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16 May 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Standard Operating Procedures (SOP) for Department of Army Civilian Employees in the Balkans

1.  REFERENCES:

a.  A summary of applicable references is contained in Section VII of the Balkan Operations Deployment Guidance for Department Of Army Civilian Employees and Supervisors.  This reference is located at the link http://www.chrma.hqusareur.army.mil/deployedciv/balkan_information.htm.

b.  DA Pam 690-47, DA Civilian Employee Deployment Guide, 1 November 1995.

2.  PURPOSE:  To establish policy, procedures and responsibilities for supervisors and Appropriated Fund (AF) civilian employees serving in the Balkans.  The guidance contained in this document supplements the Balkan Operations Deployment Guidance for Department of Army Civilian Employees and Supervisors.

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF civilian employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) serving in the Balkans in a deployed status.  It also applies to Staff Proponents (Central Region) and supervisors located in the Balkans.  Supervisor is defined as the Commander, Area Support Group (ASG) or his/her designee.

4.  POLICY:  The procedures contained in this document serve as instructions for implementing personnel management and regulatory requirements of DA civilian employees serving in the Balkans Area of Operations. 
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SUBJECT:  Standard Operating Procedures (SOP) for Department of Army Civilian Employees in the Balkans

DISTRIBUTION (continued):
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ENCLOSURE #1 – RECRUITMENT PROGRAM FOR DEPLOYED CIVILIANS 
1.  REFERENCES: 

a.  Title 5, Code of Federal Regulations (CFR), Part 315, Career and Career-Conditional Employment, 1 January 2003.

b.  Title 5, CFR, Part 335, Promotion and Internal Placement, 1 January 2003.

c.  OPM Qualification Standards Handbook for General Schedule Positions, 22 March 1999.

d.  OPM Qualification Standards for Federal Wage Grade Positions, 11 July 2000.

e.  DOD Manual 1400.20-1-M, Department of Defense Program for Stability of Civilian Employment, 16 June 1981

f.  AR 690-300.335, Promotion and Internal Placement, 1 October 1986
g.  USAREUR Regulation 690-300.335.1, Promotion and Internal Placement, 7 March 2001.

h.  Memorandum, HQ USAREUR, AEAGA-O, 23 December 2002, subject:  Requests for Personnel Actions for Contingency Operations Positions.

2.  PURPOSE:  To clarify the relationship of the Staff Proponent, deployed personnel (employee and supervisor) and the Civilian Human Resource Management Agency (CHRMA) in the selection and placement of AF employees to positions in the Balkans.

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans.

4.  POLICY:  It is the policy of USAREUR to assure positions are staffed on the basis of merit, fitness, and qualifications without regard to political, religious, marital status, race, color, sex, national origin, non disqualifying physical handicap or age and shall be based solely on job-related criteria.
5.  PROCEDURES:  Staff Proponents and supervisors have the responsibility to take an active role in selecting the most advantageous methods of recruitment in accordance with the appropriate regulations and laws.
a.  Resumix, Delegated Examining Unit (DEU), and non-competitive procedures will be used to fill positions that are covered by this document.  

b.  The Request for Personnel Action (RPA) is created by the Staff Proponent and routed through the G3, Operations Division, Central Taskings Branch (Manpower and Resource Management) to the Civilian Personnel Operations Center (CPOC), Customer Focus Team (CFT).  To ensure the timely processing of actions, it is critical that all RPAs and Gatekeeper checklists are complete and include any necessary attachments, i.e. draft job description, SF-39.  

(1) Resumix procedures:

(a) Open continuous announcements will be used to the maximum extent possible.  All announcements (open and special) should indicate that deployment incentives may be authorized.

(b) The supervisor will determine the search criteria, area of consideration, and recruitment sources for the vacancy.

(c) The Resumix referral list will be issued by the CPOC, CFT to the Staff Proponent.  The CFT will furnish a copy to the deployed HR Advisor, who will provide the list to the supervisor (selecting official).  Selections should be made within 14 calendar days from the date of issue of the referral list to the Staff Proponent . 

(d) The supervisor, in coordination with the Staff Proponent, will make the selection.  At the time of selection, the supervisor may recommend a deployment incentive to the Staff Proponent who will have the final decision.  

(e) The referral list will be annotated with selection information and returned by the Staff Proponent to the CPOC, CFT using the Centralized Resumix web link.  Approval of the deployment incentive should be documented on the Referral List Candidate Selection, Reason section.

(f) The eligibility determination and the tentative job offer will be made by the CPOC, CFT.

(2) DEU procedures:

(a) All DEU announcements should indicate that deployment incentives may be authorized.

(b)  The DEU certificate will be issued by the CPOC, DEU Cell to the Heidelberg CPAC.  The CPAC will provide the DEU certificate to the Staff Proponent.  A copy will be furnished to the deployed HR Advisor, who will provide the list to the supervisor.  Selections must be made within 30 calendar days from the date of issue of the certificate. 

(b) The supervisor, in coordination with the Staff Proponent makes the selection.  At the time of selection, the supervisor may recommend deployment incentives to the Staff Proponent who will make the final decision.  



(c) The certificate will be returned by the Staff Proponent to the CPOC, CFT.  Approval of a deployment incentive must be documented on the certificate or on an enclosure to the certificate.



(d) A tentative job offer will be extended by the CPOC, CFT.

(3) Non-competitive procedures:

(a) The supervisor, in coordination with the Staff Proponent, will make the determination if a non-competitive selection will be made.  The Staff Proponent will annotate the RPA with the name and Social Security number of the non-competitive selectee, and will attach a copy of the selectee’s resume to the RPA.  

(b) At the time of selection, the supervisor may recommend a deployment incentive to the Staff Proponent who will make the final decision.  Approval of the deployment incentive should be documented in the Notes section of the RPA.

(c) The eligibility determination and the tentative job offer will be made by the CPOC, CFT.

c.  The final job offer will be made by the Heidelberg CPAC upon verification of Conditions of Employment.  Normally, selected employees will deploy within 45 to 60 days after the final job offer. 

d.  The HR Advisors will provide guidance and assistance to management pertaining to recruitment, supervisory and employee responsibilities and regulatory requirements as well as methods/sources of recruitment and recruitment strategies (including non-competitive sources).
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ENCLOSURE #2 – HOURS OF WORK FOR DEPLOYED CIVILIANS

1.  REFERENCES:  

a. Title 5 CFR, Part 550, Pay Administration (General), 1 January 2003.

b. Title 5, CFR, Part 610, Hours of Duty, Section 610.111(b), Establishment of Workweeks, 1 January 2003.

2.  PURPOSE:  To establish procedures for civilian employee overtime.

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans. 

4.  POLICY:  

a.  Overtime is paid by the Staff Proponent for hours authorized and worked by an employee in excess of eight hours per day or 40 hours per week.  The dollar amount paid is limited to the hourly rate for GS-10, step 1.  Overtime under field conditions is considered occasional or irregular for payroll purposes.

b.  Compensatory time may be authorized in lieu of overtime, if approved in advance.  Discretion may be used when making a determination for compensatory time, as conditions may preclude the employee’s use of these hours.  Employees have up to 26 pay periods, beyond the pay period in which the compensatory time was earned, to take time off.  After that time period, compensatory hours will be paid at the overtime rate in effect at the time worked.  Compensatory time paid is subject to the pay cap limitations.

c.  Supervisors will ensure that they establish adequate and realistic work schedules, which are coordinated with the Staff Proponent.  The normal tour of duty will begin between 0700 through 0900 hours culminating between 1600 and 1800 hours.  The total weekly work schedule will normally not exceed 40 hours over a seven-day period.  Hours worked in excess of 8 hours a day are considered overtime and must be approved in advance.

d.  Night Differential is paid to employees who work between 1800 and 0600 hours.

e.  Sundays and holidays are considered non-duty days for all employees working in the Balkans.  This rule applies unless directed by the scope of normal duties (Education Center Weekend Classes, Safety requirements, etc.).

5.  PROCEDURES:  Overtime or Compensatory time must be officially ordered and approved by the supervisor in coordination with Staff Proponent prior to work being performed.  Overtime must be reported at the end of the time period in which it is worked.  All overtime must be requested and approved in advance, by the supervisor utilizing DA Form 5172 (Enclosure 2-1) and recorded on the Time and Attendance form (Enclosure 2-2).
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ENCLOSURE #3 – 
LEAVE POLICY FOR DEPLOYED CIVILIANS

1.  REFERENCES:  


a. Title 5, CFR, Part 630 – Absence and Leave, 1 January 2003.


b.  EUCOM Operations Order to Joint Forge #4247-98 (TFE) and $4250-00 (TFE).


c. CHRMA Balkan Contingency Operations for DA Civilians, updated 18 March 2003.

2.  PURPOSE:  To establish the standards for use of sick leave and all annual leave, Rest and Recuperation (R&R), emergency leave, and leave under extenuating circumstances while deployed.

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans.

4.  POLICY:

a.  Normally, annual leave will not be approved while deployed, except for:

(1) employees assigned to Tazar, Hungary and 

(2) when authorized R&R periods are permitted from the Balkan areas.


b.  Supervisors are responsible for ensuring that employees plan their R&R breaks in advance to prevent conflicts and meet daily mission requirements.  


c.  Rest and Recuperation leave will not be approved until an employee has been on the ground for a minimum of 180 days.  When the employee returns from R&R and has completed another 180 days on the ground, the employee will be eligible for another R&R.  Each period of R&R leave is limited to 15 calendar days including travel time and can be taken as annual or home leave (if taken in CONUS).  


d.  Annual or sick leave may also be taken due to emergency or extenuating circumstances such as time taken due to the birth of a child or grandchild, death of family member, etc.  Other situations will be evaluated on a case-by-case basis by the supervisor. 


e.  Supervisors will approve any leave based on the mission and unit’s ability to cover the absence of the employee for a particular time period.  Supervisors are responsible for initial approval of leave requests. Supervisors will ensure leave is coordinated in compliance with applicable policies of the proponent activities.

5.  PROCEDURES:


a.  Employees will submit requests for leave on OPM Form 71 (Enclosure 3-1) through their supervisor to the deployed HR Advisor.  The OPM Form 71 requesting R&R leave must be turned in NLT 14 calendar days in advance of the start date of the requested leave.  Shorter turn around periods will be considered on a case-by-case basis by the supervisor.


b.  Danger Pay, Foreign Post Differential (FPD), and Separate Maintenance Allowance (SMA) must be terminated the day the employee departs the deployed area.  The employee does not need to terminate FPD if he or she is traveling to CONUS for less than 14 days and it is for the convenience of the government.

NOTE:  The receipt of Danger Pay indirectly relates to conditions of employment on the ground, such as living under field conditions, wearing of uniform, etc.
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ENCLOSURE #4 – AWARDS FOR DEPLOYED CIVILIANS

1.  REFERENCE:  


a.  Army Regulation (AR) 672-20, Incentive Awards, dated 29 January 1999


b.  Department of the Army Pamphlet 672-20, Incentive Awards Handbook, 1 July 1993

2.  PURPOSE:  To outline tasks for the processing and completion of Department of the Army monetary and honorary awards.

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans.

4.  POLICY:  To acknowledge, recognize and honor civilian employees for their achievements and contributions to the Army and its mission as deemed appropriate by their chain-of-command.  Some awards are appropriate for recognition of employees outside of the immediate chain-of-command
5.  PROCEDURES:


a.  Special Act or Service Awards, On-the-Spot Awards (OTS), Time Off Awards (TOA) Performance Awards and Quality Step Increases (QSI):



(1)  The supervisor prepares the DA Form 7222 or 7223, or a nomination package for a monetary award or a TOA for a civilian employee using the appropriate regulatory guidance.  The supervisor is responsible for timely submission of any award nomination through the appropriate chain of command.  For performance awards/QSIs, the supervisor will recommend a performance award/QSI on the DA Form 7222 or 7223.  However, final determination of all monetary awards rests with the Staff Proponent.  For other monetary awards, the supervisor will attach any necessary supporting documentation to the nomination package.  The supervisor may consult with the deployed HR Advisor to ensure that the nomination follows the prescribed format and meets the criteria for submission.  The supervisor keeps a copy of the nomination package.



(2)  The deployed HR Advisor receives the award nomination from the supervisor and reviews the nomination package for completeness, appropriateness, and regulatory compliance. The deployed HR Advisor will forward the award nomination to the Staff Proponent for final approval and processing.  Incomplete or disapproved nominations will be returned without action to the originator.  If approved, Staff Proponent will prepare appropriate Request for Personnel Action (RPA) and forward through the Central Taskings Branch to the CPOC.  The deployed HR Advisor notifies the supervisor of the date the approved award was forwarded to the CPOC and the effective date.  The supervisor, upon receipt of the Notification of Personnel Action (NPA), coordinates/presents the NPA and award certificate to the employee during an appropriate presentation ceremony.


b.  Honorary Awards:


(1)  The supervisor prepares a nomination package (including DA Form 1256) for an honorary award for a civilian employee using the appropriate regulatory guidance.  The supervisor consults with the deployed HR Advisor to ensure regulatory compliance.  If appropriate, the deployed HR Advisor coordinates with the EEO Officer to obtain EEO certification and provides an adverse action certification, if necessary.



(2)  The deployed HR Advisor reviews the award nomination.  If approval authority above the local supervisor is required, the supervisor (ASG Commander) will add an endorsement to final submission package.  The deployed HR Advisor will forward the nomination package to appropriate approval level.



(3)  All approved honorary awards are returned to the deployed HR Advisor who forwards the award to the CPOC for processing into DCPDS.  The deployed HR Advisor forwards the appropriate certificate/medal to the supervisor who ensures that awards are presented during an appropriate ceremony.  


c.  Length of Service Awards (LOS):  The deployed HR Advisor forwards length of service certificates and service pins for years of service as appropriate to supervisor for presentation.
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ENCLOSURE #5 – DEPLOYMENT INCENTIVES AND ENTITLEMENTS FOR DEPLOYED CIVILIANS

1.  REFERENCES:  

a.  Department of State Standardized Regulations (DSSR) Section 530, Post Differential Applicable to Post, 29 March 2003.

b.  DSSR Section 620, Continuation of Salary and Allowance Payments, 29 March 2003.

c.  DSSR Section 650, Danger Pay Allowance, 29 March 2003.


d.   Memorandum, HQ USAREUR, AEAGA-CE, 3 January  2002, subject:  Deployment Incentives for Civilian Employees (Enclosure 5-1)

2.  PURPOSE:  To establish the standards for use of deployment incentives within the Balkans area of deployment.

3.  APPLICABILITY: This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans.

4.  POLICY:  Deployment incentives may be used at management’s discretion to attract and retain civilian employees serving in the Balkans.  The use of deployment incentives must be coordinated and approved by the Staff Proponent prior to the employee’s entry on duty, or new assignment. 

5.  PROCEDURES:

a.  Deployment Incentives:  The supervisor may recommend a deployment incentive to the Staff Proponent.  The Staff Proponent reserves the final approval authority on all deployment incentives.


(1)  Relocation Bonus of 10% to 25% of basic pay may be authorized by Staff Proponent for employees who agree to deploy for at least six months or more.



(2)  Tour Extension beyond 5 years can only be authorized by the organization to which the employee returns upon completion of the deployment.  Only employees who deploy for six months or longer are eligible for this incentive.  The length of the extension may be twice the amount of time the employee is deployed, but not more than 2 years.  This extension excludes the downrange time.  The extension is documented on Part B, AE Form 690-300.301C-R, Jun 99 by adding “Tour is administratively extended –months due to downrange operations.”



(3)  Deployment incentives must be approved prior to the employee’s entry into the position.  Deployment incentives will not be processed by the CPOC if the incentive was approved after the employee’s entry on duty. 


b.  Benefits and Entitlements:



(1)  Foreign Post Differential (FPD) begins on the first day of duty for employees on TCS orders and on the 43rd day of duty for employees on TDY orders.  Employees must initiate claims through the Civilian Personnel Advisory Center (CPAC) or deployed HR Advisor by using the SF-1190 (Enclosure 5-2), Foreign Allowances Application Grant and Report.  The HR Advisors (at the CPAC and in the Balkans) counsel the employee regarding eligibility and repayment (should overpayment occur), and forward the SF 1190 to the CPOC for processing.  Block 15 of the SF-1190 must contain the following statement “I certify that I have registered in CIVTRACKS for this unclassified mission”.



(2)  Danger Pay (DP) begins on day of arrival and continues until the employee leaves the theater of operation for any reason.  All employees leaving the region should submit an SF 1190 to stop danger pay.   Claims should be filed using the same process used for FPD. 



(3)  Separate Maintenance Allowance (SMA) will be authorized for deployed married employees who are eligible for Living Quarters Allowance (LQA) and are not receiving LQA while deployed.  Employees may not receive SMA and LQA concurrently.


NOTE:  Employees are required to live on post while deployed, and are provided living space at no cost.  Approval authority to allow civilian employees to leave posts rests with the Senior Tactical Commander.

(4)  An incidental expense of $3.50 per day is authorized for civilian employees that are
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on TDY or TCS orders to locations were Government billets and meals are provided.  This authorization must be documented on the travel orders.  Claims for this entitlement are filed on a travel voucher claim DD Form 1351-2, and will be paid only at the completion of the TDY/TCS.
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ENCLOSURE #6 – 
TRAINING FOR DEPLOYED CIVILIANS

1.  REFERENCES: 


a.  Title 5, CFR, Part 410, Training, 1 January 2003.


b.  AR 690-400, Chapter 410, Training, undated.


c.  CHRMA Web Site; Master Index Training Opportunities http://www.chrma.hqusareur.army.mil.

2.  PURPOSE:  To establish guidelines for training, developing and sustaining an effective, efficient workforce.  

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans.

4.  POLICY:


a.  Employees and supervisors will participate in identifying/assessing employee training needs, during initial and mid-point counselings as part of The Army Performance Evaluation System (TAPES).  Employees will be scheduled for training in coordination with Staff Proponent.  


b.  Employees will be selected for training without regard to race, sex, religion, national origin, age, and mental or physical handicap.


c.  Training and development activities will be provided using various methods and media to provide high quality, cost-effective training, i.e., on site, correspondence and TDY.


d.  When applicable, Career Program Managers (CPMs) will guide and counsel supervisors and careerists concerning career program training and development opportunities.

5.  PROCEDURES:


a.  Employees will participate in identification of their training needs.


b.  Supervisors will assess employee training and development needs and designate training as mission essential (Priority 1), required for performance improvement or improved mission accomplishment (Priority 2).  Training to enhance knowledge, skills, and abilities (Priority 3) will be considered desirable.


c.  The Senior Rater (Staff Proponent) will assist in planning, evaluating, and approving any recommended employee training.  In addition, the Staff Proponent will ensure that funds are planned and available for appropriate TDY and training costs.  


d.  The deployed HR Advisor will assist in providing on site training when a particular need is identified.
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ENCLOSURE #7 – SPONSORSHIP FOR DEPLOYED CIVILIANS

1.  REFERENCES:


a.  AR 600-8-8, The Total Army Sponsorship Program, 3 April 2002.


b.  USAREUR PAM 600-8-8, How to be a Good Sponsor, 11 April 2001.

2.  PURPOSE:  To establish standards and implement a program to sponsor newly assigned civilian employees in the Balkans.

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans.

4.  POLICY: 


a.  Every new civilian employee will be assigned a sponsor of equivalent or higher grade.  When possible, sponsor will be the same gender, marital status, and career field as the newly assigned employee.


b.  The ASG Commander or his/her designee will send the new employee a welcome letter/email that briefly describes the unit’s mission, provides the name of the assigned sponsor, and telephone numbers to call the sponsor and work place for assistance.  The sponsor will send a welcoming email/letter and make telephonic contact, if applicable.


c.  Sponsors will be provided as much time off as needed to exercise their sponsorship duties.  Sponsors will not delegate their responsibilities to subordinates.  When the assigned sponsor is not available due to TDY or other important reason, a suitable interim substitute will be identified.  


d.  The ASG Commander or his/her designee should meet with new employees as soon as possible after their arrival.


e.  The sponsorship program will be an item of Command interest during weekly staff meetings.  

5.  Procedures: 


a.  The supervisor and the Staff Proponent will each assign every new employee a sponsor to ensure a smooth transition to the new duty station.


b.  The Staff Proponent and sponsor will ensure that employees receive the appropriate training prior to deploying in support of a contingency operation.  In accordance with AR 690-11, para 4-1(g), Emergency Essential Civilian (EEC) employees will be provided “appropriate protective equipment and associated training.”  It is a mandatory requirement that all civilian employees receive NBC equipment/training prior to being assigned to the deployed location.  


c.  The sponsors will remind the new employee to comply with the Civilian Tracking System (CIVTRACKS) reporting requirement, if not yet done so.  It is the responsibility of the employee to submit deployment data.  
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ENCLOSURE #8 – PHYSICAL FITNESS PROGRAM FOR DEPLOYED CIVILIANS

1.  REFERENCES:


a.  AR 600-63, Army Health Promotion, 28 April 1996.


b.  AR 690-11, Civilian Personnel Mobilization Planning and Management, 14 September 1990. 


c.  DA PAM 690-47, DA Civilian Employee Deployment Guide, November 1995.

2.  PURPOSE:  To establish guidelines for an exercise program for all employees that may help reduce physical injuries, stress and promote wellness.  

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans.

4.  POLICY:


a.  The physical fitness exercise program is a voluntary program.  All employees are encouraged to participate in an exercise program.


b.  Employees are encouraged to exercise for a minimum of 30 continuous minutes, four days per week during off-duty time.  


c.  ASG Commanders may institute a command-sponsored Civilian Fitness Program during duty time.  Employees are authorized to participate in this program only one-time during their career.   They may continue to participate in the program during off-duty time after the initial participation period is complete.

5.  PROCEDURES:  


a.  Employees can choose to walk, jog or run. The use of mechanical exercise equipment and/or free weights at MWR facilities is encouraged.  


b.  Employees should not exercise under extreme heat or during inclement weather conditions.


c.  Proof of physical capability will be predetermined by a physician to ensure that employees are physically fit to participate in the exercise program, as well as ensuring their physical safety is not at risk.


d.  The exercise program is a high priority for improving overall wellness.  Employees may wear casual fitness clothes during physical training in accordance with the camp policy.  
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ENCLOSURE #9 – UNIFORM POLICY FOR DEPLOYED CIVILIANS

1.  REFERENCES:  


a.  AR 670-1, Wear and Appearance of Army Uniforms and Insignia, 1 July 2002.


b.  AR 670-20, Furnishing Uniforms or Paying Uniform Allowance to Civilian Employees, 

1 July 1980.


c.  AR 700-84, Issue and Sale of Personal Clothing, 28 September 1994.

d.  DA PAM 690-47, DA Civilian Employee Deployment Guide, November 1995.


e.  Memorandum, AESF-T-CG/CSM, 01 February 03, Subject: CG/CSM Welcome Letter, 31 January 2003.

2.  PURPOSE:  To establish guidelines within the Balkans concerning uniform wear of civilian personnel.

3.  APPLICABILITY:  This enclosure applies to all USAREUR AF employees and employees of tenant organizations serviced by the Civilian Human Resource Management Agency (CHRMA) while deployed in the Balkans.  It also applies to Staff Proponents and supervisors located in the Balkans.

4.  POLICY:


a.  Authorized civilian employees attached to, or authorized to accompany forces of the United States, are authorized to wear uniforms when required in the performance of their duties, and when authorized by the MACOM commander.  Civilian employees are not required to comply with specific military grooming standards as they pertain to hair length, facial hair, jewelry or weight standards.  However, they must maintain a professional appearance when in uniform.


b.  Any mixing and matching of civilian and military articles of clothing is specifically forbidden.  Appropriate headgear must be donned whenever the uniform is worn outdoors, i.e. regular cap or black cap. 


c.  Staff Proponents and supervisors at all levels will ensure that their deployed civilian employees are educated concerning the appropriate wearing of the uniform.   

5.  PROCEDURES:  Uniforms, footwear, and insignia are issued to employees prior to deployment and are to be worn in accordance with Reference 1a.  The Senior Tactical Commander may authorize the wear of civilian clothes, if appropriate.

Back to Top
� EMBED Package  ���





� EMBED Package  ���









[image: image7.wmf]ul2259_deploymentIncentives.pdf

[image: image8.png]


_1110653505.doc
EMPLOYEE SSN




 

 

 

EMPLOYEE NAME (LAST, FIRST, MI)


 



PAY PERIOD


ENDING 










HOURS OF WORK





 



1

2

3

4

5

6

7



1

2

3

4

5

6

7





////

AWS

WK 1

SUN

MON

TUE

WED

THU

FRI

SAT

WK 2

SUN

MON

TUE

WED

THU

FRI

SAT





TOUR







































TYP/SFT





































GRADED ND





 

 

 

 

 

 



 

 

 

 

 

 







WK#

DAY#

TYPE 


HOUR

HOURS

JOB ORDER NUMBER

E/H


OTH

LST HR

TMP


SFT

     NIGHT


        DIFF

INJURY


    NUM

START TIME

INIT











 











































































































































































































































































































 



 



 



 



 



 



 



  



 



 







                       EMPLOYEE SIGNATURE                                        DATE                                                              SUPERVISOR SIGNATURE                                            DATE










CERTIFICATION:  ATTENDANCES AND ABSENCES CERTIFIED CORRECT.  OVERTIME APPROVED IAW EXISTING LAWS AND REGULATIONS



FOR NON-EXEMPT FLSA.  I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOD.



CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED.

CODES:					    	                 KA –  LWOP	                                RG – Regular, Graded



CE – Comp Time Earned					LA – Annual Leave                                     RS – Regular, 2nd Sft (Ungraded)



CT – Comp Time Taken				                 LH –  Holiday                                              RT – Regular, 3rd Sft (Ungraded)



CD- Credit Hours Earned  CN-Credit Hours Taken                                           LM – Military Leave                                    RF – Regular, 1st Sft (Ungraded)



DA – Birth of Son/Daughter (FMLA)			                 LN – Administrative Leave                          SF – Sun Work, 1st Sft (Ungraded)



DB – Adoption or Foster Care (FMLA)        			                 LS –  Sick Leave 		                SS – Sun Work, 1st Sft (Ungraded)



DC – Care of Immed. FM w/a Serious Health Condition (FMLA)	                 LV-   Excused Lateness           	                ST – Sun Work, 1st Sft (Ungraded)



DD – Serious Health Condition of Employee (FMLA)		                 LY -  Time Off Award		



DE – Use of Sick Leave Family Care Purposes                                             LK-   Home Leave       		CC-Comp Time CallBack



DF –Adoption or Foster Care (Use of Sick)			                 LU-  Day Of Injury			CA- Religious Comp Time Taken



HG – Holiday Work (Graded)			                                   LT-  Days Off due to Injury                           CR- Religious Comp Time Earned



HF – Holiday Work, First Shift (Ungraded)				OC - Overtime CallBack		HC- Holiday Call Back	 



HS – Holiday Work, Second Shift (Ungraded)	                                   OS – Overtime Scheduled 		OX- Overtime Exception (Intermittents)



HT – Holiday Work, Third Shift (Ungraded)				OU- Overtime Unscheduled		KC- AWOL
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DEPARTMENT OF THE ARMY 
HEADQUARTERS, UNITED STATES ARMY, EUROPE, AND SEVENTH ARMY 


UNIT 29351 
APO AE 09014 


This memorandum is available at https://www.aeaim.hqusareur.army.mil/library/home.htm. 


AEAGA-CE 3 January 2002 
 
 
MEMORANDUM FOR SEE DISTRIBUTION 
 
SUBJECT: Deployment Incentives for Civilian Employees 
 


This memorandum expires in 1 year. 
 
1.  Reference Code of Federal Regulations, title 5, chapter 1, part 575, subpart B. 
 
2.  The success of our many ongoing contingency operations (CONOPS) greatly depends on the 
support of U.S. civilian employees deployed downrange. To ensure that enough qualified civili-
ans are available for CONOPS assignments, and to encourage civilians to accept these assign-
ments, USAREUR offers the following incentives to civilian employees who agree to deploy for 
at least 6 months: 
 
 a.  Relocation Bonus. Supervisors may request a relocation bonus for employees who accept 
an assignment downrange. The bonus may range from 10 to 25 percent of the employee’s basic 
pay, depending on how long the employee remains deployed. The enclosure provides guidance 
on how to request a relocation bonus. 
 
 b.  Tour Extension. General officers, members of the senior executive service, commanders 
of USAREUR and tenant commands (USAREUR Reg 10-5, app A), and HQ USAREUR/7A 
staff principals may offer to extend the civilian employee’s overseas tour beyond 5 years. The 
length of the extension may be twice the amount of time the employee is deployed, but no longer 
than 2 years. For example, an employee who agrees to deploy for 6 months may be granted a 12-
month extension. These employees will not be added to the USAREUR database of civilian per-
sonnel who have been overseas for more than 5 years. 
 
3.  Employees may receive a relocation bonus or a tour extension, but not both for the same 
deployment. These incentives are not authorized for employees who remain in the central region, 
even if assigned to a CONOPS position. Civilians currently assigned downrange must return to 
the central region and redeploy to be eligible for a deployment incentive. 
 
4.  The POC is Mr. Goshorn, DSN 375-2544 or e-mail: goshorng@chrma.hqusareur.army.mil. 
 
FOR THE COMMANDER: 
 
 
 
 
Encl ANTHONY R. JONES 
 Major General, GS 
 Chief of Staff 
 
DISTRIBUTION: 
D (UPUBS) 







 


Encl 


RELOCATION BONUS 
 
1.  Supervisors may recommend relocation bonuses for civilian employees who accept assign-
ments downrange to support USAREUR contingency operations (CONOPS). For the employee 
to qualify for the bonus, the assignment must be for at least 6 months. 
 
2.  To recommend a relocation bonus for an employee, the supervisor will send a request to the 
Commander, USAREUR/7A, ATTN: AEAGA-COMD-PSB, Unit 29351, APO AE 09014. The 
Chief, CONOPS Management Division, Office of the Deputy Chief of Staff, Personnel and 
Installation Management, HQ USAREUR/7A, is the approval authority for these requests. 
Supervisors will include the following statement with the request, ensuring that all information 
indicated by a blank is completed: 
 
I certify that I am unable to attract a well-qualified candidate to fill the position of __________________, 
a CONOPS position in __________________ without paying a relocation bonus. This position is autho-
rized on the current TDA or DMD, and funds are available to pay the bonus. Recruitment efforts to fill 
this position resulted in no well-qualified candidates willing to take the downrange assignment. Without a 
relocation bonus, the position will remain vacant. Attracting and keeping employees downrange is critical 
to the mission. I also certify that the vacancy affects my mission requirements in the following manner: 
_____________________________________________________________________________________ 
____________________________________________________________________________________. 
 
3.  The relocation bonus may range from 10 to 25 percent of the employee’s basic pay, based on 
the length of the deployment, as shown in the chart below. 
 
 


Bonus 
(Percent of Basic Pay) 


Length of 
Deployment 


10 percent 6 months 
11 to 20 percent 12 months 
21 to 25 percent 18 months 


 
 
4.  The relocation bonus will be paid in a lump sum according to the Code of Federal Regula-
tions. If a relocation bonus is offered, the employee, the employee’s supervisor, and the approval 
authority must sign a bonus service agreement (tab) acknowledging the conditions of the bonus. 
If the employee fails to complete the period of employment stated in the agreement, he or she 
will be indebted to the U.S. Government and must pay back the bonus on a prorated basis. 
 
5.  The employee’s supervisor will give the employee the signed agreement and keep a copy. The 
requesting organization and the CONOPS Management Division will maintain sufficient docu-
mentation to ensure that the request-and-approval process for the bonus can be reviewed later. 
 
Tab 
 







 


Tab 


BONUS SERVICE AGREEMENT 
 
In consideration of the relocation bonus in the amount of $________, I, ____________________ 


____________________, agree to remain in the service of the Department of the Army for at 


least _____ months unless transferred at the convenience of the U.S. Government. I understand 


that if I fail to complete the period of employment established under this service agreement for 


any reason other than involuntary separation, I will be indebted to the U.S. Government and must 


pay back the bonus on a prorated basis. 


 
The amount of indebtedness will be repaid in accordance with 5 USC 5514 and 5 CFR 575.207. 


The prorated basis provides credit for each full month of employment completed under this 


service agreement. The amount to be repaid will be calculated by dividing the number of months 


remaining in the service agreement by the number of months in the service agreement, and 


multiplying the result by the amount of the bonus. 


 
 
 


__________________________________________ __________________ 
 Employee’s Signature Date 
 
 
 


__________________________________________ __________________ 
 Supervisor’s Signature Date 
 
 
 


__________________________________________ __________________ 
 Approval Authority’s Signature Date 
 
 
Coordination: 
 


__________________________________________ __________________ 
 Deputy Chief of Staff, Date 
 Resource Management, USAREUR 
 
 


This format may be reproduced as needed. 
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1. Name (Last, first, middle)


3. Organization


Time


Request for Leave or Approved Absence


Office of Personnel Management
5 CFR 630


OPM Form 71
June  2001


Formerly  Standard Form  (SF) 71


Privacy Act Statement 
Section 6311 of title 5, United States Code, authorizes collection of this information. The primary use of this information is by
management and your payroll office to approve and record your use of leave. Additional disclosures of the information may be: To the
Department of Labor when processing a claim for compensation regarding a job connected injury or illness; to a State unemployment
compensation office regarding a claim; to Federal Life Insurance or Health Benefits carriers regarding a claim; to a Federal, State, or
local law enforcement agency when your agency becomes aware of a violation or possible violation of civil or criminal law; to a Federal
agency when conducting an investigation for employment or security reasons; to the Office of Personnel Management or the General
Accounting Office when the information is required for evaluation of leave administration; or the General Services Administration in
connection with its responsibilities for records management. 


Public Law 104-134 (April 26, 1996) requires that any person doing business with the Federal Government furnish a social security
number or tax identification number. This is an amendment to title 31, Section 7701. Furnishing the social security number, as well as
other data, is voluntary, but failure to do so may delay or prevent action on the application. If your agency uses the information furnished
on this form for purposes other than those indicated above, it may provide you with an additional statement reflecting those purposes. 


8b. Reason for disapproval


8d. Date signed


2. Employee or Social Security Number


4.    Type of Leave/Absence 5. Family and Medical Leave


If annual leave, sick leave, or leave without
pay will be used under the Family and
Medical Leave Act of 1993 (FMLA), please
provide the following information:


I hereby invoke my entitlement
to family and medical leave for:


Birth/Adoption/Foster care


Serious health condition of
spouse, son, daughter, or parent


Contact your supervisor and/or your
personnel office to obtain additional
information about your entitlements and
responsibilities under the FMLA. Medical
certification of a serious health condition
may be required by your agency.


Serious health condition of self


Total HoursDate


Other


Approved Disapproved (If disapproved, give reason. If annual leave,
initiate action to reschedule.)


8c. Signature


8a. Official action on request


Accrued annual leave


Restored annual leave


Advance annual leave


Accrued sick leave
Advance sick leave


ToFrom From


Purpose: Illness/injury/incapacitation of requesting employee


Medical/dental/optical examination of requesting employee


Care of family member, including medical/dental/optical examination of family  member, or
bereavement


Care of family member with a serious health condition


To


Compensatory time off


Other paid absence
(specify in remarks)


Leave without pay
6. Remarks


7a. Employee signature


7. Certification: I certify that the leave/absence requested above is for the purpose(s) indicated. I understand that I must comply with my 
 employing agency's procedures for requesting leave/approved absence (and provide additional documentation, including medical
 certification, if required) and that falsification of information on this form may be grounds for disciplinary action, including removal.


7b. Date signed


Check appropriate box(es) and
enter date and time below)


Local Reproduction Authorized





		Name: 

		Accured Annual: Off

		Organization: 

		Restored annual: Off

		Advanced Annual: Off

		Restored - Date From: 

		Restored Date - To: 

		Restored - Time From: 

		Restored - Date To: 

		Restored annual total hours: 

		Accrued Sick: Off

		Accrued Sick Date From: 

		Accrued Sick Date - To: 

		Accrued Sick Time From: 

		Accrued Sick- Date To: 

		Accured sick total hours: 

		Advanced- Date From: 

		Advanced Sick- Date From: 

		Advanced sick: Off

		Advanced Date - To: 

		Advanced Sick Date - To: 

		Advanced- Time From: 

		Advanced Sick - Time From: 

		Advanced - Date To: 

		Advanced Sick - Date To: 

		Advanced annual total hours: 

		Advanced sick total hours: 

		Illnes/injury: Off

		Appointment: Off

		Family member: Off

		Care family member: Off

		Other: Off

		Other detail: 

		Compensatory: Off

		Accrued - Date From: 

		Accrued Date - To: 

		Accrued - Time From: 

		Accrued - Date To: 

		Accured annual total hours: 

		Other leave: Off

		Comp - Date From: 

		Comp Date - To: 

		Comp - Time From: 

		Comp - Date To: 

		Comp total hours: 

		LWOP: Off

		Other - Date From: 

		LWOP - Date From: 

		Other Date - To: 

		LWOP Date - To: 

		Other - Time From: 

		LWOP - Time From: 

		Other - Date To: 

		LWOP - Date To: 

		Other total hours: 

		LWOP total hours: 

		FMLA: Off

		Remarks: 

		Date signed: 

		Print Form: 

		Clear Form: 

		Save Form: 

		Birth: Off

		Serious health-family: Off

		Serious health - self: Off

		Employee or SSN: 
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PAY PERIOD ENDING DATEREQUEST, AUTHORIZATION, AND REPORT OF OVERTIME
  For use of this form, see AR 37-105; the proponent agency is USAFAC.  


Authority is hereby requested for the performance of the overtime described below which is beyond the regularly established
8-hour day or 40-hour week.


SOCIAL SECURITY
NUMBER EMPLOYEE NAME GRADE/


STEP


DATE
WORK
IS TO


BE PER-
FORMED


CLOCK
HOURS


OF
DUTY


NUMBER
OF


HOURS
RE-


QUESTED


METHOD OF
COMPENSATION


O
ve


rt
im


e


Unit or Separate Activity)


INSTRUCTIONS


A separate request for overtime shall be prepared in an original and two copies for each pay period in which overtime is to be worked.
One copy will be retained until the approved/disapproved copy is returned.
Enter the name of employees, social security number, grade and step, date work is to be performed, the clock hours of duty, number
of overtime hours to be worked by each employee.
The requesting official shall sign the request and submit to the appropriate authorizing official.  If the authorizing official concurs
he/she shall sign the form and return a copy to the requesting office.  The original will be forwarded to the Civilian Payroll Office.


1.


2.


3.


H
ol


id
ay


*
C


om
pe


n-
sa


to
ry


T
im


e


TOTAL
HOURS


*NOTE: (Employees occupying wage grade positions may not be granted compensatory time,
except for employees working alternate work schedules.) (Compensatory time cannot
be granted for holiday work.)


DA FORM 5172-R, MAY 84 EDITION OF APR 83 IS OBSOLETE. USAPPC V2.00


DATE PREPARED


THRU  (If applicable)   TO  (Approving Officer)  FROM  (Office or Division, Branch, Section,   







NATURE OF DUTIES AND JUSTIFICATION FOR OVERTIME  (Enter a short description of the work to be performed and the reason why 
it must be performed by overtime)  


REVERSE OF DA FORM 5172-R, MAY 84 USAPPC V2.00


REQUESTED BY  (Signature)  


AUTHORIZED BY  (Signature)   


TYPED NAME AND TITLE DATE


TYPED NAME AND TITLE DATE


REMARKS






