	INDIRECT WORK PLANNING DOCUMENTATION (WORK PACKAGE)

	CWBS Level 5 Number:
	C.5.03.01.16
	CWBS Level 5 Title:
	Human Resources

	CWBS Level 6 Number:
	C.5.03.01.16.01
	CWBS Level 6 Title:
	Human Resources

	CWBS Level 7 Number:
	C.5.03.01.16.01.03
	CWBS Level 7 Title:
	Comp/Benefits & HRIS Systems

	Technical Manager:
	
	
	     

	Phone:
	
	Indirect Cost Pool:
	G&A

	Program Finance:
	
	Fiscal Year:
	FY-2004

	DOES THIS WORK PACKAGE CONTAIN INEEL ES&H INFRASTRUCTURE ACTIVITIES?    FORMCHECKBOX 
   YES     FORMCHECKBOX 
   NO

IF YES, PROVIDE A SUMMARY OF ES&H ACTIVITIES:

     

	General Scope Statement:

A.  Benefits.  Development, communication, administration, compliance management, and cost analysis for BBWI employee benefit programs for 5,500 employees and 3,000 retirees.  Includes Benefits by Design group insurance program, INEEL Employee Investment Plan, INEEL Employee Retirement Plan, and company leaves of absence.  Specific workscope activities include:                                                                        

1.  Responding to employee questions                                                             10.  Counseling retirees  

2.  Designing, communicating, and implementing new plans                           11.  Processing hardship withdrawals

3.  Conducting benefits plan enrollment, both new hire and annual                 12.  Coordinating insured and bank STD benefits

4.  Processing qualified status changes                                                           13.  Death counseling

5.  Determining dependent eligibility                                                                 14.  Processing all leaves of absence

6.  Interfacing with vendors on problem resolution                                           15.  Tracking benefit program costs

7.  Maintaining insurance contracts and plan documents                                 16.  Administering COBRA and displaced worker benefits

8.  Ensuring plan compliance                                                                            17.  Maintaining Employee Handbook

9.  Writing communications and conducting employee information meetings   18.  Participating in benefits surveys

B.  Compensation.  Development, communication, and administration of comprehensive compensation program for BBWI employees.  Specific workscope activities include:

1.  Administering the HR processes for merit increases, special merit increases, promotion indreases, and variable pay.

2.  Developing the annual Compensation Increase Plan.

3.  Tracking all compensation actions against available fund balances.

4.  Completing annual and semi-annual DOE reports relative to compensation actions.

5.  Participating in local, regional, national, and specialty salary surveys.   

6.  Developing special salary surveys as needed or required by DOE.

7.  Analyzing salary survey data to determine relative market position of BBWI jobs.

8.  Conducting job audits.

C.  HRIS Systems - Maintenance and development of PeopleSoft for HR applications.  Specific workscope activities include:

1.  Conducting feasibility studies relative to new PeopleSoft modules.

2.  Coordinating installation/implementation of PeopleSoft upgrades and new HRIS applications.

3.  Developing communications and user guides relative to HRIS applications.

4.  Conducting training relative to HRIS applications.

5.  Generating special and standard reports.

6.  Coordinating data exchange with DOE-ID and Bechtel Corporate.

7.  Investigate problems relative to HRIS systems, and coordinate their resolution.

D.  Company personnel and benefits files.  Maintenance of official company personnel and benefit files.




	Work Scope Changes per Change Control (CCB) Action:

     

	Workscope Drivers (Program Execution Guidance (PEG), regulatory or statutory requirements, company initiative, etc.):

Attachment A, DOE Order 350.1, Employee Retirement Income Security Act, Internal Revenue Code, U.S. Treasury Regulations, Department of Labor Provisions, Fair Labor Standards Act, Consolidated Omnibus Budget Reconciliation Act, Americans With Disabilities Act, Mental Health Parity Act, Health Insurance Portability and Accountability Act, Family and Medical Leave Act, Privacy Act, and Freedom of Information Act.

	Major Milestones/Performance Measures:

Annual Benefits by Design Enrollment - Complete by January 1, 2004

VCP filing resolution - Complete by September 30, 2004.

Annual Compensation Increase Plan - Complete by October 31, 2003.

Compensation Fund Administration - Complete by December 31, 2003.


	Specifically Excluded Work Scope:

     

	Description of Distributions (If Applicable):

     


	Funding Authorization

($000)
	Routine:

     
	One-Time:

     
	Total:

     
	Technical Manager Signature: 

	Gross:
	$  1398.5
	$       
	$  1398.5
	

	Net:
	$  1398.5
	$       
	$  1398.5
	Date:       
	     

	Revision #:
	Revision Reference:
	Date:
	Authorized Change

Routine:
	Authorized Change

One-Time:
	Revised Authorization  

(Gross/Net)

	
	
	
	
	
	Gross:
	Net:

	1
	     
	     
	$       
	$       
	$       
	$       

	2
	     
	     
	$       
	$       
	$       
	$       

	3
	     
	     
	$       
	$       
	$       
	$       

	4
	     
	     
	$       
	$       
	$       
	$       



