER)

Promptly submit a TER with original receipts to support reimbursement claims for: lodging expenses; valet and laundry services, which are reimbursable only for trips lasting longer than four days (clothing purchases are not reimbursed); other reasonable and necessary travel expenses of $25 or more; and expenses unusual in nature, which must be explained and justified.

Corporate 800 Number and Corporate Calling Card

Use the corporate 800 number or corporate calling card for long distance telephone calls when practical.  Business and essential family-related telephone calls, including safe-arrival calls, are reimbursable or chargeable to the 800 number. Telephone calls with a unit cost in excess of $15 are explained on the TER, to include the person called and the purpose of the call.

Reimbursement for Proceeding, Preprints, Publications and Abstracts

The Library and Information Resources Center reimburses expenditures for proceedings, preprints, publications, and abstracts upon submission of a Library Request form (Form 327) and the original receipt.

section 11.4  Trip and Expense Approvals

GENERAL

The nature of corporate business makes travel a major job requirement and therefore a major cost of doing business.  

Electronic Travel Requests, Travel Requests, and Travel Expense Reports

All domestic and international travel must be authorized by submission of a Travel Request (TR) (Form 60) that has been approved in advance of departure with the exception of business travel arranged through the corporate travel agency. In this case an Electronic Travel Request (ETR) can be substituted for a TR.

Business expenses for trips requiring an ETR or TR must be documented and approved on a Travel Expense Report (TER). The TER must be submitted to Travel Accounting within seven days after return from travel. The purpose and justification for the trip must be recorded on the TER and approved by the appropriate line management (Level 3 an above with the exception of some exceptions at regional offices). In addition, the traveler's name, title (or relationship to the contractor), dates and places of expenses must be documented on the TER. Money due to the company from personal expenses charged to the company for air or car rental or for repayment of cash advances is payable with the submission of the TER.

If the trip was a multipurpose trip, the percentage of cost to each program must be identified.

Travel must never be charged to job orders 86XX and 97XX. Any travel related to labor under these job orders must be charged to 9990. 

Travel Approval for Recruitment Purposes and at the Request of a Formally Constituted Government-Sponsored Group

Approval from the Vice-President of Human Resources must be obtained when travel is for recruitment purposes. 

Travel, for the purpose of participation, at the request of a formally constituted Government-sponsored group is normally reimbursed by that group.  When not so reimbursed, approval must be obtained by management level 5 or above.

Frequent Flyer Miles

Frequent flyer miles earned from air carriers, and points earned from hotel and car rental membership programs, or other travel suppliers as a result of travel purchased by the corporation are considered corporate property. Aerospace has elected to permit travelers to use these benefits for personal use, as long as such use does not increase the cost of business travel to the corporation.

Travel Advances

Travelers can obtain travel advances through the use of their corporate charge cards via ATM withdrawal. Employees who do not have a corporate card may request a travel advance by submitting an approved Check Request (Form 24) to Disbursements for processing. If an employee is on international travel to a location where ATM cash withdrawals using the corporate card are not feasible, they should submit an approved Check Request for the advance to Disbursements at least one week prior to departure. 

SECTION 11.5  CHARGE CARDS

GENERAL

Corporate charge cards (American Express and Telephone Calling Cards) are issued to full-time employees in the name of the corporation for use in conducting company business. Employees who travel at least twice a year on company business are encouraged to obtain and use corporate charge cards to take advantage of cost-saving benefits. 

To obtain an American Express card, a Charge/Telephone Card Request (Form 139) is submitted by line management at level 4 or above to Travel Accounting. To obtain a Telephone Calling Card, Form 139 is submitted by line management at level 4 or above to Voice Systems.

Employees are encouraged to use the corporation's 800 number for placing business calls while on domestic travel. Employees who travel to international destinations on company business should request a Telephone Calling Card. 

At El Segundo offices, gasoline charge cards are available on loan for corporate vehicles from the Motor Pool Dispatcher; the card and charge receipts are returned with the vehicle according to corporate practice (see Practice BO-6-2).

Employees who misuse corporate charge cards are subject to disciplinary action, up to and including termination.

RESPONSIBILITIES

Employees use a corporate American Express card for such travel expenses as ATM cash withdrawals, hotels, car rentals, meals (when practical), and transportation purchases. A Telephone Calling Card is used for business-related telephone calls. 

The employee verifies airfare and auto rental charges indicated on the American Express statement, which are directly billed to corporate central billing accounts.

The employee is responsible for payment to the issuing charge card company for expenses not direct billed and is reimbursed through the Travel Expense Report (TER) process. Charge card expenses for conference registration or other business-related expenses are reimbursed using a Check Request (Form 24).

Employees should not use corporate charge cards for the purchase of personal items or for personal calls. Money due the corporation from unauthorized charge card expenditures (including direct-billed airfare, auto rental, and personal phone calls) must be paid immediately to the corporation by submitting a personal check to Travel Accounting.

Expenditures made for corporate business on personal credit cards are reimbursed through the TER process. The employee is responsible for payment to the issuing credit card company.

Travel Accounting assists in resolving disputes between employees and American Express. Retrieval of charge cards before employees are cleared for termination is accomplished in accordance with corporate practice (see Practice HR-1-10). 

Retrieval of Telephone Calling Cards before employees are cleared for termination is accomplished in accordance with corporate practice (see Practice HR-1-10).

SECTION 11.6  Insurance and Incidents

GENERAL

The corporation insures employees on company travel status (including authorized local travel) for four times their annual salary, but not for less than $50,000 nor more than $250,000 for loss of life or two members (hands, feet, or eyes); or for 50 percent of the principal amount for loss of one member, subject to exclusions and limitations set forth in the insurance contract.

Employees are not reimbursed for the cost of trip or personal accident insurance they purchase to cover travel on either a commercial or private carrier (motor vehicle or chartered aircraft) since it duplicates coverage already provided. 

When a personal vehicle (does not include a two-wheel vehicle) is stolen or damaged during its authorized use for company business and the deductible amount, damage, or temporary car rental expenses are not recoverable from any other party, the corporation will reimburse the employee, up to a combined maximum reimbursement of $250, for: (a) the deductible portion of collision or comprehensive coverage, or for the actual damage; and (b) car rental expenses in excess of the amount covered under the employee's personal auto policy.

When car rentals are required for corporate business during international travel, the traveler must purchase full liability, comprehensive and collision coverage. If a collision deductible is required, purchase the Loss Damage Waiver (LDW) or Collision Damage Waiver (CDW) to eliminate legal complication in a foreign country. This expense is reimbursable to the traveler. 

When a car is rented with any rental agency other than Avis for domestic business travel, the traveler must purchase LDW or CDW. This expense is reimbursable to the traveler. An employee who does not purchase LDW or CDW may be responsible for loss or damage to the rental vehicle. On Avis rentals, LDW or CDW must be purchased in Hawaii and Alaska.

When an auto rental includes both business and personal portions of travel, the traveler is responsible for damage to the rental vehicle that occurs during the personal portion of travel and is not otherwise covered under his or her personal auto insurance or through the purchase of LDW or CDW.

When an employee becomes ill or injured while on authorized travel status, the Security Control Center is notified as soon as possible. If the employee's illness or injury is critical, the Director, Human Resources Operations, may authorize the use of corporate funds for returning the employee home or sending a member of the employee's immediate family to the employee's location, or both.

RESPONSIBILITIES

Employees:

a.
Certify on the Travel Expense Report (Form 18) or Check Request (Form 24) that the personal motor vehicle used for company travel is covered with liability insurance to meet at least the minimum amounts required to establish financial responsibility in their state. 

b.
Report accidents or illnesses while on authorized travel status to the Security Control Center. 

The Corporate Insurance Office provides information and assistance to employees on insurance matters.

The Security and Safety Directorate notifies the employee's supervisor, the Director, Human Resources Operations, the Corporate Insurance Office, and other appropriate management personnel when an employee becomes ill or is injured on authorized travel status.

section 11.7  Combined Business and Personal Travel

GENERAL

Personal travel in conjunction with business travel requires prior authorization at level 4 or above. It must not conflict with nor delay the accomplishment of business objectives.

When business travel interrupts pre-existing vacation travel, the corporation pays for the cost of travel from the vacation point to the business destination and return to vacation point or home office work location. Government fares may be used, if applicable for corporate use.

If surface transportation is used for any segment of the business trip, the corporation pays an amount for that segment equal to the lowest available coach fare or actual mileage, based on current reimbursement rates, whichever is lower.

Use of a cancellation penalty or nonrefundable fare must be approved in advance by management level 4 for cost savings versus company risk. The traveler is responsible for the cost difference between the amount the corporation would normally pay for business-related air travel and the total amount of the ticket charged to the company.

If an employee elects to combine business and personal travel, the employee is responsible for costs related to cancellation or change on a non-refundable ticket or a ticket carrying a penalty for cancellation or change, whenever any portion of the trip is canceled or rescheduled.

Payments for personal portions of air travel and automobile rental are due upon submission of the Travel Expense Report (Form 18). The traveler may submit a check for the personal portion of travel with the TER or choose to have the personal travel portion deducted from the TER reimbursement.

Timecards must reflect personal travel (i.e., vacation time).

When an auto rental includes both business and personal portions of travel, the traveler's cost is determined on the basis of the average daily cost of the rental period. Additionally, the traveler is responsible for damage to the rental vehicle that is not otherwise covered under his or her personal auto insurance or through the purchase of Loss Damage Waiver or Collision Damage Waiver.

Employees should exercise caution when using an Avis Wizard number to rent a car for personal use. Verify that your personal credit card is being charged. In many cases, when personal credit cards are submitted for payment, the charges are being billed to the corporation because the information in the Wizard profile is connected to the corporate card.

section 11.8  International Travel

GENERAL

Trips that include purchased transportation or lodging outside of the 50 United States and its possessions in the Caribbean are considered international travel 

Travel Requests (TR) (Form 60) for international travel are approved in advance by cognizant management level 4 or above.

Cognizant level 5 management, responsible for the traveler's job order, authorizes Business Class airfare for international flights that meet the following criteria: the purpose of the trip provides benefit to the Government; the flight is the most direct and logical between origin and destination points; and the scheduled flight time, including stopover time for connections, is in excess of 14 hours. Cognizant level 6 management, responsible for the traveler's job order, approves exceptions. 

Trips supporting civil and commercial business must meet the travel criteria in paragraph 3 and must be approved by the General Manager, Civil and Commercial Division.

Requests to participate in corporate-supported meetings are processed in accordance with corporate practices (see Practice SE-5-3 and Practice SE-4-2) and documents related thereto.

When an individual interrupts international personal travel to attend an authorized corporate activity, the staff member will be in work status for the normal workdays involved with the meeting(s) and will be reimbursed for the reasonable and necessary expenses associated specifically with that period.

Security requirements for individuals on international travel (including personal international travel) are established in a corporate practice (see Practice SE-4-3). 

Passport, visa and inoculation costs are reimbursed on an authorized Check Request (Form 24).

Employees on international travel are reimbursed for taxis or other airport ground transportation.

U.S. flag carriers are preferred for international travel.

When car rentals are required for corporate business during international travel, the traveler must purchase full liability, comprehensive and collision coverage. If a collision deductible is required, purchase the Loss Damage Waiver (LDW) or Collision Damage Waiver (CDW) to eliminate legal complication in a foreign country. This expense is reimbursable to the traveler.

RESPONSIBILITIES

The traveler contacts the corporate travel agent for passport, inoculation, applicability of international driver's license requirements, and ticket information 60 days prior to departure and complies with all corporate practices, especially those related to international travel, trip and expense approvals (see Practice BO-6-4), and associated security requirements as shown above.

SECTION 11.9 TRAVEL TO COMPANY OFFICES AND FIELD LOCATIONS

GENERAL

Employees traveling to company offices and field locations on corporate business should coordinate in advance with the office or location to be visited to arrange meetings, transportation, office facilities, and other services. Should advance coordination be inappropriate, the traveler's in-line management contacts the general manager responsible for the facility to be visited.

Travelers comply with visit control security requirements (see Practice SE-5-3) and notify the facility to be visited in advance. Travel need not be coordinated to a destination within the geographical area serviced by the company office or location, if such travel is to a subcontractor or a specific company or meeting not directly related to an office or location.

Personnel at the office or location being visited assist the traveler in accomplishing the aims and purposes of the visit, including changes in travel arrangements and other needs.

Travelers check with the office or location for messages, information, and other data germane to the visit upon arrival. Coordination should be maintained with the office or location throughout the visit, including communication of results, prior to departure.

SECTION 12.  MEAL AND MILEAGE ALLOWANCES

Exempt employees required to work beyond the normal workday, on a Regular Day Off (RDO), on a holiday, or other unscheduled workday are eligible for meal and mileage allowances. 

A meal allowance of $8 is provided when two or more hours are worked beyond the end of the normal workday shift or when five or more but less than ten hours are worked on the RDO, on the 6th or 7th day of the workweek, or on a paid holiday. 

A meal allowance of $13 is provided when ten or more hours are worked on the RDO, on the 6th or 7th day of the workweek, or on a paid holiday. 

Mileage is allowed at the current rate per mile for the use of a personal vehicle in making a normal round trip from home to the assigned work location when the employee is required to work on the RDO, on the 6th or 7th day of the workweek, on a paid holiday, or return to an assigned work location after completing a normal shift. 

Exempt employees on an Extended Work Week (EWW) are not eligible for overtime meal and mileage allowances. 

SECTION 13.  TRAFFIC AND PARKING

Regulations are established and enforced to ensure orderly traffic management safety at Aerospace General Offices (AGO) and Los Angeles Air Force Base (LAAFB) facilities.  Parking lots are provided at corporate offices for corporate employees, Air Force and government personnel, and visitors.

All employees, contractors, and visitors driving on corporate property must comply with all traffic controls, posted traffic and parking signs, and roadway markings.  The maximum speed limit is 15 miles per hour on roadways and 5 miles per hour in parking areas.

Employees who use AGO and LAAFB facilities must register their vehicle(s) with Traffic and Parking and display a current decal.  Users assume responsibility for damage or loss to their motor vehicles, motorcycles, bicycles, and personal property.

Employees using Enterprise fleet vehicles are issued a pass for each leased vehicle by the Enterprise agent at the motor-pool trailer.  These passes, which bear no Aerospace markings and are serially numbered, serve only as temporary decals for gate access to Aerospace property and must be returned with the vehicle.  Employees driving fleet vehicles must show Aerospace identification and their lease agreement to enter LAAFB.

Air Force personnel must register their vehicles in accordance with LAAFB regulations and display a current Registered Vehicle Decal (DD Form 2220) to park on corporate premises.  Systems Program Directors must obtain a burgundy decal to park in reserved level 5 and 6 spaces.

Air Force contract personnel must register their vehicles in accordance with LAAFB regulations and display a current laminated Temporary Vehicle Pass, AF Form 75, to park on corporate premises.  Air Force contract personnel and contract personnel with an Aerospace-issued picture badge are issued an Aerospace parking decal by Traffic and Parking.

The parking decal is removed from the vehicle and the remnants returned to Traffic and Parking when ownership of the vehicle is transferred.  The parking decal is returned to Personnel Security on or before the last workday upon termination or transfer to another corporate facility.

Vehicles may not be parked in crosswalks, walkways, roadways, or fire lanes.  Vehicles may not be backed into diagonal parking spaces.

Employees located on the LAAFB are guests of the Base Commander and must comply with LAAFB regulations applicable to resident contract personnel.  Air Force, government, and contract personnel are subject to the current Memorandum of Agreement between the Corporation and LAAFB.

Traffic rules and regulations are enforced seven days a week, 24 hours a day.  Citations are issued to violators on a Notice of Traffic or Parking Violation (Form 5390).  The administrative action taken on citations is as follows:

a.
First Traffic Citation Within a 12-Month Period - The Physical Security Manager informs the employee in writing of the violation and details possible action if further violations occur.

b.
Second Traffic Citation Within a 12-Month Period - The Director, Physical Security Department, informs the immediate supervisor in writing of the violation and copies the employee.  The supervisor responds in writing, describing the action taken to prevent recurrence.

c.
Third Traffic Citation in a 12-Month Period - The Director, Physical Security Department, notifies the employee's level 5 manager.  The employee may have parking privileges revoked for a 3-month period.

d.
Employees may request a copy of their traffic and parking record from Traffic and Parking.  

Employees who park their vehicles on corporate premises must remove them within 24 hours, except for vehicles in the long-term travel parking area.  Traffic and Parking must be notified of extenuating circumstances.  Towing at the owner’s expense may result if unauthorized or non-operational vehicles are not removed after reasonable requests to do so.

Long-term travel parking is south of Building A6 near the motor pool.  Employees who use long-term parking must provide their vehicle's description, license plate number, and projected date of return to Security.  This parking area is served by corporate and private shuttles operating to and from the Los Angeles International Airport.  

The administrative point of contact is responsible for traffic and parking at other corporate and regional offices.

SECTION 14.   SECURITY PROGRAM

SECTION 14.1  SECURITY INCIDENTS – DISCIPLINARY ACTIONS

GENERAL

Employees must comply with corporate practices and Government security regulations.  Failure to do so may result in the employee being charged with a security incident (violation or infraction) and disciplinary action being applied by management, up to and including termination.  The Government requires the establishment and application of disciplinary actions when security incidents are committed, as stipulated in the National Industrial Security Program Operating Manual. 

An incident attributed to a non-employee must be reported immediately to the Principal Director, Security and Safety Directorate.

DEFINITIONS

A security violation is a charge issued for any incident concerning classified material that involves the loss, compromise, or suspected compromise of classified information; gross negligence in the handling of classified material; the deliberate disregard of security requirements; or incidents that are not deliberate in nature but involve a pattern of negligence or carelessness.

A security infraction is a charge issued for failure to comply with established security requirements or controls that does not result in the compromise or possible compromise of classified information or for a breach or blatant disregard of established security procedures related to the protection of all corporate assets that places information, personnel, or property in jeopardy or results in damage or loss of such assets.

PROCESS

Upon notification of an incident, management determines that internal departmental instructions pertaining to security-related procedures are adequate and that employees comply with corporate practices.  Management verifies that line management reviews the incident with the employee and that administrative or disciplinary action is taken.  The following are minimum disciplinary actions:

A first violation requires a written reprimand from cognizant management at level 5 or above.  The employee is required to prepare a written reply, indicating the self-imposed corrective action taken to prevent a recurrence.

Second and subsequent violations require cognizant management at level 6 to review and discuss the incident with the employee.  As a part of the review, the employee's past security record is considered.  The review may result in the initiation of suspension or termination proceedings.  If the review does not result in suspension or termination, another written reprimand is issued to the employee.  

A first infraction requires an oral or written reprimand from the employee's line management.  The employee is required to prepare a written reply, indicating the self-imposed corrective action taken to prevent a recurrence.

Second or subsequent infractions require cognizant management at level 5 or above to review and discuss the incident with the employee.  The employee is required to prepare a written reply, indicating the self-imposed corrective action taken to prevent a recurrence.  As part of the review, the employee's past security record is considered.  If the review does not result in suspension or termination, another written reprimand is issued to the employee

Security incidents that occurred more than ten years prior to the date of a current incident are not considered in applying disciplinary action.

The existence of such incidents is considered in the employee's annual performance review.

SECTION 14.2  PERSONNEL SECURITY CLEARANCES

GENERAL

Department of Defense (DOD) regulations and corporate policy require that individuals with access to classified material have personnel clearances issued under government regulations.

Individuals are permitted access to classified material only when properly cleared and when management determines that access is necessary for the performance of contractually obligated tasks.

The corporation processes the minimum number of personnel clearances required for contractual obligations.  Personnel clearances are granted by the appropriate government agency after successful completion of a background check.

Personnel clearances for employees and consultants are requested through Personnel Security.

PROCESS

Clearance of Employees - Requests for Confidential, Secret, and Top Secret clearances are justified in writing by line management before submission to Personnel Security.  The justification includes specific need-to-know and identification of the project, program, or task requiring Confidential, Secret, or Top Secret access.

Requests for upgrading or reinstating a Confidential, Secret, or Top Secret clearance are justified in writing by line management.  This also applies to new employees with transferable clearances.

Cleared employees receive a security briefing and complete Classified Information Nondisclosure Agreement (Form 312) prior to being granted access to classified material.

Clearance of Intending Citizens and Foreign Nationals - Generally, only U.S. citizens are eligible for personnel clearances.  However, an intending citizen or foreign national may be granted a Limited Access Authorization at the Confidential or Secret level when in the national interest, and when specific requirements outlined in the DOD National Industrial Security Program Operating Manual (NISPOM) are met.  Such cases are referred to Personnel Security.

Adverse Information - Employees immediately report to the Principal Director, Security and Safety, any information indicating that access to classified material by an individual cleared, or in the process of being cleared for such access, may not be consistent with the national interest.  Other corporate and regional office employees report adverse information to the on-site security representative.  Examples of adverse information include, but are not limited to, illegal activity, drug or alcohol abuse, or excessive debt.

Notification to Employee Relations and Services, the General Counsel’s office, and the employee's management at level 4 or above is made as required.  Copies of required reports are submitted to the cognizant security agency and other government agencies.  The employee also receives copies of these reports.

Suspicious Contact - Employees report: (a) any efforts by any individual, regardless of nationality, to obtain illegal or unauthorized access to classified or sensitive unclassified information; (b) any efforts to compromise a cleared employee; and (c) all contacts by cleared employees with known or suspected intelligence officers from any country, or any contact that suggests the employee concerned may be the target of an attempted exploitation by the intelligence services of another country to the Principal Director, Security and Safety, using a Suspicious Contact Report (Form 5559).  Regional office employees report suspicious contact by submitting Form 5559 to the on-site security representative.

Personnel Changes - Personnel Security, upon notification from the employee or Human Resources, reports any name change, death, termination, or change in citizenship to the appropriate government agency.  The appropriate government agency is also notified when employees who have been cleared, or are in the process of being cleared, no longer require access to classified material.

Employees cleared at the Top Secret level must report a change in marital status to Personnel Security.

Representatives of a Foreign Interest - Employees notify Personnel Security when they become representatives of a foreign interest, which is reported to the government in accordance with DOD regulations.  A representative of a foreign interest, as defined by the NISPOM, is “a U.S. citizen or national who is acting as a representative of a foreign interest.”

Administrative Downgrade or Termination of Personnel Clearances - A personnel clearance is administratively downgraded without prejudice to a lower level (e.g., Top Secret to Secret or Secret to Confidential) when a cleared employee or consultant no longer requires access to the level cleared and when a future requirement for such access is not anticipated.  Personnel clearances for employees on leave of absence or long-term disability are reviewed by management and Personnel Security to determine if they should be administratively terminated.  

Management periodically reviews the clearance levels and requirements of subordinates.  Personnel Security is notified when it is determined that an employee has not had access to the previously required level of classified material for a prolonged period of time, and initiates administrative downgrading.

DOD has authority to administratively terminate or downgrade personnel clearances, if it determines that clearances were granted in error or are not required.

Actions are taken without prejudice to the employee or the corporation; they do not reflect adversely on the employee's present or future personnel clearance eligibility.  Individual personnel clearance files are noted.

Reinstatement of Personnel Clearances - Reinstatement actions are initiated by Personnel Security if an employee needs to have access to classified material subsequent to the administrative termination of the personnel clearance and such need occurs within two years from the date the government was notified of the administrative termination.

Clearance Denials, Suspensions, or Revocations for Cause - The personnel clearance or access authorization of an employee may be denied, suspended, or revoked only by written authority of the DOD or other appropriate government agency.  Employees whose access authorization or personnel clearance has been denied, suspended, or revoked are removed immediately from access to classified material and may be considered for immediate termination.

SECTION 14.3  Physical Security

GENERAL

The corporation is committed to providing a safe and secure work environment for all employees. Physical barriers, security officer patrols, inspections, administrative procedures, and court orders are used to prevent unauthorized access. Employees are assigned a specific authorization access and are responsible for observing guidance from the security staff and immediately reporting any suspicious activity or security deviations to security management. Cognizant management establishes and maintains physical security controls at regional offices. The Principal Director, Security and Safety Directorate, or designee, is the point of contact for review and guidance for regional offices.

The corporation will not tolerate: (a) threats or violence against persons or property; (b) theft or misuse of corporate, government, or personal property; or (c) possession of illegal substances or unauthorized weapons on corporate premises. Violations will lead to disciplinary action up to and including termination, and may also result in arrest, prosecution, or other legal action.

PROCESS

Access Control: Access to corporate facilities is controlled by gates, staffed lobbies, and automated (card reader) portals.

Visitor processing is performed at staffed lobbies.

Multiple entries (piggybacking) on a single card reader is authorized, but the individual activating the portal is responsible for verifying that others have authorized access.

Coordination for card reader installation, modification, or removal must be made in advance with the Manager, Technical Security.

Container and vehicle inspections may be performed in accordance with contractual requirements or at the discretion of the Principal Director, Security and Safety. Inspections detect the unauthorized movement of property, classified or sensitive unclassified material, and the presence of unauthorized or illegal materials, such as weapons, drugs, and hazardous materials.

Patrol and Emergency/Alarm Response: Patrols of corporate facilities are established and tracked by Physical Security in accordance with contractual and insurance requirements. Emergency and safety alarm responses are coordinated with Environmental Safety, and controlled and monitored by the Security Control Center (SCC) and Physical Security.

Alarm Systems: Security and safety alarm systems report to the SCC. The SCC may monitor Facilities Department alarms when authorized by the Director, Physical Security. Installation, modification, or removal of alarms must be coordinated with the Manager, Technical Security.

Investigations: Employees report to line management any incident that may require a security investigation. Line management, in turn, notifies Security and Safety of all reports received.

Security and Safety initiates investigations related to situations that involve serious breaches of security or have corporate security implication or effect. Examples include subversive acts; theft, loss, damage, or misappropriation of property; compromise or suspected compromise of classified or sensitive unclassified material; threatening behavior in the workplace; or possible illegal activity. Security and Safety maintains cognizance over security investigations and, where appropriate, coordinates the investigation with Human Resources Operations (HRO), the Office of the General Counsel, and Internal Audit, as required.

Except for allegations of illegal activity, the accused employee is notified of the allegations and given an opportunity to respond.  The employee also receives a written summary of the findings.

The Vice President, Office of Human Resources, will ensure the proper coordination of activities in situations requiring the correlation of investigative efforts among HRO, Security and Safety, Internal Audit, and the Office of the General Counsel so that the rights of the employee are properly balanced with the corporation's interests and its responsibility to conduct a fair, impartial, and effective investigation.

Security investigations are considered Company Private and privileged information; access and distribution are kept to a minimum.

Lock and Key: Lock and Key provides office equipment and structural lock services for employees located in corporate facilities. This includes issuing keys, locks, installation, opening and repair, as well as the creation and maintenance of the classified combination program. Lock-related services in corporate facilities, including contractor supplied materials and services, must be coordinated through Lock and Key.

Lock and Key provides office equipment lock services for employees located on the Los Angeles Air Force Base (LAAFB). The LAAFB locksmith provides structural lock services.

Other corporate and regional office lock-related services are coordinated through their security representative.

Lost and Found: Physical Security maintains a lost and found service for employee-owned property. Articles found should be forwarded to this service.

Lost articles may be claimed upon proper description and identification. Items left unclaimed for over 90 days are donated to charity.

Other corporate and regional lost and found services are coordinated through their security representative.

Corporate Firearms: The Manager, Investigations and Emergency Preparedness, is responsible for all corporate firearms and related training.

The SCC provides after-hours services (after 4 p.m. PST Monday-Friday, weekends, and holidays) including directory assistance, long distance and international dialing, verification of personnel security clearance for travelers, overnight storage for classified material for late-arriving employees and visitors, emergency towing for employees with company vehicles who experience accidents or mechanical breakdowns, emergency and non-emergency medical services, and the issuance of classified material accountability numbers if Classified Material Services is closed. 

Employees requiring transportation to and from LAX up until 10 p.m. PST Monday-Friday should contact the SCC.

Employees requiring the issuance of a company vehicle should see the security receptionist in the building A-5 lobby (until 10 p.m. PST Monday-Friday) or call the SCC at all other hours.

SECTION 14.4  DoD Security clearance investigations

The Corporation takes a proactive role in informing job applicants of the eventual need for security clearances and in assisting employees in obtaining security clearances.  The Corporation makes the following efforts to assist bargaining unit employees in the DOD Security Clearance process:

1.
Employees being requested to complete and return a security clearance investigation information form, including those applying for a security update, shall be made aware of the following:

a.
Areas of special interest in any security clearance investigation,

b.
DOD’s adjudicative guidelines, and that

c.
Aerospace Security is available to provide limited information and advice in the event of perceived problems with the employee’s background, and if and only if requested by the employee.

d.
If requested by the employee, an Aerospace Security representative shall analyze the employee’s background for the purpose of identifying mitigating circumstances applicable to any “problem” area.

2.
Employees who have been notified that the preliminary investigation has resulted in a denial of the security clearance request shall receive assistance in the appeal process, if and only if requested by the employee.

a.
If requested by the employee, an Aerospace Security representative shall analyze the employee’s background for the purpose of identifying mitigating circumstances applicable to any “problem” area.

b.
Aerospace Security shall identify those Internet web sites that may provide applicable and helpful information.

3.
Employees who have been notified that the preliminary investigation has resulted in the inability of the DOD agency to find that it is clearly consistent with the national interest to grant a security clearance and who decide not to appeal may request for the corporation to submit Form 562 on their behalf to DOHA and cancel any further security clearance processing by that agency.  Such request shall be granted by the corporation and shall result in the following consequences for the employee:

a.
Displaced status for a minimum of 91 days, including assistance in preparing to seek another job, as opposed to discharge for cause.

b.
If requested by the employee, a careful and comprehensive review of their suitability to work in the Civil & Commercial Division.

4.
Employees who have received a final denial of their security clearance request shall receive assistance from the Corporation, including:

a.
Displaced status for a minimum of 91 days, including assistance in preparing to seek another job, as opposed to discharge for cause.

b.
If requested by the employee, a careful and comprehensive review of their suitability to work in the Civil & Commercial Division.

5.
The corporation shall not require employees affected by the new security policy to waive any of their legal rights to challenge policy DD 254 in a court of law or to file an EEO complaint.

SECTION 15.  PROPRIETARY INFORMATION

GENERAL

The corporation originates proprietary information in addition to what it receives from outside sources.  Outside sources of proprietary information may include the U.S. government as well as contractors, subcontractors, and suppliers performing government and commercial contracts.  All proprietary information is safeguarded as controlled access (see practice SE-4-1).

Employees safeguard, and assist the corporation in safeguarding, all such proprietary information.  Employees are expected not to misuse, misappropriate, or disclose such proprietary information to persons or companies outside of the corporation, except as required in the course of their employment or with the corporation’s prior written consent.

The Office of the General Counsel establishes requirements and administers matters relating to proprietary information.

DEFINITIONS

Proprietary Information is any scientific, engineering, technical, business, and trade-secret information deemed exceptional and distinctive that warrants special controls, handling, or processing. Proprietary concepts may include patentable ideas, new discoveries, new processes, business methods, computer software, cost and pricing data, or other trade secrets and may be included in notebooks, engineering drawings, technical documents, and other items disclosing original work.

PROCESS

All employees complete an “Employee Confidentiality and Assignment Agreement” (Form 2080) at the time of employment. This agreement addresses intellectual property and the employees’ obligation to protect proprietary information.

The Staffing Department ensures that Form 2080 is executed by employees.

Management determine whether information originated within their areas is proprietary in nature. The Office of the General Counsel provides guidance and assistance. 

Internally Generated Proprietary Information:

Employees mark internally generated proprietary information with a Controlled Access designation and include, as a minimum, the following restrictive legend on documents to provide necessary notice of its proprietary nature:

“Proprietary information of The Aerospace Corporation.”

The restrictive legend is applied to the title page and each page containing proprietary information. Bound documents are marked on the outside of the front and back covers.

Externally Originated Proprietary Information:

The Office of the General Counsel or level 5 management may sign “non-disclosure” or other written agreements with non-government third parties regarding the protection of their proprietary information. Such information normally is not accepted from or exchanged with non-government sources until a written agreement governing its use is completed. However, proprietary information may be accepted from associate contractors working on government programs without a written agreement, and the corporation and its employees will apply the same safeguards afforded Controlled Access information.

The Office of the General Counsel prepares or processes written agreements when required. After acceptance, each document containing proprietary information is marked and recorded in accordance with the agreement.

In addition to any legends placed on proprietary information by the submitter, when received by the corporation, it should also be imprinted with a “CONTROLLED ACCESS” legend. 

Employees safeguard externally originated proprietary information from unauthorized use, disclosure, or reproduction while the information is used for the purposes submitted.  Externally originated proprietary material is destroyed as Controlled Access information.

Employees receiving unsolicited submissions of concepts, ideas, or other materials from individuals outside the corporation, whether such submissions are designated confidential or proprietary, shall forward such submissions to the Office of the General Counsel.

The Office of the General Counsel acknowledges receipt of the submissions, requests that the submitter complete a “Submitted Idea Agreement” (Form 2084), and informs the submitter that consideration will not be afforded the idea or proposal pending receipt of the completed form. The Form 2084 is reviewed and with the advice of cognizant technical personnel, an appropriate response is prepared and transmitted to the submitter. 

Technical data, proposals, or other information submitted by a government agency and designated as proprietary or bearing a restrictive legend are treated as Controlled Access. Proprietary information that bears a government security classification is treated in accordance with the indicated level of classification and appropriate security practices.

The Security and Safety Directorate conducts periodic inspections of unclassified sensitive and classified material and verifies proprietary information is properly marked and stored.

SECTION 16.
ELECTRONIC COMMUNICATION SERVICES

GENERAL

Employees are provided with electronic communication services and equipment including Internet and World Wide Web access, an internal network, electronic mail (e-mail), voicemail, computers, telephones, and fax machines to facilitate the conduct of business-related duties.  The corporation relies on the professionalism, good judgment, and discretion of employees in the use of these communication resources and in the dissemination of information.

The corporation has the legal right to monitor, intercept, and track the use of electronic communication resources as part of its normal business practices; these activities are not private.

In general, the corporation does not screen or monitor telephone records, voicemail, e-mail, Internet activity, or other communications, but reserves the right to monitor such communications or enter an employee's electronic data files when, at the discretion of management, there is a legitimate business or security reason to do so.

Personal use of communication resources is a privilege, which depends on the professional integrity of each employee.  The corporation may be held responsible for inappropriate operation of corporate resources provided for employee use.  Employees who utilize these resources inappropriately may be subject to disciplinary action, up to and including termination.

The use of electronic communication resources, as well as photocopiers and printers, for inappropriate activities such as commercial or political activities, adult material, chain letters, or any other use that may reflect adversely on the corporation is prohibited.

Internet access is provided for the conduct of company business.  The corporation may restrict access to specific sites judged inappropriate for corporate use; however, the corporation relies on the maturity and good judgment of employees to refrain from accessing inappropriate sites and information.

RESPONSIBILITIES

Employees demonstrate professionalism and ethical conduct in the use of corporate resources, comply with network and security procedures, adhere to corporate practices, and protect corporate information.

SECTION 17.  TEMPORARY DOMESTIC ASSIGNMENTS

GENERAL

The Corporation provides assistance and allowances to minimize the disruptive and economic impact on a regular employee who accepts a temporary domestic assignment necessitated by corporate requirements. Such an assignment is to an offsite domestic location, far enough from the employee’s residence to make daily commuting impractical, and is for at least 30 days but less than one year. For assignments that are expected to be more than one year or become assignments of more than one year, permanent domestic relocation practices apply (see Corporate Practice FI-2-2).

An employee on temporary domestic assignment is allowed 21 days for travel and temporary living to find suitable living quarters. 

Certain expenses may not be considered allowable under applicable contracts with the customer, pursuant to the Federal Acquisition Regulations. If the employee elects to incur these expenses, they will not be reimbursed and are considered the responsibility of the employee.

PROCESS

Reimbursement of Expenses 

Reimbursable expenses for employee and dependents (spouse, same-sex domestic partner and legal dependents who are permanent members of the employee’s household and claimed as dependents for income tax purposes) are:

Travel -- Travel is by round-trip coach airfare or by personal automobile. When traveling by personal automobile, the employee is reimbursed for mileage and lodging. Receipts for lodging are required. Meals for the employee, legal dependents, and same-sex domestic partners are reimbursed at the standard rate as published in the Federal Travel Regulation. The maximum number of days reimbursed for travel is 8, which is included in the total of 21 days allocated to find living quarters.

Transportation at Place of Assignment -- Mileage allowance or shipping costs of personal automobile to and from the place of assignment is paid. When the employee is accompanied by spouse, legal dependents or same-sex domestic partner, under certain circumstances, shipment of a second automobile may be authorized.

Reimbursement for the cost of renting or leasing an automobile may be authorized, provided automobile transportation is essential to the relocation and neither the employee’s personal automobile, a corporate vehicle, nor adequate public transportation is available.

Mileage expenses will not be paid for pleasure, personal business, or commuting to and from work.

Shipment of Personal Effects -- The cost of shipping personal effects, not including household furnishings, is authorized up to 1,000 pounds per person. It is the employee’s responsibility to arrange for this shipping, which will be reimbursed by the Corporation.

Onsite Allowance -- An allowance of $1,200 per month (prorated $40/day) for an employee not accompanied by spouse, legal dependent or same-sex domestic partner, or $1,350 per month (prorated $45/day) for an employee accompanied by spouse, legal dependent or same-sex domestic partner, or $1,500 per month (prorated $50/day) for an employee accompanied by spouse, same-sex domestic partner and/or two or more legal dependents is paid to help defray expenses related to the temporary nature of the employee’s accommodations. The allowance is paid based on a seven-day week and begins when travel per diem ends.

The cost of renting essential furnishings is allowable if suitable furnished quarters are not readily available at the site of the temporary assignment.

Offset of Maintenance Cost for Vacated Residence Up to $100 per month is allowed for maintenance of the employee’s vacated residence. Receipts are required.

Home Visits -- Monthly home visits are authorized when the employee is not accompanied by spouse, same-sex domestic partner or legal dependents. If the employee is unable to return home within a six-month period, the spouse, same-sex domestic partner or legal dependents may be authorized to visit by round-trip coach airfare. The spouse, same-sex domestic partner or dependents are not eligible for other allowances, including per diem.

Advance For Expenses -- An employee on temporary assignment may receive an advance of funds for such immediate expenses as travel, lodging, and meals while locating suitable quarters, shipping costs, and settling-in costs on an as-required basis.

Reporting and Withholding Federal and State Income Taxes

The IRS requires that all allowances, airfare, and any other reimbursement provided for dependent travel and relocation are to be considered additional income and are subject to taxes.

Many states require that employers withhold taxes from employee’s wages, whether or not the employee is a resident or nonresident of the state in which the employee is working. If an employee is a resident of one state and will be working for a period of time in another state, state income taxes will be withheld for both states.

The Corporation reimburses the employee, based on fixed nominal tax rates, for expenses associated with federal income tax, state-of-residence income tax, and the Medicare portion of FICA tax applicable to reimbursable relocation expenses.

Employee’s Tax Liability -- The Corporation’s withholding of Federal and, in certain cases, state income taxes, does not represent a final determination of tax liability. Tax liability is determined by individual circumstances surrounding the relocation and is a matter between the employee and the IRS or the appropriate state agency. Accordingly, an employee who receives allowances is advised to consult tax counsel when preparing individual income tax returns.

SECTION 18.  PERMANENT DOMESTIC RELOCATIONS

GENERAL 

The Corporation reimburses eligible employee and dependents for expenses incurred in permanent relocation to another domestic site when it is determined to be a benefit to the employer. Employees are encouraged to relocate as promptly and economically as feasible. 

The length of the employee’s assignment must exceed 12 months. The distance between the employee’s new workplace and the former residence must be at least 50 miles farther than the distance between the previous workplace and the former residence, and the move must meet the test of reasonableness as determined by the Corporation. 

Unless otherwise authorized under paragraph 8, expenses allowed under the Corporation’s contracts with Federal Government agencies, pursuant to the Federal Acquisition Regulations (FAR), are reimbursed. 

Relocation of a new employee from a foreign country is provided only from an appropriate continental United States port of entry. 

The transferring employee charges time for house hunting and travel to the new location to the transferring Cost Center and Job Order 9990. The employee is allowed four additional transition days that are also charged to Job Order 9990. 

Exceptions to this Practice may be considered in specific instances. Exceptions must be fully documented and require the approval of cognizant line management at Level 6 and the Chief Financial Officer, Treasurer, and Vice President, Office of Human Resources. 

DEFINITIONS 

An eligible employee is a newly hired or existing full-time, regular employee. 

Dependents are the employee’s spouse and all persons who would qualify as dependents of either the employee or the employee’s spouse for federal income tax purposes, and who reside at the employee’s home. 

The 60/45 maximum is the maximum number of days authorized for relocation travel, which includes a house-hunting trip and temporary living: 60 days for the employee and 45 days for the employee’s spouse and other dependents. 

PROCESS 

Completion Period 


Relocation begins on the new hire’s start date and on the transferring employee’s Personnel Status Change (PSC) effective date. The employee has one year to complete the relocation process, which includes submission of all expenses. Should the employee terminate within one year, the employee will be responsible for repaying the Corporation the full amount of the relocation reimbursement as described in paragraph 16. 


An extension of the completion period may be requested, at least three weeks prior to the end of the one-year period, by submitting a written, reasonable justification to Staffing Resources for review. Staffing Resources obtains Level 6 line management approval and forwards the request to the Chief Financial Officer, Treasurer, and Vice President, Office of Human Resources. 

Taxes -- Reimbursement of relocation expenses must be reported to the Internal Revenue Service as taxable income. Therefore, the Corporation is required to withhold applicable taxes from any direct or indirect reimbursement at the time the reimbursement is being made. 

Relocation Provisions -- Reimbursement of relocation expenses may include some or all of the expenses discussed in the following paragraphs: 


House-Hunting Trip -- The employee and spouse are allowed one pre-move visit to the locale of the new assignment. A second pre-move visit may be authorized by the Vice President, Office of Human Resources. The number of days used as part of this allowance is counted toward the maximum 60/45 days authorized for relocation. The Corporation will reimburse transportation costs (or mileage if the employee’s automobile is driven), as well as costs for lodging, meals, and rental car. Reimbursement will not be made for dependent-care expenses nor for such costs as kennel fees, inoculations, or other veterinary care or services incurred by the employee as a result of a pre-move visit. 


Relocation Travel -- The Corporation reimburses air or automobile travel and meal allowances as follows: 


The actual cost of the lowest available customary standard coach or equivalent fare and reasonable cost of baggage handling and taxi fares during travel are reimbursed. First-class or business class airfares are not authorized. 


When driving a personal automobile, the employee must drive a minimum of 350 miles per day. The maximum number of days reimbursed for such travel is eight. Additional expenses resulting from the use of longer alternate routes are the responsibility of the employee. The number of days used as part of this allowance is counted toward the maximum 60/45 days authorized for relocation. 


Meal allowances for the employee and dependents are reimbursed at the standard rate published in the Federal Travel Regulation. 


Temporary Living -- Actual and reasonable expenses for temporary lodging are reimbursed; receipts are required. The cost of host gifts in lieu of lodging expenses when living temporarily with friends or relatives is reimbursed; receipts for the cost of host gifts are required. This allowance is discontinued when an employee moves or changes from such temporary quarters into the new, permanent place of residence. The number of days used as part of this allowance is counted toward the maximum 60/45 days authorized for relocation. 


Home Purchase -- The Corporation reimburses the reasonable costs incurred in connection with the purchase of a new, principal residence. The employee must be a resident homeowner immediately preceding the time the employment offer or transfer is accepted to qualify for home purchase assistance. Total costs may not exceed 5 percent of the purchase price of the new home. 


Allowable costs typically include: owner’s title policy (if carried on previous residence); closing costs; loan origination fees (determined by market conditions, but not to exceed the amount deemed reasonable by the Corporation, and not including any amount paid to obtain a lower or more favorable mortgage interest rate); application fees; tax stamps; recording fees; mortgage title policy; appraisal fees; credit reports; notary fees; survey fees (to ascertain a description of the property); transfer fees; reasonable legal fees for document review; and escrow or service fees. 


Nonallowable costs typically include: real estate brokers’ fees and commissions; amounts paid to obtain a lower or more favorable mortgage interest rate; geological survey fees; building inspection fees; costs of litigation/arbitration; real and personal property insurance against loss or damage; mortgage life insurance; property taxes; and operating and maintenance costs. 


Swing-Loan Interest -- An employee may lack sufficient cash for a down payment on a new home while the former residence remains unsold. In such case, the employee is eligible for reimbursement of interest on a swing loan in the amount necessary for a down payment on a new residence. Payments of this type are included in the 14 percent sale price reimbursement of the property as described in paragraph 14.7. The exact terms and conditions of a swing loan are a matter between an employee and the federal or state-chartered lending institution of choice. The loan period may not exceed 90 days. Interest is reimbursed at the leading institution’s lowest available rate. 


Dual Residence -- Reimbursement is made for certain continuing costs of ownership incurred when the former principal residence remains unsold after a residence at the new location has been occupied. The aforementioned costs, when added to the closing costs described under Home Sale as described in paragraph 14.7 and costs attributed to swing-loan interest, must not exceed 14 percent of the sale price of the property when sold. Dual residence payments are subject to the one-year limit set forth in paragraph 12.1. The employee must submit documentation indicating that the unsold residence is on the market and available for sale at a reasonable price and that it is not leased or rented. 


Reimbursable dual residence costs on the former principal residence include: maintenance of building and grounds (exclusive of fixing-up expenses) not to exceed $100 per month; utilities; taxes; property insurance; and mortgage interest costs after settlement date or lease date of the new permanent residence. Mortgage payments to principal are not reimbursed. 


Home Sale -- The Corporation reimburses the reasonable costs incurred in connection with the disposition of the principal residence owned by an employee immediately prior to the time the employment offer or transfer is accepted. When the principal residence is a multiple-dwelling unit or includes more than a residential lot, the reimbursable selling costs are apportioned according to the percentage of the actual living area (e.g., house and yard) as compared to the total property. 


Allowable costs typically include: real estate commissions; closing costs; escrow fees; tax stamps; recording fees; reasonable legal fees for document review; appraisal fees; termite inspection; and reasonable prepayment loan penalties. These costs, when added to the continuing costs associated with the ownership of the vacant former principal residence being sold (dual residence costs), and the payment of swing loan interest, do not exceed 14 percent of the sale price of the property sold. 


Nonallowable costs typically include: home warranty policy; fire insurance, property taxes; fumigation services; costs of litigation or arbitration; repairs or refurbishments; and cleaning services. 


Mortgage Differential -- The Corporation provides a mortgage assistance allowance to a relocating employee if the first mortgage on the new home bears a higher contract interest rate than the first mortgage contract interest rate on the old residence. This assistance continues over a three-year period. These costs are not allowable for a relocating employee who was not a homeowner immediately prior to the time the employment offer or transfer is accepted. The formula used in calculating this allowance is: the difference between the mortgage interest rates of the old and new residence times the current balance of the old mortgage times three years. The mortgage balance on the old residence is the actual balance outstanding on the date the home is sold. An employee must provide documentation supporting the mortgage balance and interest rates from the lending institutions involved. 


Payment of the mortgage differential allowance is made annually, not to exceed three annual payments. The first installment is paid upon completion of sale of the old home and purchase of the new home. The next installment is paid one year later, and the last installment is paid one year after the second. Prior to receiving approval for the second and third installments, the employee submits a written request for the mortgage differential payment and provides documentation to verify that the mortgage has or has not been refinanced at a lower rate, including any change based on an adjustable-rate mortgage (if so, payment will be adjusted accordingly) and the home is not sold, leased, or currently used as rental property. 


An employee is eligible for mortgage differential allowance only as long as employment with the Corporation is continued. Should the employee voluntarily terminate between annual payments of the mortgage differential allowance, the employee is required to refund to the Corporation a prorated portion of the most recent mortgage differential allowance. 


Rental Differential -- An employee who retains ownership of a vacated home in the old location and rents at the new work location is eligible for a rental differential allowance, provided the rental quarters at the new location are comparable in size and style to those vacated. 

Payments are computed on the annualized difference between the actual rental costs of the new home and the actual rental amount received for the vacated home (if rented or leased) or the fair market rental value (if unoccupied), based on an appraisal. Example: $1,200 (new monthly rent) minus $1,000 (fair market monthly rent of vacated home) equals $200 monthly rental difference or $2,400 annualized rental differential allowance. The annual rental differential allowance does not exceed $8,400. 


Payment of the rental differential allowance is made annually, not to exceed three annual payments. The first payment is made at the time of relocation, when the employee moves into the new rental home, or as soon thereafter as practical. Subsequent payments, as determined and approved, are paid on the anniversary date(s) of occupancy, provided the employee submits a written request and verifies the continuous rental of the same residence at the new location (including any change in rent), as well as retention of ownership of the vacated residence. 


An employee is eligible for rental differential allowance only as long as employment is continued. Should the employee voluntarily terminate between annual payments of the rental differential, the employee is required to refund to the Corporation a prorated portion of the most recent rental differential allowance. 


Lease Cancellation -- Reimbursement is provided for the costs actually incurred in the cancellation of a lease agreement on an employee’s former principal residence. The employee provides the landlord with notice to vacate the leased residence as soon as possible upon accepting relocation. Documentation must be provided evidencing the requirement for a cancellation fee as well as the actual payment. 


Transportation of Household Goods and Personal Effects -- The Corporation pays for the reasonable costs associated with shipment of the employee’s household goods and personal effects from the current residence to the residence at the new location. Included are split shipments (two pickups and deliveries at separate origins and destinations), packing or crating required by the moving firm, unpacking, temporary storage for up to 60 days including warehouse and handling charges, insurance (reasonable and customary charges), and delivery from warehouse to residence. Mileage or shipping costs, or a combination thereof, is paid for transporting up to two automobiles; shipping costs are not allowed when the relocation distance is 500 miles or less. In lieu of a second automobile, mileage only is reimbursed for one motor home, when authorized by the Vice President, Office of Human Resources. The cost of shipping pets by air, including the required pet services container, is allowable, but not the kennel fees, inoculations, or other veterinary care or services. This provision does not include the cost of shipping items such as boats, aircraft, livestock, toxic or flammable materials, guns or ammunition, or items outside the normal consideration of household goods. 


Miscellaneous Relocation Allowance -- An employee eligible to relocate receives, in lieu of actual costs, a flat amount not to exceed $1,000 for the following: disconnecting and connecting household appliances; automobile registration and required related fees such as smog impact fees, driver’s license and use taxes; cutting and fitting rugs, draperies and curtains; forfeited utility fees, and deposits, and cable TV fees; and the purchases of insurance against damage to or loss of personal property while in transit; etc. Receipts are required for reimbursement of actual costs. 

Reimbursement of Expenses -- Claims for reimbursement of authorized expenses must include receipts, except for meal expenses. Airline tickets are normally provided by the Corporation for the relocating employee and dependents. 

The Corporation reimburses the employee, based on fixed nominal tax rates, for expenses associated with federal income tax, state-of-residence income tax, and the Medicare portion of FICA tax applicable to reimbursable relocation expenses.  

Relocation Cost Agreement -- The transferring employee will be required to read and sign a Relocation Cost Agreement (Form 146). A new hire must read and sign the Offer Attachment with Relocation (Form 3686-1). If it is determined by the Vice President, Office of Human Resources, that an employee’s resignation within 12 months after being hired or transferred is within the employee’s control, the Corporation requires the employee to refund all payments that were made for the employee’s relocation.

SECTION 19.  SHORT-TERM INTERNATIONAL ASSIGNMENT

GENERAL

The business requirements of the corporation sometimes dictate the need for employees to accomplish particular tasks or objectives at international locations, including specific meetings, project management tasks or technical consultation.

The Human Resources Directorate and the appropriate division administer the provisions of this practice.  It is essential that the guidelines as applied to a specific individual be discussed with the Principal Director, Human Resources Directorate, and approved by the appropriate level 6 management prior to initiating an assignment.

Exceptions to compensation guidelines for each assignment type must be discussed with the Principal Director, Human Resources Directorate, and approved by the appropriate level 6 management.  Exceptions to this practice may be approved in specific instances for good cause.  Such exceptions must be fully documented and approved by the appropriate level 6 management.

DEFINITIONS

Short-term International Assignment: An assignment to a host country for 12 or fewer uninterrupted months, exclusive of the home leave visit, as defined at the time of the assignment offer.  These types of assignments are further defined in this practice as business trips and extended business trips

Business Trip: An assignment generally less than 14 days in duration that is not treated as an international assignment for compensation purposes.  No special provisions apply and the employee will be reimbursed for incurred expenses in accordance with corporate practice.

Extended Business Trip: An assignment from 14 days to six uninterrupted months, exclusive of the home leave visit described later in this section.  Employees are expected to complete such assignments on a single or unaccompanied basis, and no provisions are made for spousal or dependent costs.  

Long-term International Assignment: An assignment that is in excess of 12 months in duration but does not exceed five years.

Permanent International Assignment: An assignment of greater than five years.

Expatriate: An employee transferred, at the company’s request, to a location outside of the employee's home country other than for a business trip or an extended business trip.

Dependents: An employee's spouse and children, who qualify as dependents of either the employee or the employee's spouse for Federal income tax preparation.  This includes unmarried children through age 23 for full-time students, and age 19 for other children.

Base Salary: Regular home country salary excluding incentives, bonuses, and any assignment allowances or deductions.

Goods & Services (G&S) Allowance: An allowance paid to the employee to cover the cost of goods and services (e.g., meals, parking, etc.) during an international assignment.

Housing Assistance: The company provides furnished housing and/or other living arrangements at the assignment location.

Hypothetical Tax: A theoretical federal and (where appropriate) state/provincial income tax liability designed to approximate the home country tax burden which would have been incurred by the employee if the employee remained in the home country.

Tax Equalization: Company practice whereby the employee pays no more and no less taxes than would have been paid had the employee remained in the home country.

Tax Protection: Process whereby the company pays any tax resulting from certain income, whether host country tax or home country tax (Federal, State, and Social Security).

PROCESS

Selection for an international assignment: may be made on the basis of critical skills, educational requirements, and factors associated with the particular assignment, including family size and medical requirements of the employee and/or dependent(s).

A Letter of Understanding outlines the terms and conditions of the assignment.  Questions regarding the Letter of Understanding should be addressed to the appropriate business manager or the Principal Director, Human Resources Directorate.

Extended business trips are treated the same as business trips with the following exceptions: 1) An employee may be given a performance incentive for successful assignment completion, depending on the nature and/or location of the assignment; 2) In some cases, the employee may receive a G&S allowance or a per diem for living expenses instead of actual expense reimbursement; and 3) The employee may be required to stay shorter than originally anticipated.

Base Salary: The employee's base salary is determined by management, according to the employee's sustained performance and current home country position level.  Base salary will be adjusted by the appropriate premiums and allowances.  Salary increases are effective at the same time such increases would be effective in the home country following the employee’s performance appraisal and salary review.  The employee's compensation will be delivered in home country currency and deposited into the employee's home country bank. 

Expatriate Incentive: The company may pay a non-tax protected expatriate incentive based on a percentage of base salary in recognition of the challenge of leaving current living and working conditions and adapting to a new host country environment.

Hardship Premium: The employee may be eligible for a hardship premium if the host country in which the assignment is located is designated to be a hardship area.  Hardship area is a term applied to certain locations having conditions that are particularly difficult, such as physical hardship, poor environment, or cultural isolation.

Host Country Housing Assistance: The company will provide housing assistance for furnished housing and/or other living arrangements at the assignment location.  

Goods & Services (G&S) Allowance: A G&S allowance has been designed to allow the employee to maintain purchasing power at the approximate level that the employee enjoyed in the home country.  The allowance will vary with salary and family size and will be reviewed and adjusted quarterly, where necessary, to reflect significant exchange rate fluctuations.

Company Provided Automobile: At the discretion of management, the company may provide the employee with a company-leased car (and driver in certain cases if deemed appropriate by the company) during the employee’s assignment.  

Home Country Benefit Plans: With minor exceptions, the employee will continue to be covered under the benefit plans in which the employee participated while working at the home country business unit whenever legally possible and practical.  For the purpose of life insurance and short-term disability coverage, only the employee’s base salary is used for determining the amount of coverage and premium.  

Host Country Benefit Plans: In some countries the company provides certain payments to employees that are in addition to regular employee benefits and compensation.  These payments are often made to all employees in the country and generally occur due to the application of local labor laws.  

Medical and Dental Coverage: The employee and any eligible dependent(s) are enrolled in the indemnity plans for medical and dental insurance.  The employee should contact the Employee Benefits Department to initiate a change in the indemnity medical and dental plans if not already enrolled.

Social Benefit Plans: The employee may be required by law to contribute to certain social benefit plans in the host country.  The employee will be reimbursed for any required expenses incurred in contributing to such plans.  

Social Security: The employee’s home country often has reciprocal social security agreements with other countries.  Such agreements generally eliminate the requirement to contribute to both countries’ social security systems.

Tax Equalization: The company will utilize a procedure called Tax Equalization to ensure that the employee’s relative home country tax burden will be maintained during the period of the assignment.

Relocation Assistance: Relocation assistance is limited to an airfreight shipment of goods, not to exceed 500 pounds per person relocating.

Educational Assistance: If the employee’s dependent children accompany the employee to the host country, the employee will be eligible for educational assistance.

Medical Requirements: Pre-assignment physical examinations are required and immunizations are highly encouraged and may be required.  The company will reimburse the cost of these examinations and immunizations prior to departure.

Vacation: The employee will continue to be eligible for vacation in accordance with corporate practice.

Home Leave: An interim home leave visit of one week (exclusive of travel and business days) to the employee’s city of origin may be provided approximately every six months for employees on unaccompanied status.  Home leave visits will be treated as company business trips and may require the employee to report to a company business location.  Under certain circumstances, additional home leave may be provided at management’s discretion.

Transition from Short-term to Long-term Assignment: Extension of an employee’s assignment beyond 12 months requires the approval of the responsible company officer.  When approved and after notifying the Principal Director, Human Resources Directorate, the employee on short-term assignment becomes eligible for long-term assignment status and coverage under corporate practice.  

Emergency Provisions: If adequate and necessary medical care is not available in the host country, the company will pay transportation and other reasonable costs to the nearest approved medical facility for the employee or family member.  Where possible, concurrence should be obtained from the responsible level 6 management.

Compassionate leave may be granted by management in the event of death or serious illness of a member of the employee's or spouse's immediate family during the international assignment.  If granted, the company provides the most economical round trip transportation for the employee and the employee's family to attend the funeral.  In the event of serious illness, the employee and spouse will be provided the most economical round trip transportation. 

In the event of the death of the employee or a family member in the host country, the company will pay for the necessary services to return the deceased to the home country and will reimburse the cost of reasonable and necessary host country legal and tax advice required by the death.  In addition, the entire family will be entitled to round trip travel and in-transit expenses to the home country.  The employee or employee’s family is responsible for all other expenses.

SECTION 20.  LONG-TERM INTERNATIONAL ASSIGNMENT

GENERAL

The business requirements of the corporation sometimes dictate the need for employees to accomplish particular tasks or objectives at international locations, including specific meetings, project management tasks or technical consultation.

The Human Resources Directorate and the appropriate division administer the provisions of this practice.  It is essential that the guidelines as applied to a specific individual be discussed with the Principal Director, Human Resources Directorate, and approved by the appropriate level 6 management prior to offering the conditions of an international assignment to an employee.

Exceptions to compensation guidelines for each assignment type must be discussed with the Principal Director, Human Resources Directorate, and approved by the appropriate level 6 management.  Exceptions to this practice may be approved in specific instances for good cause.  Such exceptions must be fully documented and approved by the appropriate level 6 management.

DEFINITIONS

Long-Term Assignment – An assignment that is in excess of 12 months but does not exceed five years in duration

Short-Term Assignment – An assignment that is 12 months or less in duration, as defined at the time of the assignment offer.  Short-term assignments are generally longer than business trips, but shorter than long-term assignments.

Base Salary – Regular home country salary excluding incentives, bonuses, and any assignment allowances or deductions.

Dependents – An employee's spouse, unmarried children through age 23 for full-time students and age 19 for other children.  

Expatriate - An employee transferred at the company's request to a location outside of the home country other than for an extended business trip.

Goods & Services (G&S) Allowance – A payment designed to adjust the employee's spendable income to account for any differences in the employee's purchasing power in the host versus home country, taking into consideration the difference in the costs of goods and services between the host and home countries and exchange rate variances.

Housing Contribution – The amount the employee contributes toward housing costs in the host country based on a housing norm.  This amount is deducted from the employee’s base salary to offset the total housing costs paid directly by the company.

Housing Norm – A statistical average based on government or consultant’s data for housing and utility expenditures of the employee’s pre-assignment home country location.

Hypothetical Tax – A theoretical federal and (where appropriate) state/provincial income tax liability designed to approximate the home country tax burden which would have been incurred by the employee had the employee remained in the home country.

Spendable Income – That portion of salary an employee is presumed to use in his or her home country to purchase goods and services, such as all costs for food at home, food away from home, clothing, medical expenses, recreation, personal care, household furnishings and operations, etc.  It does not include transportation costs, housing costs, income and social security taxes or savings/investments.

Tax Equalization – Company practice whereby the employee pays no more or less taxes than would have been paid had the employee remained in the home country.  

Tax Protection – Process whereby the company pays any tax resulting from certain income, whether host country tax or home country tax (Federal, State, and Social Security).

Transportation Allowance – A payment in addition to the periodic compensation to offset the added cost of a car in the host country.

PROCESS

Selection for an international assignment may be made on the basis of critical skills, educational requirements, and other factors associated with the particular assignment, including family size and medical requirements of the employee and/or dependents.

A Letter of Understanding outlines the terms and conditions of the assignment. Employee questions regarding the Letter of Understanding or this practice should be addressed to relevant management or to the Principal Director, Human Resources Directorate.

Home Country Administrative Practices: While on international assignment, the employee will be maintained under the company’s standard domestic compensation and benefits programs.

Extended Assignments: In the event the employee elects to continue working in the host country beyond the end of the assignment, or if the assignment continues beyond five years, the special benefits detailed in this document will end.  

Expatriate Compensation: The company’s expatriate compensation program is based on the balanced equity principal and is designed to approximate the employee’s income and expenditure levels in the host country, based on those levels the employee would have in the home country, by taking into consideration the differences in host country costs and taxes.

Base Salary: The employee’s base salary is determined by management according to the employee's sustained performance and current home country position level.  Base salary will be adjusted by the appropriate premiums, allowances, and deductions.  Salary increases are effective at the same time such increases would be effective in the home country following the employee's performance appraisal and salary review.  The employee’s compensation will be delivered in the employee's home country currency and deposited into the home country bank.  

Expatriate Incentive: The company may pay a non-tax protected expatriate incentive, based on a percentage of base salary, in recognition of the challenge of leaving current living and working conditions and adapting to a new host country environment. 

Hardship Premium: The employee may be eligible for a hardship premium if the host country in which the assignment is located is designated to be a hardship area.  Hardship area is a term applied to certain locations having conditions, which are particularly difficult, such as physical hardship, poor environment, and cultural isolation.

Goods & Services (G&S) Allowance: A G&S allowance has been designed to permit the employee to maintain purchasing power at the approximate level that the employee enjoyed in the home country.  The allowance will vary with salary and family size and will be paid once the employee has moved into permanent quarters and is no longer covered under the host country temporary living differential.  The allowance will be reviewed and adjusted quarterly, where necessary, to reflect significant exchange rate fluctuations.

Company Provided Automobile: The company may provide the employee with one leased host country mid-size (as defined in the host country) car (and driver in certain cases if deemed appropriate by the company) during the assignment.  

Housing Contribution: The employee may be provided with housing assistance at the assignment location in order to offset any additional costs between the home and host country rental and utility expenses.  The employee’s housing contribution is based on the concept of a housing norm for the home country.  

Owned Housing in Host Location: There are significant tax consequences associated with host country home ownership in several international locations.  In general, home ownership may cause an employee to be considered a resident and thus preclude implementation of tax planning strategies.

Home Country Benefit Plans: With minor exceptions, the employee will continue to be covered under the benefit plans the employee participated in while working at the home country business unit whenever legally possible and practical.  

Host Country Benefit Plans: In some countries the company provides certain payments to employees that are in addition to regular employee benefits and compensation.  These payments are often made to all employees in the country and generally occur due to the application of local labor laws.  

Medical and Dental Coverage: The employee and any eligible dependent(s) are enrolled in the indemnity plans for medical and dental insurance.  The employee should contact the Employee Benefits Department to initiate a change in the indemnity medical and dental plans if not already enrolled.  

Social Benefit Plans: The employee may be required by law to contribute to certain social benefit plans in the host country.  The employee will be reimbursed for any required expenses incurred in contributing to such plans.  

Social Security: The employee’s home country often has reciprocal social security agreements with other countries.  Such agreements generally eliminate the requirement to contribute to both countries’ social security systems.

Tax Equalization: A procedure called tax equalization will be utilized to ensure that the employee's relative home country tax burden will be maintained during the period of international assignment.

Relocation Allowance: A relocation allowance will be provided at the time of relocation to assist the employee with the cost of establishing a residence in the host country.  This payment is intended to cover, but is not limited to, the following expenses: cost of selling household goods; costs related to old or new residence; purchase of curtains, drapes, blinds, or cleaning and altering of currently installed drapes, etc.; purchase of small household items such as linens, kitchen utensils, lamps and/or lighting fixtures; costs related to shipping of household pets to the host location; and costs related to preparing a will, which has a multiple jurisdiction clause, to ensure the will is probated in the home country.

Appliance Allowance: The company will provide a one-time, tax-protected reimbursement of up to U.S. $3,000 to assist the employee in the purchase and installation of appliances, televisions, VCRs, and voltage transformers to convert small appliances to the local electric cycle.

Home Country Auto Allowance: To offset the cost of selling or storing one or more personal automobiles at the time of relocation, a tax-protected allowance of U.S. $2,000 will be provided.  The company will not ship personal cars to the host country.

Host Location Pre-Assignment Trip: An exploratory trip for up to seven days (exclusive of travel) may be authorized by management for the employee and spouse for familiarization with the assignment location and to aid in the decisions to be made regarding assignment acceptance.

Home Retention Assistance: Many international service employees who own a home decide to rent it while they are on international assignment.  To assist the employee in maintaining the home country principal residence, the Rental Assistance Program or the Property Management Program may be utilized.

Home Country Rental Housing Assistance: If the employee is renting or leasing housing when transferred to the host country, the company may provide assistance in meeting costs associated with lease cancellation.  Costs considered for reimbursement include securities or deposits forfeited under the lease terms, additional rental payments required to effect cancellation, and necessary legal fees.

Home Country Residence Sales Assistance: In general, it is expected that the employee will be responsible for the home country residence.  Where there is a good possibility that the employee will not return to the original place of work, or where the employee will be on assignment for 24 months or longer and chooses to sell the home country principal residence, the company will reimburse the employee for the actual and reasonable following home sale expenses, limited to 14% of the applicable sales price: real estate agents’ fees; normal and reasonable closing costs; mortgage prepayment penalty, if any (first mortgage only); usual and reasonable attorney fees or escrow company fees; disbursements for documentary stamps on deeds only; title fees and survey costs; and inspection fees, if customarily paid by the seller

Shipment of Household Goods: The company shipment policies recognize that the employee may wish to establish his/her household in the host country on a scale which satisfactorily meets his/her personal standards and family needs.  The amount of household goods that can be shipped, however, is generally affected by the length of the assignment, availability and suitability of furnished accommodations, or excessive time and cost to transport the household goods.  Normally, for an assignment of less than 24 months, a complete household of goods will not be shipped.

Limited Air Shipment Guidelines: Generally, the employee’s household goods will be shipped by surface transportation.  Limited air shipment may be authorized to include items such as clothing and other immediate needs.  Where applicable, the guideline for air shipment is 500 pounds per family member.  The employee’s combined shipments will be insured by the company for replacement cost up to U.S. $75,000.

Surface Shipment Guidelines: The company will arrange to pack, load, insure, and ship the employee’s personal and household goods to the host country up to the following specified limits: employee only or employee and spouse - 20-foot container; employee and dependents - 40-foot container.  The company will also provide for the packing, transporting, insuring, and storing of household goods not shipped to the host location for the duration of the assignment.  

Customs, Duties and Fees: Ordinarily, the importation of currently used household goods is allowed on a duty-free basis.  The employee may, with approval, ship new appliances and related items more suitable for operation on the available electrical system in the host country.  When approval for such shipment has been granted, the company will reimburse any duty or customs fees imposed upon the newly acquired belongings.

In Lieu of Surface Shipment: Depending on the specific circumstances of the relocation, it may be impractical and/or too costly to ship the employee’s household goods to the host country.  Where it is not practical or advantageous to surface ship all of the employee’s household goods, a reasonable amount of personal effects and supplemental furnishings may be air shipped.  

Travel Expenses To Host Location: The employee will be reimbursed for travel expenses incurred by the employee and the employee's dependents when traveling to the host country by direct route in accordance with the corporate international airfare practice.

Pre-Departure Temporary Living Expenses: If the employee and the employee's family are required to vacate their regular housing in the home country and make temporary arrangements while preparing to depart, the company will reimburse the employee for actual and reasonable living expenses for the period between pick-up of household goods and departure, up to two weeks.  Living expenses include temporary lodging, laundry (excluding dry cleaning), meals, and incidental expenses.

Host Country Temporary Living: Upon arrival in the host country, actual and reasonable temporary living expenses will be available for the employee and the employee's dependents until the delivery of household goods, or until furnished housing is available for occupancy.

Passports, Visas, Work Permits: Persons traveling outside their home country normally require passports and, in some cases, visas in order to enter the countries they wish to visit.  The company will normally assist the employee in obtaining these documents.

Legal Expenses: The company will reimburse reasonable costs incurred to empower someone to act on the employee’s behalf while the employee is on international assignment.  It is important to note that although the company reimburses the initial costs incurred in empowering an individual to act, it does not reimburse, under this provision, the ongoing time and/or fees charged by the individual who has been empowered by the employee.

Cross-Cultural Preparation: Proper preparation in cross-cultural knowledge, insights and skills is a key factor in the success of an international assignment.  Based on the assignment location, length and objective, the company may identify the type of cross-cultural materials and training, including language training, best suited for the employee and employee's family in order to make the international assignment a rewarding experience.

Dual Career Program: When a spouse is employed by The Aerospace Corporation and the employee and the employee's spouse are both transferred to the same host country, only one transferee will be considered the expatriate or primary transferee, for which this practice applies.  The base salary of the primary transferee will be used for determining allowance amounts, where applicable.  Tax equalization will be based on the combined primary transferee/spouse’s income using the most tax-effective home country filing status.

Non-Company Employed Spouse: A spouse of an expatriate who is also employed by The Aerospace Corporation but who is not transferring to the host country as an employee (i.e. will not be working in the host country) will be treated as a non-company employed spouse under the provision below.  

Educational Assistance: The company will determine the closest locally available, suitable school or schools for grades kindergarten through 12 which will allow the employee’s child to be able to transfer back to the home country school without loss of credit.  If it is determined that the employee’s child is able to attend an adequate local public school (kindergarten through grade 12) in the host country, no school allowance is provided.

Non-Resident University Fees: Generally, the employee is responsible for the costs of a college or university education.  However, should one of the employee’s children be charged higher tuition in his/her university within the jurisdiction of the employee’s point of origin because the employee and family are not current residents, the company will reimburse the excess fee for undergraduate studies.

Non-Host Country Dependent Visits: If the employee has children under age 23 attending a primary school, secondary school, or university for undergraduate studies at a location away from the host country, the company will reimburse the employee for two economy class round trip airfares per year (plus incidental travel expenses) to the host country.  A child attending a university in undergraduate studies must be a full-time student and financially solely dependent on the employee to be eligible for this program.

Host Country Transportation Allowance (Personal Automobile): In locations where additional transportation is required for a spouse, a host country transportation allowance may be granted.  This allowance is intended to provide financial assistance so the cost of leasing a “standard personal auto” in the host location will approximate the cost of a “standard personal auto” in the home country, as determined by the company.

Medical Requirements: The company requires the employee and accompanying dependents to have complete medical examinations 60 days prior to leaving for the host country in order to identify potential or existing medical problems for which adequate care may not be available in the host country location and possibly for obtaining a work permit.  Immunizations for the employee and accompanying dependents are highly encouraged and may also be required prior to leaving for the host country. The company will reimburse the employee for all reasonable expenses associated with obtaining the required medical examinations and immunizations.

Home Leave: Home leave is intended to provide the employee and the employee's dependents with the opportunity to take vacation in the home country to renew contacts, visit relatives and friends, take care of personal business, and get reacquainted with home country conditions.  The employee and dependent family members residing in the host country are each entitled to one home leave after every 12-month period the employee is on international assignment.

Holidays: The holidays recognized in the host country are those which will be provided to the employee.  The employee may take any home country holidays not observed in the host country as vacation days.

Vacation: The employee will continue to be eligible for vacation while on an expatriate assignment.  The employee will be eligible for the greater of 20 workdays or the standard home country vacation days.  Additionally, one travel day each way will be added to the eligible vacation time.

Family Emergencies: If an emergency occurs in the employee’s family while stationed in the host country, management should be advised as soon as possible.  If air transportation is required, the class of airfare may be as authorized by the business travel policy.  Unless otherwise provided, the length of the leave will be subject to home country policy.

If adequate medical care is not available in the host country and the employee or the employee's dependent requires treatment away from the assignment location, the company may pay transportation and in-transit travel expenses for the sick person, plus one accompanying family member, in order to obtain treatment at the nearest suitable medical facility.

Compassionate leave may be granted in the event of death or serious illness of a member of the employee’s or spouse’s immediate family during the overseas assignment.  If granted, the company provides the most economical round trip transportation for the employee and family to attend the funeral; in the event of serious illness, the employee or spouse will be provided the most economical round trip transportation.  

In the event of the death of the employee or family member in the host county, the company will pay for the necessary services to return the deceased to the home country and will reimburse the cost of reasonable and necessary host country legal and tax advice required by the death.  In addition, the entire family will be entitled to roundtrip travel and in-transit expenses to the home country.  The employee is responsible for all other expenses.

Currency Exchange: Currency exchange expense that the employee incurs will be reimbursed locally using normal expense report procedures.  Any adjustment will be based on the employee’s home currency.  This reimbursement covers normal cost of living needs and no private investment(s) by the employee.  Reimbursement of exchange expense is limited to two times per year.  Under very volatile currency exchange conditions, the company may at its discretion allow for more frequent exchange expense reimbursement.

Notice, Termination and Severance: Notice, termination, severance, or similar payments will be made only if required by host country law.  In such cases, the value of the payments will be offset against benefits provided under any of the company-sponsored retirement or similar plans.  Such payments may, at the company’s discretion, be offset against the cost of relocating the employee and the employee's family back to the home country.

Emergency Provisions: In the event of political/civil unrest, it may be necessary to evacuate the host country.  In such an event, the company will assume full transportation and reasonable and necessary living expenses for the employee and the employee's dependents.

Cash-in-Lieu: The company will not make cash payments in lieu of in-kind assignment related provisions such as air tickets, movement of personal effects, etc.

Repatriation: When it comes time for the employee to return to the home country, the employee will be provided with assistance in facilitating the relocation.  

Expense Reimbursement: Reimbursed expenses associated with the relocation from the host to home countries include, but are not limited to, a repatriation advance house hunting trip, expenses associated with the cancellation of leases in the host country and return transportation expenses.

Return and Shipment of Household Goods: The employee’s household goods will be packed, shipped, insured (up to U.S. $75,000) and returned to the employee’s home country location based on the following guideline: employee only – 40 foot container; employee and dependents – 60 foot container.

Customs, Duties, and Fees: Customs, duties, and fees assessed on original household goods will be reimbursed by the Company.

Relocation and Temporary Living Expenses: Home country relocation and temporary living expenses will be reimbursed in accordance with the original assignment policy. 

SECTION 21.  FEDERAL GOVERNMENT POSITIONS

GENERAL

The corporation, in support of the country’s national-security space mission, encourages its employees to fulfill the various obligations and privileges associated with citizenship.  As examples, our employees participate in the Intergovernmental Personnel Act Program, serve on advisory boards and panels at the government’s request, and receive supplemental compensation and other accommodations while fulfilling their military reservist duty or performing other military service.

Encouraging such activities, including employment by Federal Government agencies, is in the best interests of the corporation and its employees, particularly when such service gives the employee a better understanding of the workings of our government; affords our employees insight into the operational areas in which we provide technical and scientific advice; or provides the government with unique scientific, technical, or managerial skills or perspectives in support of national security objectives.

Participation in certain corporate programs such as Educational Tuition Reimbursement, the Corporate Study Assistance Program, the Corporate Educational Assignment Program, Permanent Domestic Relocations, and Hiring Bonuses, require the repayment of sums advanced or otherwise made available to an employee if the employee terminates employment within a specified time period after participation in such programs.  Under these circumstances, the obligation to repay the corporation could act as a disincentive to the very kind of public service the corporation’s philosophy attempts to encourage.  

To promote a corporate environment that encourages employees to consider service in the Federal Government, an employee who terminates his or her employment with the corporation to accept a position in the Federal Government at the level of GS 14 or 15 or a position subject to the Senior Executive Schedule will, subject to paragraph 5 below, be excused from repaying monies owed to the corporation because of prior participation in the corporate programs described herein.

RESPONSIBILITIES

Employees:  To qualify for relief from the obligation to repay the corporation and to avoid the appearance of any conflict of interest, the employee must not have been engaged in any employment or like conversations with any Federal Government agency or department, or have known of or anticipated the potential offer or assignment prior to participating in the program giving rise to the repayment obligation.

The President and CEO authorizes the waiver of the repayment responsibility, following a review of any potential conflict of interest or other ethics issues by the Office of the General Counsel.

Copies of approved exceptions, together with pertinent documentation requiring the exception, will be provided to the Principal Director, Finance Directorate, and the Director, Internal Audit Department

SECTION 22.  HIGH-RISK OPERATIONS

POLICY

The corporation supports a variety of national defense and civil government agencies through its scientific research and systems engineering and integration activities.  Because of the nature of Aerospace’s business activities, the corporation is frequently involved in matters of vital importance to national security for our Department of Defense customers. The support we provide to these customers is frequently crucial to the success of military activities in war zones and other areas experiencing armed conflict or other hostilities.  

Employee safety is of paramount importance to the corporation.  Therefore, it is the corporation’s policy that neither it nor its civilian employees engage in military, law enforcement, or intelligence operations.  Neither does Aerospace perform work in areas where there is significant risk of injury due to acts of war or similar hostilities.  

GENERAL

Occasionally, under conditions involving important national security interests, the corporation is asked by one of its government customers to provide technical support in locations that could involve high-risk operations or activities in areas that are designated war zones by the United States Department of State.

The corporation undertakes high-risk work assignments only in the gravest situations and only under the most exigent national security circumstances where other suitable alternatives are unavailable.  

Operations and activities are considered high risk if so defined by the U.S. Department of State or when so designated by the President and CEO of the corporation based on the information available on such operations and activities.

Where conditions of important national security exist and the presence of Aerospace employees is requested in an area where such tasking subjects the employees to a risk of injury or death, only employees who volunteer, after full disclosure of all known and potential risks, will be considered for such assignments.

Usually, an employee will be deemed to have entered a high-risk area upon arrival within 500 miles of the national borders within which such area is located.

The corporation does not consider voluntary assignments to high-risk areas in the absence of a written request for such an assignment from a senior-level official in the U.S. Government describing the necessity of the assignment.

All requests involving high-risk assignments received by Aerospace employees must be sent through the employees’ management chain to level 6 management, where it will be forwarded to the President and CEO.

No employee who declines a request to undertake a high-risk work assignment will suffer any adverse employment consequences as a result.

An exception to the corporation’s general policy may only be made by the mutual agreement of the Aerospace employee and the President and CEO of the corporation.

RESPONSIBILITIES

The General Counsel:

Prepares an acknowledgement detailing all known or potential risks inherent in undertaking the high-risk assignment and meets with the employees to go over the terms of the employee's written consent, answering questions the employee may have concerning its terms.

The Human Resources Department:

Coordinates with Risk Management and provides the employee with an analysis in writing of all Aerospace benefits that may apply in such situations, including Workers’ Compensation, life insurance, accident insurance, short-term or long-term disability programs, and like benefits.  

Due to the nature of certain high-risk operations, including war hazards, certain federal laws, specifically the Defense Base Act and the War Hazards Compensation Act, may cover compensation and benefits available to Aerospace employees on such assignments.  Accordingly, the corporation’s Policies and Practices will be interpreted in a manner meeting or exceeding those federal laws.

Informs the employee of the specific benefits to which eligible or designated dependents may be entitled to in the event of the employee’s disability, detention, or death while on a high-risk assignment.  These benefits may include Worker’s Compensation, short-term and long-term disability, life insurance, group travel, and personal accident insurance.  Certain Aerospace benefit plans have specific exclusions for injuries or death as a result of “declared or undeclared war or an act of either.” 

Reviews individual plan documents with the employee as part of obtaining the employee’s informed consent.

The Principal Director, Security and Safety:

Advises the employee of all applicable Aerospace security and safety regulations and any know special security and safety procedures that may be present at the assignment area that may affect personal safety. The Principal Directory determines whether there are any special handling requirements for any classified or sensitive materials over which the employee may have custody.

The Aerospace Employee:

Volunteers, after full disclosure of all known and potential risks and impacts to employee benefits, to accept an assignment to a high-risk operation.

Accepts responsibility for all personal preparatory activities, such as obtaining any necessary or advisable health examinations and immunizations; obtaining any required briefings and or training for the assignment; preparing personal emergency documents, such as a health care directive and power of attorney, as well as estate planning documents such as a living trust or will; making arrangements for automatic payroll deposits; updating insurance and benefit plan beneficiary designations; reviewing and understanding the known and potential risks of the assignment ; and arranging a personal meeting with the General Counsel to go over the terms of the employee’s written consent and asking any questions the employee may have concerning its terms.

Signs a written acknowledgement prepared by the Office of the General Counsel acknowledging that he/she has received from the company all information regarding the known risks of the assignment as well as the implications of the assignment for his/her personal or family situation.  The acknowledgment must explicitly state that the assignment is entirely voluntary and that the employee is aware that he/she is free to decline to volunteer for the assignment and that there will be no adverse employment action taken as a result of so declining.

Complies with all corporate practices especially those related to international travel (see Practice BO-6-8), trip and expense approvals (see Practice BO-6-4, and associated security requirements (see Practice SE-4-3).

May independently terminate a high-risk assignment without negative repercussions, after accepting such an assignment and being deployed in a high-risk area, if such employee determines in his/her sole discretion, that the risk of injury or death associated with continuing in that assignment is unacceptable.

The Corporation:

Reimburses the employee for the cost of advisable and required health examinations and immunizations.

Continues the employee’s pay should the employee become injured as a result of a war hazard (as defined by applicable law), notwithstanding any exclusionary language in Aerospace’s short-term and long-term disability plans.  Pay will continue consistent with the terms of the short-term and long-term disability plans, relevant practices, and Summary Plan Descriptions in effect at the time of the injury less any monies received by the employee under applicable Worker’s Compensation statutes.

Provides the employee’s pay to the designated or eligible dependents should the employee become captured or detained (as defined by applicable law) for the length of the detention or until the employee’s death is established or can be legally presumed to have occurred; this pay will be less any monies received by the employee’s dependents under the War Hazards Compensation Act.

Exercises its best efforts and works with the U.S. Government or other appropriate authorities to remove an employee from a high-risk area for an acceptable lower-risk area or, at the employee’s request, returns him or her to the employee’s usual place of employment upon revocation of the employee’s consent to remain in a high-risk operation.

Pays the full premium, in the event of the employee’s death, for continued medical and dental coverage for eligible dependents.
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