USAREUR Procedural Guidance for

Delegated Personnel Authorities

On 29 March 2004, several memos were signed effecting USAREUR Policies that delegated personnel authorities to Commanders and Directors.  To assist with the newly delegated authorities, the Civilian Human Resources Agency (CHRA) will be conducting training at each of the seven CPAC locations.  Information regarding the dates and times of training will be publicized in the future, please continue to check this website for the dates, time, and location of the training.

In addition to the training, the guidance below is provided to assist you in managing this portion of your civilian personnel program.

When to Use the Incentives

Recruitment and Relocation Bonuses, Superior Qualifications Appointments (SQA), Repayment of Student Loans, and Payment of Expenses to Obtain Professional Credentials

• Position is hard to fill

• Employee has unusually high, superior or unique qualifications; or

• Organization has a justifiable (special) need for the individual’s skills, e.g., the typical employee in this occupational series would not possess the required skills 

Retention Allowances and Payment of Expenses to Obtain Professional Credentials

• Employee has unusually high or unique qualifications; or

• To fill a special need of the agency, and the employee would likely leave the Federal service without the allowance
Who is Eligible?

• Recruitment Bonuses - employees new to Federal government, or appointed following a break of 90 days or more to a GS, FWS, SL/ST, or SES* position

• Relocation Bonuses & Retention Allowances - current employees serving in a GS, FWS, SL/ST, or SES* position

• Superior Qualifications Appointments - employees new to the Federal government or appointed following a break of 90 days or more to a GS* position

• Repayment of Student Loans and Payment of Expenses to Obtain Professional Credentials - new and current employees on temporary appointments leading to conversion to term or permanent appointment; term employees with at least 3 years remaining; permanent employees; or employees in excepted appointments with conversion to term, career, or career conditional appointments  

*General Schedule, Federal Wage System, Senior Level Scientific Professional, Senior Executive Service
Payment of Incentives
FUNDING IS THE RESPONSIBILITY OF THE ORGANIZATION

• Recruitment and Relocation Bonuses - lump-sum payment of up to 25 percent of the annual rate of basic pay
• Retention Allowances - up to 25 percent of the employee’s annual rate of basic pay; payment can be lump sum or prorated in the employee’s regular paycheck

• Superior Qualifications Appointments - employee paid at an advanced step of the GS grade based on qualifications or credentials; pay may be set at GS step 2 through 10

• Repayment of Student Loans - lump sum amount paid directly to financial institution for federally insured student loans based on OPM guidance
• Payment to Obtain Professional Credentials - lump reimbursement for accreditation, licenses, certification, and examinations
Payment of Student Loans
Criteria to be met:
• Loan is federally insured

• Loan was previously taken out by candidate to whom an offer of employment is being made

• Lending institution is an approved institution 

• Verification made of outstanding loan balance

Justification Required by Managers
Recruitment Bonus, Repayment of Student Loans, Payment to Obtain Professional Credentials, and Superior Qualifications Appointment.  

· Certification that:
• position is authorized on organization TDA

• funding is available

• amount is appropriate

• position requires professional credentials (when applicable)

Recruitment and Relocation Bonuses
· Certification of difficulties encountered in filling the position necessitating the allowance

Statement from management of previous difficulties encountered when filling same or similar position e.g., historical documentation that demonstrates results of recent recruiting efforts, recent turnover rate, and labor market or availability of candidates.  This may consist of a list of recruitment sources used, such as professional journals in addition to OPM and/or DEU, to reach select labor market; repeated announcements for extended periods of time that resulted in minimal number of applicants, etc.
Retention Bonus and Repayment of Student Loans. 
· Certification that the employee/group would likely:
· not accept the Federal appointment

· leave the Federal service in absence of the allowance 
Retention Bonus:

· Annual Review required to determine whether:

· a lesser amount (or no bonus at all) would be sufficient to retain the employee

· labor-market factors make it more likely to recruit a candidate with qualifications similar to those possessed by the employee(s)

· budgetary considerations make it difficult to continue payment at the level originally approved (or make it necessary to discontinue)

Additional Justification May be Required
Special Qualification Description - Applies to Recruitment and Relocation Bonuses, and Repayment of Student Loans.
Description of Unique Qualifications - Applies to Retention Allowances & Repayment of Student Loans.  Documentation of the employee’s qualifications and/or the organization’s special need for services provided by the employee, and a statement regarding how the employee's departure would affect the command/organization in performing a project or work essential to the mission.

Special Needs of Command/Organization - Applies to Special Qualification Appointments and Student Loan Repayments.  Organization must demonstrate that “the need of the agency for the employee’s services makes it essential” to employ the individual and describe the extent to which the individual would affect the agency’s ability to carry out an activity or perform a function that is deemed essential to the agency’s mission. 

Description of Impact of Departing Employee/Group - Applies to Retention Allowances and Repayment of Student Loans.  Consists of a description of “the extent to which the employee’s departure would affect the agency’s ability to carry out an activity or perform a function that is deemed essential to the agency’s mission.”

Statement of Feasibility - Applies to Superior Qualifications Appointment (SQA) and/or Recruitment Bonus.  Justification must address the practicality of using the Superior Qualifications Appointment authority alone or in combination with the Recruitment Bonus.  SQA - consideration given in authorizing a recruitment bonus as provided in 5 CFR Part 575.

Agreements/Statements May be Required
Bonus Service Agreement - Before a recruitment bonus may be paid, the employee must sign a written service agreement to complete a specified period of employment with the appointing agency.  The minimum period of time period of time is 12 months.

Repayment of Student Loans - The agreement must contain language similar to the following:  “A service agreement made under this part [5 CFR, Part 537] in no way constitutes a right, promise, or entitlement for continued employment or noncompetitive conversion to the competitive service.”  The minimum period of employment established under a service agreement is 3 years for Repayments of Student Loans, regardless of the amount of the loan repayment authorized
Statement of Understanding - a statement used by the employee acknowledging their understanding of the conditions and pay distribution for a retention allowance.  Paragraph 4 addresses the annual review and the option to discontinue the Retention allowance under certain provisions.

SAMPLE AGREEMENTS

__________________________BONUS SERVICE AGREEMENT
In consideration of the (recruitment/relocation) bonus in the amount of $________, I, _________________________, agree to remain in the service of the Department of the Army for a minimum period of ______ months unless transferred at the convenience of the Federal Government.  I understand that should I fail to complete the period of employment established under this service agreement for any other reason than involuntary separation, I shall be indebted to the Federal Government on a pro rata basis.

The amount of indebtedness shall be repaid in accordance with regulations contained in 5 U.S.C. 5514 and 5 C.F.R. 575.107/207.  The pro rata basis provides credit for each full month of employment completed under the service agreement.  The amount to be repaid will be calculated by dividing the number of months remaining in the service agreement by the total number of months in the service agreement and multiplying the result by the amount of the bonus.

___________________________________      __________________

Employee Signature                               Date

___________________________________      __________________

Supervisor Signature                              Date

___________________________________      __________________

Approving Official Signature                   Date
[image: image1.wmf]STATEMENT OF UNDERSTANDING

 

RETENTION ALLOWANCE

 

 

 

A retention allowance has been approved for you in the amount of _________ % _____ of 

your basic pay and will become effective ___________________.

 

 

The Code of Federal Regulation (CFR) provides regulations 

to implement 5 U.S.C. 5754, 

which authorizes payment of a retention allowance up to 25 percent of basic pay to a 

current employee if the unusually high or unique qualifications of the employee or a 

special need of the agency for the employee's services mak

es it essential to retain the 

employee, and the agency determines that the employee would be likely to leave the 

Federal Government in the absence of a retention allowance.

 

 

The retention allowance has been calculated as a percentage of your basic rate of 

pay 

and will be paid in the same manner and at the same time as basic pay.  It shall not be 

considered part of your basic rate of pay for any purpose.

 

 

The Department of the Army may continue payment of a retention allowance as long as the 

conditions givin

g rise to the original determination to pay the allowance still exist.  

However, at least annually, each determination to pay an allowance shall be reviewed by 

the agency to determine whether the payment is still warranted.

 

 

A retention allowance is not pa

y for purposes of a lump

-

sum payment for annual leave 

under 5 U.S.C. 5551 or 5552.

 

 

I, _______________________, understand these conditions of retention allowance payment 

and have received a copy of this document.

 

 

 

 

Employee Signature: ___________________

___________ Date: ______________
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RETENTION ALLOWANCE


A retention allowance has been approved for you in the amount of _________ % _____ of your basic pay and will become effective ___________________.


The Code of Federal Regulation (CFR) provides regulations to implement 5 U.S.C. 5754, which authorizes payment of a retention allowance up to 25 percent of basic pay to a current employee if the unusually high or unique qualifications of the employee or a special need of the agency for the employee's services makes it essential to retain the employee, and the agency determines that the employee would be likely to leave the Federal Government in the absence of a retention allowance.


The retention allowance has been calculated as a percentage of your basic rate of pay and will be paid in the same manner and at the same time as basic pay.  It shall not be considered part of your basic rate of pay for any purpose.


The Department of the Army may continue payment of a retention allowance as long as the conditions giving rise to the original determination to pay the allowance still exist.  However, at least annually, each determination to pay an allowance shall be reviewed by the agency to determine whether the payment is still warranted.


A retention allowance is not pay for purposes of a lump-sum payment for annual leave under 5 U.S.C. 5551 or 5552.


I, _______________________, understand these conditions of retention allowance payment and have received a copy of this document.


Employee Signature: ______________________________ Date: ______________



