SAMPLE BBA NOTICE OF SEPARATION

FLEXIBLE EMPLOYEE ON THE ROLLS OVER 3 CONSECUTIVE YEARS

________________________________________________________________

OFFICE SYMBOL







DATE

MEMORANDUM FOR 

SUBJECT:  Notice of Separation – Business Based Action (BBA)

1.  Due to a business-based decision (example: negative profit margin) experienced by the (provide name of your installation and/or activity), it has become necessary to abolish your current position of (provide job title, series, grade, and salary).  The effective date will be (provide the date, assuring that at least a full 7-calendar-day notice period is provided; do not count the date the notice is delivered or the effective date in the 7 days).  


2.  If you wish to seek another Nonappropriated Fund (NAF) position in the area, please contact (provide name & phone number of the POC at the servicing NAF Human Resource Office (HRO)).

3.  You have the right to grieve this action based only on inappropriate application of processes or regulations.  If you choose to grieve this action, your grievance must be addressed orally or in writing to (provide name and phone number of the undersigned supervisor), and must be filed within seven (7) calendar days of the effective date.  You have the right to be accompanied, represented, and advised by a representative of your choice.  Representatives must be designated in writing through me to the NAF HRO.  You have the right to review all supporting documentation used for this action and related regulations governing the administration of NAF Human Resources regulations by contacting (NAF HRO POC).  

4.  (Use only for employees with 12 months or more of continuous employment) Upon separation, you are further eligible to be considered for an Appropriated Fund position under the DoD/OPM Interchange Agreement, as you have had at least one year of continuous NAF service upon separation.  Positions for which you may apply are announced at www.cpol.army.mil.

5.  You may be eligible for unemployment compensation if you file the claim in United States.  Enclosed is Standard Form 8, Notice to Federal Employee, reference Unemployment Insurance. 

OFFICE SYMBOL


SUBJECT:  Notice of Separation – Business Based Action (BBA)

6.  This action is non-prejudicial, non-disciplinary and does not preclude your reemployment. 

Enclosure




SIGNATURE OF SUPERVISOR

as

