National Passport Center - NFFE Local 1998
Memorandum of Agreement for NPC Dismissal and Closure Procedures

January 21, 2021

This Memorandum of Agreement (“MOA?”) is entered into, pursuant to Article 12 of the Master
Agreement between the U.S. Department of State, Passport Services, National Passport Center
(the “Agency” or “NPC”) and the National Federation of Federal Employees — Local 1998
(“NFFE”), (collectively, the “Parties”) effective December 2018; hereafter referred to as the
“Master Agreement.” The National Passport Center Dismissal and Closures Procedure was
created to provide a consistent, transparent document and was negotiated in accordance with
Article 12 Section 16 of the Master Agreement.

This agreement will be in effect for one (1) year from the date of execution. During the term of
the agreement, the agreement or any part of the agreement may be reopened by mutual
agreement of the parties or as needed by any policy changes impacting the local

agreement. After one (1) year either party may reopen this agreement at any time by notifying
the other party in writing. After one year, if the parties agree in writing, the agreement will stand
for another one (1) year. If a party does not agree to continue the agreement after one (1) year,
the agreement will be terminated.

For the Agency: For the Union:
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1 VERSION HISTORY

Version No. Purpose/Changes Approved By

01.00.00 1/21/2021 Document Created NPC Director

SUMMARY

The National Passport Center (NPC) and all employees must be prepared to respond immediately to an
emergency. Operating status announcements are most effective if each employee understands what the
announcement means and how to react. The purpose of this document is to outline the standard policies and
procedures governing the dismissal or closure of NPC.

This document is to be used in conjunction with the guidance found in the FAM, Bargaining Unit Agreement,
from your supervisor, and the NPC Emergency Action Plan.

2 RESOURCES

2.1 Weather and Safety Leave

3 FAM - https://fam.a.state.sbu/FAM/03FAM/03FAM3480.html

Frequently Asked Questions -
https://usdos.sharepoint.com/sites/SPAS/MTT/HRStudents/PA230/HR-ER%20-
%20Employee%20Relations/WLD/Leave%20and%20Travel%20(resources )/WWeather%20and%20S
afety%20Leave%20FAQ.pdfftsearch=weather%20and%20safety%20leave%20faq

2.2 Collective Bargaining Agreement

https://nffe1998.org/

221 Memorandum of Agreement - Dismissal and Closure Procedures
Pending Agreement.
222 Memorandum of Agreement - Requesting Unscheduled Leave
Pending Agreement.
2.3 Leave Line
Department of State Leave Line — 603-334-0106

Contract Staff leave Line — 603-334-0107
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