APPENDIX E

EMPLOYEE PROGRAMS

SECTION 1. PERFORMANCE RECOGNITION PAYMENT (PRP) PROGRAM

The Performance Recognition Payment Program consists of a pool of money that is allocated to each Division, or equivalent organization, for the purpose of providing a one-time cash payment to individual employees based on the need to reward excellent job performance and/or retain or acquire a critical skill.  This program is intended to create a broader range of opportunities to reward employee job performance through the compensation system and to maintain market competitiveness.  Hiring incentives are funded from this program.

Division General Managers, or equivalent, are responsible for implementing the program.  Criteria for receiving a performance recognition payment include, but are not limited to, the following:

a.
Exceptional performance

b.
Technical contributions

c.
Importance of work

d.
Team leadership

e.
Successful risk taking

f.
Extraordinary workload

g.
New business support

h.
Flexibility in assignment

i.
Critical skills or capability

j.
Retention

k.
Market equity

l.
Hiring incentive

m.
Cost savings

n.
Organization building

o.
Technical investment

p.
Customer satisfaction

q.
Corporate/organization goal achievers

Eligibility is limited to Level 4 employees and below.  All bargaining unit employees are eligible.  Recipients’ names shall not be publicized by either party at any time.

SECTION 2.  REFERRAL BONUS PROGRAM

The Corporation has a Referral Bonus Program with two parts. The first part provides an incentive for employees to assist in recruiting qualified candidates to fill MTS vacancies. The second part provides incentives for the recruitment of graduate students for summer internships. 

Recruiting Qualified Candidates for MTS vacancies - MTS Referral Bonus Program

Under this program, any regular full-time, part-time, temporary, or casual bargaining unit (BU) employee who refers an applicant who is subsequently hired as a regular full-time MTS shall receive an award of $2500.

An additional $2000 will be awarded if the hired employee has a current SBI clearance.

There is no limit on the number of awards an individual may earn. A referral is valid for a period of twelve (12) months. A referral requiring longer than 12 months to be processed is subject to the approval by the Principal Director, Human Resources. 

Candidates already sourced through corporate-sponsored events and activities can be referred by MTS after a twelve (12) month waiting period. 

Employees representing Aerospace in corporate-sponsored recruiting events or activities are ineligible for this bonus program. Employees within Human Resources, those at Level 5 or above, and all in-line supervisors are ineligible.

To be eligible to receive an award, the referring employees must submit a completed Employee Referral Card along with either an Employment Questionnaire (EQ) or resume from the applicant being referred. No awards will be authorized if the referral card is submitted after an EQ or resume has been received by Staffing Resources. New hires potentially associated with company-sponsored advertising or recruiting activities shall be eligible as bonus referrals if an EQ or resume has not been previously received within the past twelve (12) months by Staffing Resources at the time of the referral.

Recruiting Qualified Graduate Student Candidates for Summer Internships – The Aerospace Ambassador Program

The Aerospace Ambassador Program provides recognition for the recruitment of qualified graduate students, first as summer interns and then as full-time MTS. Under this program, any full-time, part-time, casual, or temporary or retired employee will receive an initial award of $700 if they refer a graduate student that is hired and completes a summer internship of at least two months. In addition, if the intern becomes a regular full-time employee within five years of the initial referral, without a period of termination, the referring employee will receive an additional $1800.

To be eligible to receive the award, the referring employee must submit a completed Employee Referral Card along with either a resume offer an Employment Application from the applicant being referred.

All of the conditions and restrictions of the MTS Referral Bonus Program will apply to the Ambassador Program. There is no limit to the number of awards an individual may earn. A referral is valid for a period of twelve months. This program is effective as of May 31, 2006.

SECTION 3.  PATENT ROYALTIES

Royalties received from patent licensing are shared with inventors after payment of certain administrative expenses such as application and maintenance fees and the costs associated with protecting and preserving patent rights.  The inventor receives 33 percent of the cumulative net royalties received by the corporation (this amount is shared equally among multiple inventors unless previous sharing agreements have been arranged).  The inventor will continue to receive his/her share of the cumulative net royalties even after termination of employment.  The inventor’s department also receives 33 percent of the cumulative net royalties received by the corporation to be used for support of scientific research (shared among departments in the same manner as the inventor’s portion).  The remaining amount is distributed by the Group Vice President of Engineering and Technology and used to support scientific research and development in a manner compatible with corporate interests.

SECTION 4.  CORPORATE AWARDS PROGRAM

The Corporation encourages outstanding personal and team achievements that result in significant contributions to the Corporation’s mission. The Corporate Awards Program recognizes such contributions by regular employees (full and part-time) who demonstrate a level of excellence exceeding normal expectations. All bargaining unit employees are eligible.

The Corporate Awards Program consists of the following eight awards programs: Trustee’s Distinguished Achievement Award, President’s Achievement Award, Excellence In Diversity Award, Program Recognition Award, Individual Achievement Awards, Team Achievement Awards, Spot Awards, and Improvement Opportunity Idea Program. The specific maximum award amounts and frequency of awards are as follows, subject to employee merit and corporate budget:

	Category
	Award
	Frequency

	Trustees’ Distinguished Achievement Award
	$25,000 individual

$18,000 shared
	Annually

	President’s Achievement Award
	$12,500 individual

$7,500 shared
	Annually

	Excellence In Diversity Award
	$5,000 individual

$2,500 shared
	Annually

	Program Recognition Award
	Dinner for contributors and guests
	Annually

	Individual Achievement Awards
	$350 - $4000 individual
	Up to 4 per year per Division

	Team Achievement Awards
	$200 - $1000, $1500 per team member
	Up to 2 per year per Division

	Spot Awards
	$175 or $25/person lunch, or

non-monetary award
	As Merited Within Budget

	Improvement Opportunity 

Idea Program
	Idea certificate

Eligible for $100 drawing
	Quarterly


TRUSTEES’ DISTINGUISHED ACHIEVEMENT AWARDS

Trustees’ Distinguished Achievement Awards are given for specific outstanding achievements that are recognizable by the professional community as worthy of high commendation. One or more Trustees’ Distinguished Achievement Awards are considered annually from among the President’s selectees for the President’s Achievement Awards.

PRESIDENT’S ACHIEVEMENT AWARDS

President’s Achievement Awards are given for specific outstanding achievements that are recognizable by the professional community as worthy of high commendation. President’s Awards are considered annually in each of the five achievement categories that may include scientific, engineering, analytical, program management, and administrative.

EXCELLENCE IN DIVERSITY AWARDS

Excellence In Diversity Awards are given for specific outstanding achievements that are recognizable by the professional community as worthy of high commendation. Excellence In Diversity Awards are considered annually to recognize and reward contributions and behavior that supports corporate values in the areas of diversity and equality.  

PROGRAM RECOGNITION AWARDS

Program Recognition Awards are service awards made to employees participating in completion of a significant program milestone or organizational achievement or in those programs that have achieved or exceeded their performance and reliability objectives. Program Recognition Awards take the form of a dinner for the recipients and their guests. 

INDIVIDUAL ACHIEVEMENT AWARDS

Individual Achievement Awards may be awarded to individuals for:

a.
Individual efforts that exceed the normal range of commitment and achievement,

b.
Demonstration of leadership and teamwork qualities to produce superior results, and

c.
Positive impact on achievement of corporation/organization vision, mission and goals.

Consideration and review for individual awards goes on throughout the year, with the evaluation and recommendation being performed by employees at all levels and the review and selection being performed by management. Normally, each Division (of 150 individuals) can expect to award at least two awards per year, constrained by merit and fiscal budget.

The award amount is $350-$4000 per individual award.

TEAM ACHIEVEMENT AWARDS

Team Achievement Awards are intended to recognize contributions by teams of employees that demonstrate a level of excellence beyond normal expectations. Team Achievement Awards are given for:

a.
Significant contributions to corporate vision, mission, goals,

b.
Enhancement of processes, procedures and/or products, and

c.
Exceptional customer satisfaction.

Teams normally consist of two or more individuals having active participation and identifiable contributions.

The award amount is $200 - $1500 per team member. Normally one award will be given per Division (approx. 150 individuals) per year, being constrained by merit and fiscal budget. Nomination and review of team awards goes on throughout the year, with the evaluation and recommendation being performed by employees at all levels and the review and selection being performed by management.

SPOT AWARDS PROGRAM

The goal of the SPOT Award program is to timely recognize and reward individual and team accomplishments “on the spot” to stimulate exceptional levels of excellence and reinforce positive role model behaviors at every level.

Examples of allowable expenses include:

a. 
Monetary awards

b. 
On- and off-site award luncheons to recognize achievements

c. 
Staff meetings to recognize achievements

Examples of unallowable expenses include:

a. 
Gifts, entertainment tickets, lunch vouchers, etc.

b. 
New hire/promotion recognition luncheons

c. 
Team building luncheons

d. 
Picnics

e. 
Retirement parties

f. 
Christmas parties

Anyone may nominate an employee or a team for a SPOT Award. Criteria may be determined by individual organizations. Selections may be by a consensus of immediate management, e.g., Level 5 and reporting Levels 4 & 3.

Award Elements:

a. 
Monetary: $175 per person for individual or small team

b. 
Non-Monetary:  $40 maximum per person for large team recognition

IMPROVEMENT OPPORTUNITY IDEA PROGRAM

The Improvement Opportunity Idea Program is established to encourage employees to submit practical ideas for improving corporate operations. Ideas submitted to the program are considered if implementation is feasible and resource requirements are reasonable and/or available.

Eligible ideas are recognized by publication, subject to the discretion of the submitter, in the Orbiter and the submitter receives an IDEA certificate recognizing their contribution. The names of the submitters are entered in a quarterly drawing in which the winner receives $100.

Ideas not eligible for consideration are those that have been submitted by other employees within two years of the original submission, or are statements of problems or concerns that do not offer reasonable solutions.

Inventions are processed in accordance with the Patent Program Practice and are not included in this Program.

SECTION 5.  CONTINUING LEARNING

The corporation is committed to supporting and creating opportunities for employees to pursue Continuing Learning (CL).  CL benefits the corporation and its employees and is the shared responsibility of management and staff.  A strong focus on CL increases innovation and improves efficiency and productivity.

To foster a CL environment, an annual division-average target of 40 hours per year per employee has been established for participation in CL activities.  The corporation encourages all organizations to consistently meet or exceed the annual division-average CL participation target.  The corporation acknowledges that success may vary from year to year depending on resources available, demands of mission-critical work, or other circumstances beyond the control of individual managers and employees.

Continuing Learning refers to the employee’s ongoing efforts to enhance his or her professional awareness, knowledge, skills, performance, and value to the corporation through instruction, study, practice, exercise, or experience.  CL activities may be pursued during company hours or on personal time and may involve a variety of educational providers, delivery formats (e.g., classroom/course, e-learning, readings, directed job assignments, etc.), and locations (e.g., on site or external to Aerospace).  

CL activities are formal or informal activities that are mutually recognized by a participating employee and his or her immediate line management as: 1) being tutorial in primary purpose and nature; 2) having a defined, finite time duration; and 3) involving subject matter relevant to the employee’s current position or that helps the employee prepare for different positions within their current job category.

Formal CL activities include: participation in academic programs or classes offered by colleges and universities; participation in corporate or customer awareness update or training sessions; participation in orientation, knowledge, or skills-building courses, workshops, or seminars; participation in on-the-job experiential or rotational assignments; attending, speaking, or presenting at professional seminars, symposia, or conferences; and teaching or designing courses or learning modules

Informal CL activities include learning activities such as: reading books and journals with the specific intent to acquire new job-related knowledge or skills; and performing self-directed study, including preparing for professional examinations, licenses, or certifications.  This may also include the time an employee invests in teaching and mentoring others to help them learn and become more productive employees.

The corporation, The Aerospace Institute, management, and employees share responsibility for implementation of CL at Aerospace. 

The Corporation:

a.
Provides the strategic context and creates a supportive CL environment, including the commitment of corporate resources for the development, delivery, and participation in CL activities.

b.
Provides educational assistance programs and special educational assignments to support employee participation in CL opportunities provided by local universities and colleges.

The Aerospace Institute:

a.
Supports CL by administering educational assistance and by developing, offering, and tracking participation in programs, resources, and services that address the learning and career-development needs of employees and organizations across the corporation.

b.
Develops and maintains descriptions of recommended activities, guidelines, practices, and roles and responsibilities for key CL-related processes.

c.
Collaborates with other Aerospace organizations to share information, advice, and resources for CL opportunities such as professional conferences, seminars, training workshops, and other educational activities related to their specific functional responsibilities.

Division Management:

a.
Encourages and facilitates attainment of the corporate division-average CL participation target, tracks employee and organizational CL participation data, and provides summary reports when requested.

b.
Identifies and allocates resources from division overhead funding for employee participation in external CL opportunities.

Management (All Levels):

a.
Initiates regular discussions with employees to help them identify competency development needs and relevant CL opportunities for enhancement of current job performance.

b.
Works with their employees so those employees can participate in formal and informal CL activities each year.

c.
Assesses the effectiveness of CL activities and resources for their organizations and helps facilitate employee learning on the job. 

d.
Works with employees and customers to secure direct funding for employee participation in external and in-house CL opportunities.

Employees:

a.
Work with their managers to identify and pursue CL activities offered in-house or externally that are relevant to the competencies needed to perform effectively in their current jobs and to pursue their career paths at Aerospace.

b.
Participate in regular discussions with their managers to identify competency development needs and relevant CL opportunities for enhancement of current job performance.

c.
Review Job Descriptions and Job Postings and consult with hiring managers to identify competencies and other qualifications needed for desired positions within the corporation. 

d.
Obtain advice on career path planning, personal skills assessment, and competency development opportunities by initiating informal discussions with their managers and personal mentors, and by exploiting career development support resources offered by the Institute.

e.
Optionally plan and record their participation in specific, in-house or external learning activities.

A Lotus Notes-based electronic form is available to assist employees and managers in recording continuing learning activity at the corporation.  By optionally completing the form, employees will create a cumulative record of their learning activities.  The information will be compiled automatically in division summary reports.  General Managers and Business Managers will have access to the information provided.  Organizations will be able to monitor and track the overall levels of activity and associated costs for the various types of continuing learning activities.  The information will also provide the corporation with the data needed to establish annual targets and required resources to support employee continuing learning efforts.

SECTION 6.  ABSENCES

The corporation recognizes that employees are subject to emergencies or family related matters that justify brief absences from work.  Depending on the circumstances, it is appropriate for supervisors to approve this time as a paid absence or unpaid absence, and to verify accuracy of timecard data.

Paid absences for annual military reserve duty, industrial injury, holidays, jury duty, occasional sick, rehabilitation, and vacation are covered in other corporate practices.  Unpaid leave of absence is covered in another practice.

A paid 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 paid absence is counted as hours worked for the purpose of computing a 40-unit workweek and for computing compensation for exempt employees on extended workweek.

Exempt full-time employees record no-pay absences in whole-day increments.  Exempt part-time employees record no-pay absences in scheduled whole workday increments.  Nonexempt full- and part-time employees record no pay in tenth-of-an-hour increments.  Fractions of an hour are recorded as decimals; e.g., 6 minutes = 0.1 and 30 minutes = 0.5.  No-pay hours are recorded as “N” on the timecard.

This practice is subject to applicable federal and state laws.  Employee Relations provides assistance and answers employee questions on absences discussed in this practice.

PAID ABSENCES

Bereavement is a paid absence in the event of a death in an employee’s immediate family of up to three workdays.  If the employee needs more time to travel to the funeral site, up to five workdays of absence may be approved by management level 4 or above.  Such absence is recorded as “D” on the timecard, and the relationship of the deceased is noted.

Immediate family is an employee’s spouse, child, grandchild, brother, sister, parent, grandparent, spouse’s parent or grandparent, or someone who has acted in place of a parent.  Immediate family also includes a same-gender domestic partner, his or her child, grandchild, parent, grandparent, or someone who has acted in place of either parent.

Emergency Shutdown is the closure of a corporate facility, a corporate-leased building, or a military building housing corporate employees in the event of an emergency or disaster.  Employees excused from work by management direction because of an emergency shutdown will receive absence pay.  Such absences are reported as “E” on the timecard.  Employees continuing on vacation, occasional sick, or other approved absences that began prior to the shutdown are not eligible to charge time to emergency shutdown.  Employees on vacation, occasional sick, or other approved absences who were scheduled to return to work but were prevented from doing so by an emergency shutdown, receive paid absence by charging to “E” on the timecard.

Legal is a paid absence of up to three workdays for a legally required court appearance other than jury duty.  It is only available for exempt employees.  Such absence is reported as “L” on the timecard, and the reasons noted.  Employees notify supervision promptly of legally required absences and provide any necessary justification; e.g., a copy of the subpoena for court appearance.

Other is a paid absence of up to one workday, approved at the discretion of supervision, for each occurrence of other personal emergencies not covered in the foregoing paragraphs.  Such absence is reported as “O” on the timecard, and the reasons noted.

UNPAID ABSENCES

Children’s School Activities is an absence for employees to participate in children’s school activities if they are parents, guardians, grandparents having custody, or have same-gender domestic partners who are parents, guardians, or grandparents having custody.  Such absences may be charged to vacation, personal holiday, or no pay.  Exempt employees record no pay units in accordance with paragraph 4.  The employee must utilize available vacation prior to the use of no pay.  No pay absences for children's school activities may not exceed nine hours in any calendar month of the school year or a total of 40 hours per school year.  When no pay hours are used, the employee must notify supervision at least one day prior to the planned absence.  Management may request the employee to provide documentation from the school as proof of participation.

Holiday Closure is an absence applicable when the corporation closes the facility during a holiday period, such as between Christmas Day and New Year’s Day.  Holiday closure does not include corporate-paid holidays, such as Christmas Day and New Year’s Day.  Absences during a holiday closure are charged to either vacation or no pay.

Religious Observance is an absence for religious observance that may be recorded on the timecard as vacation, personal holiday, or no pay.

Unscheduled Absence is an absence when an employee is unable to report to work due to unforeseen circumstances (for example, if detained by a disabled vehicle or an accident enroute to work).

The employee notifies supervision as soon as possible after the start of a scheduled work shift.  If an employee fails to report to work and fails to call and explain the absence within two hours of the scheduled start time, the supervisor will attempt to contact the employee.  If the absence remains unexplained after four hours, the supervisor notifies the next level of management, who will notify Employee Relations.

Depending on the circumstances, unscheduled absence may be reported as vacation, no pay, or other on the timecard, with the approval of management.

SECTION 7.  LEARNING OPPORTUNITIES

Aerospace employees are increasingly being challenged to develop and sustain high levels of competency in a variety of technical (engineering and scientific), management, leadership, business, computing, and other professional skill areas.  The Aerospace Institute (TAI) has developed broad-based, substantive curricula of in-house and external programs, courses, and multimedia learning support resources that are specifically tailored to the continuing learning and developmental needs of all Aerospace employees, especially those who are new to the corporation.

Aerospace Institute Learning Systems comprise integrated sequences of courses, programs and resources supporting corporate orientation, technical education, business and professional skills, computing skills, and management development.  

Corporate orientation is a process of introducing a new employee to the company culture and providing them with information and resources they will need to quickly become a contributing member of their organization.

Technical education offerings enhance MTS capabilities in the core functional areas vital to the performance of the corporate technical mission.  These offerings include a technical orientation series, technical enrichment courses, the Aerospace Systems Architecting and Engineering Certificate Program, and a critical skills development curriculum.

The technical orientation series courses provide basic knowledge and are designed to assist staff transitioning into or desiring a refresher in the foundations of the space systems business.

The technical enrichment courses are a variety of individual technical courses offered to address concepts, state-of-the-art developments, and issues associated with the science, technology, and engineering disciplines for space and space-related missions and systems.

The Aerospace Systems Architecting and Engineering Certificate Program (ASAECP) develops the broad systems perspective and specific architecting-engineering competencies needed by Aerospace technical staff to function effectively in the new era of space systems acquisition.  The ASAECP curriculum consists of the following: 

Initial Awareness Segment

This segment provides awareness of Aerospace systems architecting, acquisition, and engineering roles and responsibilities in relation to Aerospace’s customers and their contractors

Fundamental Knowledge and Basic Skill Building Segments

These segments provide employees with a choice of several optional developmental paths designed to instill in-depth understanding and basic facility in applying key concepts, methodologies, and tools associated with systems architecting, acquisition, and engineering.  The following optional tracks are available:

Aerospace Systems Architecting Program (ASAP)

Space Systems Engineering Program (SSEP)

Space Systems Acquisition Management Program (SSAMP)

Skills Reinforcement Segment  

This segment provided employees with experience in resolving real world technical and relevant non-technical issues of a complex, multidisciplinary nature by applying systems architecting and engineering principles and tools in the context of mentored job assignments.

The ASAECP curriculum comprises organized sequences of courses and mentored assignments that are designed to develop employee competency in applying the methods and tools of systems architecting, acquisition, and engineering to the resolution of real world technical issues of complex, multidisciplinary nature.

Successful completion of the ASAECP leads to a corporate-acknowledged certificate and designation as Aerospace Systems Architect-Engineer (ASAE).  This designation is considered to be one of the measures of successful career progression within the corporation.

Special courses or course series are occasionally developed and offered to develop an employee’s competencies in corporately identified “critical skills” areas.

In addition to technical education offerings, The Institute has established a variety of learning opportunities and web resources in management/leadership, business, professional, and computing skills topic areas that support the development of key behavioral and functional competencies needed for effective employee performance in their current and potential future job assignments.

The management development curriculum builds competencies for effectiveness, leadership, and management in a rapidly changing business environment.  While many courses in this curriculum are offered to current managers only, some are available for enrollment by bargaining unit personnel as well.

For people who cannot attend classroom training or those who need a quick topical review, the Institute provides a variety of e-Learning opportunities.  E-Learning offers a variety of online courses and resources that provide just in time training anytime and anywhere as long as the user has access to the required Internet or corporate intranet connection.

The Institute also provides a variety of career support resources and services, including the Aerospace Technical Staff Career Path Planning (CPP) web site and a self-directed on-line assessment tool, Strategic Career Management.

SECTION 8.  EDUCATIONAL ASSISTANCE PROGRAMS

Both APSA and the Corporation are committed to professional excellence and employee development.  To fulfill this commitment, the Corporation provides the following three programs for bargaining unit employees:

a.
Education Tuition Reimbursement: provides reimbursement of tuition, fees, and textbooks for approved courses, which may be associated with a degree program.

b.
Corporate Study Assistance: provides part-time work and supplemental salary while participating in a degree program.

c.
Corporate Educational Assignment: provides for a variety of educational assignments.

Each of these programs is described in more detail in the following sections.

EDUCATION TUITION REIMBURSEMENT

The Corporation provides an Education Tuition Reimbursement program. The program is open to all bargaining unit employees taking individual graduate and undergraduate college level classes. The program is also open to all bargaining unit employees taking any approved graduate and undergraduate college-level classes that may be associated with a degree program.

Reimbursement of educational expenses shall be authorized when:

a. 
The requester is a regular full-time or part-time employee currently in good standing;

b. 
The course work or degree program is directly related to the employee’s current or anticipated field of work;

c. 
Completion of the course or degree is expected to enhance the employee’s value to the

Corporation; and

d. 
The employee completes an Education Plan for Tuition Reimbursement (Aerospace Form 5649) for the upcoming academic year. Form 5649 normally should be submitted by April 30 for the upcoming academic year.

e. 
Concurrence of their level 4 (or above) management.

f. 
The employee completes Part l of an Application for Tuition Reimbursement (Aerospace Form 2261) at the beginning of the course(s).

g. 
Within 6 months of satisfactory completion of the course(s), the employee must complete the remainder of Aerospace Form 2261 and attaches transcripts and/or official grade reports and original receipts for tuition, mandatory fees and textbooks.

h. 
For undergraduate courses, the employee receives a grade of C or better (C, C+, B-, B, B+, A-, A, A+)

i. 
For graduate courses, the employee receives a grade of B or better (B, B+, A-, A, A+).
Reimbursement is provided for applicable tuition, mandatory fees, and required textbooks. Total reimbursement is limited to $5,250 for any employee in a single fiscal year. 
The employee must obtain approval of individual courses by the cognizant line management.

Employees are normally required to take courses outside of scheduled work hours. However, the normal work hours may be adjusted subject to approval by the cognizant line management.

A participant who voluntarily resigns from employment or who is terminated for cause is required to reimburse the Corporation for all educational expenses paid within the 12 months previous to the termination, excluding any legal fees and costs related to the collection thereof.

CORPORATE STUDY ASSISTANCE

The Corporation maintains a Corporate Study Assistance program and awards fellowships to qualified individuals who will contribute to the technical and business expertise of the Corporation.   Fellowships are awarded to regular full- or part-time employees currently in good standing. These fellows remain employed by the Corporation while enrolled in appropriate graduate degree programs at accredited colleges or universities.  Full-time students will receive reimbursement for incurred expenses such as tuition, books and mandatory fees, compensation based on part-time work at the Aerospace Corporation and additional financial support as a weekly stipend. Part-time students are not eligible to receive the stipend. 

Qualifying for the Corporate Studies Assistance Program

To qualify for participation in this program, the employee:

- 
must have been an employee of The Aerospace Corporation for at least two years.

- 
must have a Bachelor’s degree in a field applicable to the assignment with a minimum overall grade point average of “B" (3.0 on a scale of 4.0).  

- 
must provide a letter of acceptance into a graduate degree program in a discipline of importance to the Corporation at an accredited university near the proposed work assignment.  

-  
must obtain a written recommendation and an endorsement from line management through level 5 or above with the concurrence of a cognizant level 6.

- 
must submit an Application for Corporate Study Assistance (Form 261) to The Aerospace Institute no later than April 30 for the upcoming academic year.

- 
must disclose all amounts and sources of other financial assistance, including grants, fellowships, scholarships or other awards from individuals, governments or government institutions, colleges or universities as these amounts will be deducted from corporate study assistance expenses.

- 
must file a proposed class schedule with The Aerospace Institute within 30 days of the beginning of the academic year.

- 
must submit an official transcript to the Aerospace Institute within 60 days of the completion of each academic term.

- 
must submit receipts for actual incurred expenses to the Operations Center of The Aerospace Institute

Full-Time Students

Workweek Effort, Holiday Pay, Stipend, and Employee Status

Students who carry a full-time schedule will be employed as part-time employees during the academic year except for scheduled school recesses and vacations when they will be classified as full-time students. Full-time students in this program will also receive a stipend that is approximately 20% of the employees full-time base, weekly salary. This stipend will be provided for no more than 36 weeks. 

Full-time students will receive full holiday pay during the weeks they are on full-time employee status, and partial holiday pay during weeks where they are on part-time employee status.

Voluntary and Involuntary Withdrawal or Termination from the Program

A participant must reimburse the Corporation for applicable tuition and textbook fees if the participant voluntarily or involuntarily drops a course, receives a B- or less in any course, or receives less than satisfactory for dissertation research.

Employees may be terminated from the program if their academic achievement falls below a B average, university requirements are not met, the number of courses per regular university term is less than required, or work performance is unacceptable. 

Time Limits on Program

Candidates for Master of Science degrees or Master of Business Administration degrees may participate in the program for up to three years.  Candidates for Doctor of Philosophy degrees may participate for up to five years.

Monetary Limits on Program

Beginning FY 2008, there will be a yearly $12,000 limit for each fellowship awarded.

CORPORATE EDUCATIONAL ASSIGNMENT

The Corporate Educational Assignment program assists in the advancement of full and part-time bargaining unit employees who are now, or have demonstrated the potential to become, major contributors to the progress of the Corporation. The program normally requires an employee to have three or more years of service to be eligible. Special consideration may be granted to employees with less service, depending on the assignment.

Corporate educational assignments are awarded selectively to regular employees for research or graduate study in fields directly related to their present work at the Corporation. Educational expenses required to meet the minimum requirements for employment in their current trade of profession or are required to qualify for a new trade or profession are not reimbursable under this program. 


The corporation requires that the applicant must clearly establish a direct relationship between the assignment and current job requirements.

The corporation requires the employee to submit an application package that includes the following items:  a completed Application for Corporate Educational Assignment form (Form 3047) and a Corporate Educational Assignment Estimated Expenses form (Form 3047-1); a list of three academic references; and a written proposal describing the educational program and its costs, the proposed start and end dates, the employee’s employment and educational background, and the proposed benefits to the corporation. In addition, the applicant must clearly establish a direct relationship between the assignment and current job requirements. This package must be submitted to their cognizant level 6 or above no later than April 30 for the upcoming fiscal year in which the educational assignment is to begin.  The corporation also requires the applicant to submit official transcripts of all academic work completed at the college or university level.

 Each assignment is evaluated by senior management on a case-by-case basis and approved by The Aerospace Institute. The number of awards made under this program depends both on the funds allocated by the Corporation and on the merit of the applications received.

Employees may participate in the program up to a maximum of three years for any given assignment.

Participants receive financial assistance, which may include stipends, salary supplements, travel, temporary housing, and expense reimbursements, after accounting for any other financial assistance. Financial support for a corporate educational assignment is shared by The Aerospace Institute and the employee’s organization.

Any work schedule will be defined in the agreement to be reached by the parties.

Grade requirements will be defined in the agreement to be reached by the parties.

A participant who voluntarily resigns from employment or who is terminated for cause is required to reimburse the Corporation for all educational expenses paid within the 24 months previous to the termination, excluding any legal fees and costs related to the collection thereof.

SECTION 9.  SEVERANCE PAY

Eligible regular employees terminated due to a RIF receive a lump-sum severance payment upon termination, determined by months of continuous employment since their most recent hire date, counting full credit for full-time service and half-credit for part-time service.  Periods of temporary or casual employment or periods of inactive status, such as leave of absence, unpaid special assignment, or unpaid disability leave are not counted.  Severance pay is calculated in accordance with the following table:

	Months of
Credited Service
	Weeks of
Severance Pay

	Less than 36 months
	2

	36 but less than 48 months
	3

	48 but less than 60 months
	4

	60 but less than 72 months
	5

	72 but less than 84 months
	6

	84 but less than 96 months
	7

	96 but less than 108 months
	8

	108 but less than 120 months
	9

	120 but less than 132 months
	10

	132 but less than 144 months
	11

	144 but less than 156 months
	12

	156 but less than 168 months
	13

	168 but less than 180 months
	14

	180 but less than 192 months
	15

	192 but less than 204 months
	16

	204 but less than 216 months
	17

	216 but less than 228 months
	18

	228 months and more
	19 (Max)


SECTION 10.  REDUCTION IN FORCE BENEFITS

MEDICAL PLANS

Medical coverage is extended for employees terminated as a result of a reduction-in-force and their eligible dependents for two months from the date of termination.  This extended coverage is paid by The Aerospace Corporation.

For an employee retiring directly from active service, medical coverage may continue in retirement (beyond the two month extension) for the former employee and eligible dependents.  Coverage continues if the former employee is at least age 55 and:  

a.
Retires with at least ten years of service, the last five of which were consecutive;

b.
Is eligible for active medical at retirement; and

c.
Pays any required cost sharing.

The Consolidated Omnibus Reconciliation Act (COBRA) requires that The Aerospace Corporation offer terminated employees and covered dependents the opportunity to continue the health coverage they had prior to termination.  COBRA requires that coverage be offered for 18 months at the Company's current cost plus two percent for administrative costs.  An employee terminated as a result of a reduction-in-force will have two months of coverage under the group-medical plan paid by The Aerospace Corporation.  This will result in a total of 16 months of eligibility for the hospital-medical plan under COBRA.  

Blue Cross of California Plan

Former employees covered under the Blue Cross Comprehensive will receive new I.D. cards.  Claims incurred during the extension period should be submitted in the same manner as claims were submitted prior to termination.

If an employee or eligible dependent can provide proof of disability satisfactory to the insurance company at the time the insurance coverage terminates, their group hospital-medical coverage may be extended.  The Blue Cross group hospital-medical coverage will be extended only for the disabled individual and only for the disabling condition.  The extension of benefits due to disability will begin after the two months of coverage due to reduction-in-force.  Benefits will be continued for the duration of the disability, not to exceed twelve months for the comprehensive plan benefit.  

Participation will terminate at the end of the two-month period if you do not choose to enroll in the COBRA coverage.

Health Maintenance Organizations (HMO)

Former employees covered by an HMO will receive new identification cards.  You should keep your current card until the new one arrives.  Participation will terminate at the end of the two-month period if you do not choose to enroll in the COBRA coverage.  COBRA continuation coverage as described above also applies to HMO participants.

EMPLOYEE ASSISTANCE PROGRAM (EAP)

A terminating employee and eligible dependents, covered by Blue Cross or an HMO, may use the services offered by the Employee Assistance Program (EAP) for a period of two months following the employee's termination.  If medical coverage is elected under COBRA, EAP services also are continued.  

DENTAL AND VISION PLANS

Dental and vision coverage terminates at the end of the month of termination of employment.  In addition, COBRA requires that The Aerospace Corporation offer terminated employees and covered dependents the opportunity to continue the dental and vision coverage they had prior to termination.  COBRA ensures that coverage is offered for 18 months at the Company's current cost plus two percent for administrative costs.  Information regarding continuation of existing dental and vision coverage and the cost of the coverage will be sent approximately ten working days following the termination date.

FLEXIBLE SPENDING ACCOUNT (FSA)

Coverage under the Flexible Spending Account for Health Care and Dependent Care terminates when employment terminates.  However, expenses incurred prior to the termination date under the Health Care account may be reimbursed up to the annual limit elected.  Coverage for the FSA Health Care account may be continued on an after-tax basis under COBRA through the end of the calendar year of termination.

GROUP TERM LIFE INSURANCE

Basic Group Term Life Insurance and Employee-Paid Optional Life Insurance coverage is extended for employees terminated as a result of a reduction-in-force and their eligible dependents for two months from the date of termination.  Only the Basic Group Term Life coverage is paid by The Aerospace Corporation.  If you or your insured dependents die within 31 days after the life insurance coverage terminates, the full amount of life insurance benefit will be paid.  

Conversion Of Group Term Life Insurance Plans

Coverage under the Aerospace Group Life Insurance plan may be converted to a private plan if requested within 31 days following the termination of coverage under the group plan.  Both the coverage and premiums of the private plan will differ from those provided under the group plan.  The advantage of conversion is that there is no requirement for a medical examination, and issuance of the policy is guaranteed.

VOLUNTARY PERSONAL ACCIDENT INSURANCE

Coverage under the Aerospace Voluntary Personal Accident Insurance plan will end on the date of termination.  This coverage may be converted to a family or individual plan if requested within 31 days following termination.  Please note: Terminated employees over age 70 and retirees are not eligible to convert Voluntary Personal Accident Insurance.  

GROUP INSURANCE PLANS WHICH ARE TERMINATED ON RIF DATE


Flexible Spending Account


Short-Term Disability


Long-Term Disability


Occupational Accident


Voluntary Personal Accident


Survivors' Income Benefit


Dependent Life Insurance

AEROSPACE EMPLOYEES' RETIREMENT PLAN (AERP) 

Employees who were hired or rehired prior to 1/1/93 are covered under AERP.  Employees hired after April 1, 2005 also are covered under AERP.  Employees hired after January 1, 1993 and before April 1, 2005 who elected to transfer during the one-time election from July 25 thru August 19, 2005 also are covered by AERP.  Terminated employees who are vested in The Aerospace Employees' Retirement Plan should make sure to keep the Employee Benefits Department informed of changes in their home address at all times.  This would ensure that they continue to receive an annual statement of benefits and notification of changes in the AERP that may affect their retirement benefits.

Retirement benefits are available to any employee terminated due to a reduction-in-force who is at least age 55, and has completed one year of service.  

Optional Contributions

Funds on deposit as after-tax Optional Contributions to AERP can remain on deposit after termination if an employee has a vested interest in AERP.  However, terminating employees who are eligible to receive their vested benefits in a lump sum must be paid the value of their Optional Contributions.  If a terminating employee does not have a vested interest in the Retirement Plan, any funds on deposit in the Optional Contributions account must be withdrawn as soon as possible after termination.  

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, 2005 also are covered under ASAP.  Accounts are valued everyday the stock market is open. 

Plan participants whose total account value is $5000 or less will be able to roll over the amount to an IRA by calling Fidelity Investment Services.  

Otherwise, those participants will have their money automatically distributed to them as soon as administratively feasible after their termination date.  Plan participants whose total account value is greater than $5000 may call Fidelity Investment Services for a distribution form any time after termination.  Payments from the plan are made as soon as administratively feasible following receipt of the form.  ASAP participants may leave funds on deposit until April 1 following the year in which age 70-1/2 is reached.  

Terminated employees who have contributions in ASAP should make sure to keep the Employee Benefits Department informed of changes in their home address at all times.  This will ensure that they continue to receive the quarterly statements and notifications of changes in the plan that may affect their retirement benefits. 

VOLUNTARY ANNUITY/ACCOUNT PLAN (VA/AP)

If you are a current VA/AP participant, VA/AP will automatically be deducted from your final week of pay.  You may elect to have VA/AP deducted from vacation pay accrued and not used in the last 52 weeks.  

To have VA/AP deducted from your termination pay, you must complete and deliver a VA/AP Termination Plan Request form no later than the Friday prior to your termination date.  

You may leave your VA/AP account on deposit with your investment carrier(s) until April 1 following the year in which you reach age 70-1/2.  At that time, annual minimum distributions may be required by the Internal Revenue Code.

CREDIT UNION

Terminating employees who are members of the Credit Union should check with the Credit Union Office before departure from Aerospace.  Payment of outstanding loans must be arranged prior to departure.  Once you become a member of the Credit Union, you are a permanent member as long as you keep a balance of $5.00 in your account.  

SECTION 11. AIRLINE CLUB MEMBERSHIPS

Employees interested in enrolling in or renewing their participation in the Aerospace Airline Club Membership Reimbursement Program can do so at any time during the fiscal year.  Reimbursement for up to one club membership will be based on the twelve-month period following your enrollment date (if you choose to enroll in more than one club, your eligible trip reimbursement will be based on the highest amount paid for a twelve month membership).  Reimbursement will be made through Payroll the third week in the month following your membership expiration date and will be included in your paycheck.  Thereafter, all reimbursement will be made after the expiration of each traveler's club membership.  The reimbursement rate is $10 per trip for international or domestic flights.

You may enroll in more than one club.  Reimbursement is based on total business trips taken during your 12-month membership period.  For married couples who are both Aerospace employees, reimbursement will be made up of the total amount paid for a 12-month membership (not differentiating between “Primary” club member and spouse rate).  If you purchase a lifetime or multi-year membership, you will be reimbursed up to the original amount paid, or until the number of years purchased has expired.

Employees are encouraged to use the club of the Aerospace-preferred airline carrier, but it is not mandatory.  

Employees can apply for airline club memberships directly with individual airline clubs through their web sites, at airport club locations or by calling a club directly.  The following airlines offer club memberships:

America West  (America West Club members can also use the Northwest World Clubs in selected locations.)

American Airlines (Admirals Club)

Continental (President’s Club)

Delta (Crown Room)

Northwest (World Club)

United (Red Carpet Club)

USAir (USAir Club)

Club memberships paid for with accumulated frequent-flyer miles are not eligible for reimbursement.  The Corporate American Express charge card cannot be used to purchase a club membership.

SECTION 12.  RETIREMENT GIFT PROGRAM

The Retirement Gift Program is a corporate program designed to reward years of total service by employees.  Upon retirement from active service, employees can choose from a number of selections from a Retirement Gift Program catalog.  The available catalogs correspond to 5, 10, 20, 30, and 40 years of service.  The employee may choose a gift from the website corresponding to his/her service. 

The website provides for the following categories of gift selections:

	Years of 
Total Service
	Dollar Value
of Selections

	Less than 60 months
	–

	60 but less than 120 months
	$24 - $48

	120 but less than 240 months
	$48 - $260

	240 but less than 360 months
	$175 - $443

	360 but less than 480 months
	$349 - $873

	480 months or more
	$569 - $1110
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