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NOTE: This chapter should be read in conjunction with local activity instructions and with any negotiated agreements between your activity and an exclusively recognized labor organization. Contract language will take precedence over conflicting provisions in this manual. Areas of uncertainty should be discussed with the Human Resources Office. 
 PAY SETTING FLEXIBILITIES 
1.
PURPOSE 
On November 5, 1990, President Bush signed into law the Federal Employees Pay 
Comparability Act of 1990 (FEPCA).  This law made sweeping changes in the way pay is set 
for General Schedule (GS) employees.  On October 30, 2004, President George W. Bush 
signed into law the Federal Workforce Flexibility Act of 2004, resulting in more changes in 
pay administration.  Among those changes, the Act establishes significantly enhanced 
recruitment, relocation, and retention incentive Authorities, and  amends 5 USC, Chapter 
53 relating to special pay rates, locality rates, and retained rates. 
2.
THE NATION-WIDE ADJUSTMENTS
 raise pay for all GS employees across the country 
each January, based on the rate of increase in private sector salaries.  The increased figure 
comes from the Employment Cost Index (ECI)—a measure of labor costs determined by 
Bureau of Labor Statistics surveys.  The nation-wide adjustment is the ECI minus one-half 
of one percentage point.  See 
http://opm.gov/oca/index.asp
 for additional pay issues. 
3.
LOCALITY ADJUSTMENTS 
In theory, if federal salaries in a locality lag significantly behind non-federal salaries, GS 
employees in that area are eligible for a locality pay adjustment in addition to the nation-
wide raise, as follows: 
a.
Every GS employee (except those working overseas or in Hawaii, Alaska, Puerto Rico, 
the Virgin Islands or Guam) is in a pay area.  Every year the Bureau of Labor Statistics 
collects non-federal salary information in each pay area.  In each area where federal 
salaries lag behind non-salaries by more than 5 percent, federal employees receive pay 
increases called locality-based comparability payments. 
b.
The President has the authority to replace the comparability increases (both ECI-based 
nation-wide annual increase and the locality-based comparability payments) with an 
“alternative plan.” 
4.
RECRUITMENT INCENTIVES 
Under the Federal Workforce Flexibility Act of 2004, activities are authorized to pay cash 
incentives of up to 25 percent of basic pay (including either locality pay or a special rate 
supplement) as an incentive for candidates to accept federal jobs.  Recruitment incentives 
are for situations in which we would otherwise have difficulty filling a position with a high-
quality candidate.  A recruitment incentive is a one-time, lump-sum payment that does not 
affect an employee’s base pay in any way.  Each incentive determination has to be made on 
a case-by-case basis with the Activity Head’s approval.  An employee receiving a 
recruitment incentive must sign a service agreement of at least one year, and employees 
who leave early must pay back a prorated portion of the incentive.  Recruitment incentive 
documentation will be maintained by the HRO.  (See Appendix 8A for information on 
requesting approval of a recruitment incentive.) 
5.
RELOCATION INCENTIVES 
Employees can be paid incentives up to 25 percent of basic pay (including either locality 
pay or a special rate supplement) as an incentive to move to a new duty station within the 
agency.  A relocation incentive may be paid to any current employee who must relocate to 
accept a position in a different geographic area.  The relocation must be without a break in 
service and to a GS position.  The approving official (activity head) must certify in writing 
that, absent a relocation incentive, the organization would have difficulty filling the position 
with a highly qualified candidate.  The incentive is paid as a lump sum.  An employee 
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receiving a relocation incentive must sign a service agreement of at least one year.  
Relocation incentive documentation will be maintained by the HRO.  (See Appendix 8B for 
information on requesting approval of a relocation incentive.)   
6.
RETENTION INCENTIVES 
a.
An activity may pay a retention incentive of up to 25 percent of an employee’s basic pay 
(to include locality pay or special rate supplements) 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 activity 
determines that the employee would be likely to leave the federal service without the 
incentive.  A retention incentive cannot be paid to an employee during the time he or 
she is obligated under any service agreement.  
b.
Position Coverage 
Retention incentives may be paid to current federal employees holding a GS position or 
another type of position for which such payments have been approved by the OPM.  By 
regulation, OPM has approved coverage of certain positions, including prevailing rate 
(wage), senior level and scientific or professional (SL/ST), Senior Executive Service 
(SES), Law Enforcement Officer, and Executive Schedule positions (except activity 
heads).  OPM approves other categories upon written request from the head of the 
employing activity. 
c.
Activity Plan 
Before paying a retention incentive, an activity must establish a plan that designates 
the officials with authority to review and approve payment of incentives.  The plan must 
include criteria to be met or considered in authorizing incentives (including the amount 
of an incentive), procedures for paying incentives, categories of employees prohibited 
from receiving retention incentives, requirements governing service agreements, and 
documentation and record keeping requirements. 
d.
Approval Criteria 
Before paying a retention incentive, an activity must determine all of the following: 
1)
The unusually high or unique qualifications of the employee or a special need for 
the employee’s services makes it essential to retain the employee. 
2)
The employee would be likely to leave the federal service (for any purpose) in 
absence of the incentive. 
3)
The activity must document the basis for this determination in writing.  It must 
address the extent to which the employee’s departure would affect the activity’s 
ability to carry out an activity or perform a function that is essential to the activity’s 
mission.  It should also address the success of recent efforts to recruit candidates 
with similar qualifications and the availability of candidates in the labor market, as 
applicable.  See Appendix 8C for information on requesting approval of a retention 
incentive. 
e.
Payment 
A retention incentive must be calculated as a percentage of the employee’s rate of basic 
pay (including any locality payment), not to exceed 25 percent.  It is paid at the same 
time as the employee’s regular paycheck.  An activity may not begin paying a retention 
incentive during the service period established by the employee’s recruitment or 
relocation incentive service agreement.  However, a relocation incentive may be paid to 
an employee already receiving a retention incentive. 
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f.
Annual Review 
Activities must review each retention incentive authorization at least annually to 
determine whether payment is still warranted. 
g.
Reduction or Termination of a Retention Incentive 
An activity may continue payment of a retention incentive as long as the conditions 
giving rise to the original determination to pay the incentive still exist.  An activity may 
reduce or terminate an incentive if, for example, a lesser amount would be sufficient to 
retain the employee, the activity no longer needs the employee’s services, or for budget 
considerations. 
h.
Basic Pay 
A retention incentive is not considered part of an employee’s rate of basic pay for any 
purpose. 
i.
Aggregate Pay 
An activity may not authorize or continue a retention incentive if the incentive would 
cause the employee’s projected aggregate compensation in a calendar year to exceed the 
rate for level I of the Executive Schedule.  An activity must reduce or terminate a 
retention incentive before deferring any other type of payment under the deferral 
provision in the aggregate pay limitation.  See 5 CFR Part 530, Subpart B, for additional 
information. 
7.
APPOINTMENTS ABOVE THE MINIMUM RATE (SUPERIOR QUALIFICATION 
APPOINTMENTS) 
The Activity Head or designee has the authority to set a new employee’s pay above step one 
of the grade because of the candidate’s superior qualifications.  Use of this authority 
applies to positions at all grade levels.  Superior qualification appointments affect basic 
pay, which may have a higher incentive value to candidates than a recruitment incentive.  
However, the additional cost to the navy of higher basic pay should be considered.  
Superior qualifications must be documented on the RPA.  See Appendix 8D. 
8.  SUPERVISORY DIFFERENTIALS
a.
May be paid to a GS employee who supervises one or more civilian employees not 
covered by the GS whom but for the differential, would be paid more than the 
supervisor.  The activity head has the final authority to approve supervisory 
differentials.  The differential is paid as part of basic pay (for calculations of premium 
pay, etc.).  When considering the use of a supervisory differential, the pay of other 
supervisors in the organization must be considered along with the pay relationship 
between supervisor and subordinate.  This differential combined with the supervisor’s 
continuing pay may not exceed the subordinate’s continuing pay by more than three 3 
percent.   
b.
The activity head may reduce or eliminate a supervisory differential for discretionary 
reasons; however, differentials must be reduced or terminated when: 
•
The continuing pay of the supervisor exceeds that of the highest paid subordinate; 
•
The continuing pay of the supervisor plus supervisory differential exceeds that of 
the highest paid subordinate by more than three percent; or 
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•
The subordinate whose pay the supervisory differential is based on leaves or is 
reduced in pay. 
9.  WAGE FIXING UNDER THE FEDERAL WAGE SYSTEM 
The DOD Wage Fixing Authority (DODWFA) has responsibility for fixing rates of pay for 
DOD employees.  Rates are established by annual wage surveys conducted in defined 
geographic areas.  Wage schedules are published by the DODWFA following tabulation of 
survey results. 
10. SPECIAL SALARY RATES 
Special schedules are sometimes authorized by OPM, which may apply to jobs within 
industries that are not included in a regular survey.  These schedules address needs 
unique to specific occupations or localities.  Examples of special schedules include 
engineers, doctors, ship pilots, and information technology computer specialists.  Go to web 
site 
www.opm.gov
 for current approved special rate schedules. 
11. HIGHEST PREVIOUS RATE (HPR)
HPR is the highest rate of pay previously paid to a person while a civilian employee of the 
federal government.  The HPR must have been earned under an appointment not limited to 
one year or less.  When determining the use of the HPR, contact HRO for guidance.  HPR is 
considered at the time of selection based upon the qualifications of the selectee. 
12. GRADE AND PAY RETENTION
Grade and pay retention are designed to minimize the economical loss an employee may 
suffer as a result of a change to lower grade.  An employee placed in a lower graded 
position because of Reduction-in-Force (RIF) or because his or her position has been 
reclassified to a lower grade may be eligible for grade and/or pay retention.  Specific 
requirements must be met.  Pay setting under grade and/or pay retention regulations can 
be very complex.  When determining the use of grade and pay retention, contact HRO for 
guidance. 
13. STUDENT LOAN REPAYMENT 
Authority to pay up to $10,000 in Student loans per year, up to a lifetime total of $60,000.  
Student loan payments are paid directly to the leading institution, and are considered 
employee income. 
14. PHYSICIAN COMPARABILITY ALLOWANCE
Special Authority to pay allowances to physicians and dentists based upon their unique 
qualifications. 
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GRANTING WITHIN-GRADE INCREASE (WGI) 
1.
EMPLOYEE COVERAGE 
This section applies to permanent employees paid under the General Schedule and all 
employees paid under the Federal Wage System. 
2.
BASIC ELIGIBILITY 
An employee will be advanced to the next higher step following completion of the required 
waiting period, provided the employee’s performance is at least fully successful and the 
employee has not received an increase in salary greater than the amount of the step 
increase during the waiting period. 
3.
 WAITING PERIODS – GENERAL SCHEDULE 
•
52 weeks for advancement to steps 2, 3, or 4 
•
104 weeks for advancement to steps 5, 6, or 7 
•
156 weeks for advancement to steps 8, 9, or 10 
4.
WAITING PERIOD – FEDERAL WAGE EMPLOYEES 
•
26 weeks for advancement to step 2 
•
78 weeks for advancement to step 3 
•
104 weeks for advancement to steps 4 and 5 
5.
EFFECTIVE DATES OF WGI 
A WGI is effective at the beginning of the first pay period following completion of the 
required waiting period.  When the effective date of the increase and the effective date of a 
personnel action occur at the same time, the actions are processed to give the employee 
maximum benefit.  When a WGI is delayed because of an administrative error, the increase 
is made retroactive to the date it was properly due.  Too many hours in a non-pay status 
may lengthen the waiting period. 
6.
EXCEPTION TO EFFECTIVE DATES 
When an employee has not been advised of his/her performance standards at least 30 days 
before the end of the waiting period, the increase must be postponed for no more than 90 
days.  A WGI granted after such a postponement shall be retroactive to the original due 
date.  Also, an employee who was demoted because of unacceptable performance to a 
position in which he or she is or will become eligible for consideration for a WGI within 60 
days shall have his or her WGI postponed for no more than 90 days.  A WGI granted after 
such a postponement is made retroactive to the original due date. 
7.
PROCEDURES 
The most recent official performance rating must support the decision to grant or deny a 
WGI.  An employee with an “Acceptable” rating whose performance remains at this level will 
be given an increase.  When an employee’s performance falls below acceptable, the 
employee needs to be placed on a Performance Improvement Plan (PIP). Contact your HRO 
for assistance.  Once the employee’s performance has fallen to the “Unacceptable” level, the 
supervisor must contact HRO for guidance.  No action is necessary if the WGI is to be 
granted. 
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8.
EFFECT OF QUALITY STEP INCREASES (QSIS) 
A GS employee may have their WGI schedule changed by the award of a QSI.  QSIs are not 
considered equivalent increases and therefore do not require a new waiting period.  
However, they can alter the waiting period between step increases if the QSI places the 
employee in a step that requires a longer waiting period than the step formerly held (such 
as steps 4 and 7). 
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 APPENDIX 8A 
REQUEST FOR RECRUITMENT INCENTIVE 
NOTE:
  Contact HRO for assistance in preparation of this request. 
Subj:  RECRUITMENT INCENTIVE FOR (NAME OF INDIVIDUAL AND SSN) 
1.
Background
.  State type of problems recruiting and filling the position. 
2.
Recent Recruitment Efforts
.  Provide a history of recruitment efforts. 
3.
Recent Attrition Trends
.  HRSC-NW can provide this information. 
4.
Special Qualification Requirements of This Position
.  What makes this person qualified to 
receive a recruitment incentive. 
5.
Employment Trends and Labor Market Factors
. 
6.
Non-Federal Salaries Paid for Similar Positions
. 
7.
Agency Efforts to Use Non-Pay Authorities
. 
8.
Desirability of the Duties, Work or Environment, or Location of the Position
. 
9.
Conclusion
.  Summary of why a recruitment incentive is appropriate. 
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APPENDIX 8B 
REQUEST FOR APPROVAL OF RELOCATION INCENTIVE 
NOTE
:  Contact HRO for assistance in preparation of this request. 
Subj:  REQUEST FOR APPROVAL OF RELOCATION INCENTIVE FOR (NAME OF INDIVIDUAL 
AND SSN) 
Ref:  (a) 5 CFR 575 
1.
Background
.  State type of problems recruiting and filling the position. 
2.
Recent Recruitment Efforts
.  Provide a history of recruitment efforts. 
3.
Recent Attrition Trends
.  HRSC-NW can provide this information. 
4.
Special Qualification Requirements of this Position
.  What makes this person qualified to 
receive a relocation incentive. 
5.
Employment Trends and Labor Market Factors
. 
6.
Non-Federal Salaries Paid for Similar Positions
. 
7.
Agency Efforts to Use Non-Pay Authorities
. 
8.
Desirability of the Duties, Work or Environment, or Location of the Position
. 
9.
Justification
.  Narrative justification for approving a relocation incentive. 
10.
Conclusion
.  Summary of why a relocation incentive is appropriate.   
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APPENDIX 8C 
REQUEST FOR APPROVAL OF RETENTION INCENTIVE 
NOTE:
  Contact HRO for assistance in preparation of this request. 
Subj:  REQUEST FOR APPROVAL OF RETENTION INCENTIVE FOR (NAME OF INDIVIDUAL 
AND SSN) 
1.
Background
.  State type of problems recruiting and filling the position. 
2.
Impact of Loss of the Employee
.  State the negative impact to your mission. 
3.
Recent Recruitment Efforts
.  Provide a history of recruitment efforts. 
4.
Recent Attrition Trends
.  HRSC-NW can provide this information. 
5.
Special Qualification Requirements of This Position
.  What makes this person qualified to 
receive a retention incentive.   
6.
Employment Trends and Labor Market Factors
. 
7.
Non-Federal Salaries Paid for Similar Positions
. 
8.
Agency Efforts to Use Non-Pay Authorities
. 
9.
Desirability of the Duties, Work or Environment, or Location of the Position
. 
10.
Conclusion
.  Summary of why a retention incentive is appropriate. 
HUMAN RESOURCES MANUAL 
8-10 
APPENDIX 8D
REQUEST FOR SUPERIOR QUALIFICATIONS APPOINTMENT
1. EMPLOYEE INFORMATION 
NAME
:______________________________________________   
SSN
:_______________ 
Previous Federal Civil Service Employment:  
YES_______ 
90-day break since last Federal Employment:  
YES
_______ 
2. POSITION INFORMATION 
POSITION/SERIES/GRADE
:
______________________________________________ 
LOCATION
:____________________________________________   
PD#
_____________ 
TYPE OF EMPLOYMENT:
PERM_________    TEMP________ 
WORK SCHEDULE:
FULL TIME________  PART TIME________ 
3. JUSTIFICATION INFORMATION 
A. RECOMMENDED SALARY 
GRADE/STEP_________________________________________________________ 
PER ANNUM SALARY
______________   
PER HOUR SALARY
_____________ 
B.
You must justify this request by responding to the following: 
Does the selectee have unusually high qualifications for the particular 
position 
AND
 will the selectee be forfeiting income that would justify a 
salary above the base pay for the grade?  (
NOTE
:  forfeiting income 
means income presently being /to be received and 
NOT PROJECTED
 to 
be received.) 
IF YES, EXPLAIN:______________________________________________________ 
HUMAN RESOURCES MANUAL 
8-11 
Does the selectee have a unique combination of education and 
experience that meets a SPECIAL NEED of the above-identified 
organization? 
IF YES, EXPLAIN:______________________________________________________ 
IF YOU WERE TO SET THE SELECTEE’S SALARY ABOVE THE FIRST 
STEP, would there remain an EQUALITY BETWEEN THE PAY OF THE 
NEW APPOINTEE AND CURRENT EMPLOYEES who possess and use 
comparable qualifications to accomplish mission needs? 
IF YES, EXPLAIN:______________________________________________________ 
4.
For Reviews and Approvals, see Chapter 3 Appendix 3B Delegation of 
Classification Authority. 
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MEMORANDUM FOR DISTRIBUTION
 
From:  Commander, Puget Sound Naval Shipyard and Intermediate 
       Maintenance Facility
 
Subj:  PSNS&IMF POLICY FOR PAYMENT OF RECRUITMENT, RELOCATION,
       AND RETENTION INCENTIVES; CREDIT FOR NON-FEDERAL AND
       UNIFORMED SERVICE FOR DETERMINING ANNUAL LEAVE ACCRUAL
       RATE; AND SUPERIOR QUALIFICATIONS APPOINTMENTS
 
Ref:   (a) OUSD Memorandum, 21 Sep 2006, Implementation of           Recruitment, Relocation, and Retention Incentives
       (b) 72 Federal Register 67831  - 67841 of 03 Dec 2007, 
           Recruitment, Relocation, and Retention Incentives,
           Final Rule 
       (c) DON guidance for Credit for Non-Federal and Uniformed
           Service for Determining Annual Leave Accrual Rate 
       (d) 5 CFR 531.212; Superior Qualifications and 
                  Special Needs Pay-Setting Authority (General           Schedule)       (e) 5 CFR 532.403; New Appointments (Federal Wage System)      
 
Encl:  (1) Operating Policy and Guidance Recruitment, Retention, and Relocation Incentives; Credit for Non-Federal and Uniformed Service for Determining Annual Leave Accrual Rate; Superior Qualification Appointments with Attachments
 
1.         Reference (a) is the agency plan which authorizes payment of recruitment incentives, relocation incentives, and retention incentives and which provides detailed guidance for approving payment to prospective or current employees.  Reference (b) added additional requirements effective 02 January 2008.
 
2.  Reference (c) is the Department of the Navy policy on credit for non-Federal and uniformed service for determining annual leave accrual rate.  Reference (d) and (e) are the Code of Federal Regulations for superior qualifications and special needs pay setting authority (for General Schedule employees) and 
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Subj: PSNS&IMF POLICY FOR PAYMENT OF RECRUITMENT, RELOCATION, 
      AND RETENTION INCENTIVES; CREDIT FOR NON-FEDERAL AND 
      UNIFORMED SERVICE FOR DETERMINING ANNUAL LEAVE ACCRUAL 
      RATE; AND SUPERIOR QUALIFICATIONS APPOINTMENT 
 
special qualifications authority (for Federal Wage System employees), sometimes referred to as advanced in hiring rate.
 
3. These incentives should be used only when it appears the quality of available candidates will be dramatically improved, or the loss of a particular employee would cause a significant negative impact on mission accomplishment. Where one of these conditions is clearly met, the guidance contained in enclosure (1) must be followed. This policy and enclosure (1) will be attached as a supplement to the Human Resources Manual found on the Human Resources Office (HRO) intranet website.
 
4. Questions on these incentives should be directed to your department's servicing Human Resources Advisor. Additional information may be obtained from the Office of Personnel Management (OPM) at www.opm.gov.
 
 
D. J. PETERS 
 
 
 
 
 
 
Distribution: 
100PI 200 900 
101 300 1100 
105 300N 1200 
106 500 1200N 
107 600 1230 
120 700 2300 
130 800 
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Enclosure (1) 
Recruitment, Retention, and Relocation Incentives; 
Credit for Non-Federal and Uniformed Service for Determining Annual Leave Accrual Rate; Superior Qualification Appointments
 
Operating Policy and Guidance
 
I. Purpose
 
This Operating Policy and Guidance is established to implement policies for the use of recruitment incentives, relocation incentives, retention incentives, credit for non-Federal and uniformed service for determining annual leave accrual rate, superior qualifications appointments, and special qualifications appointments (sometimes referred to as advanced in hiring rate). It is Puget Sound Naval Shipyard and Intermediate Maintenance Facility (PSNS&IMF) policy to recruit and retain the best qualified employees available, consistent with sound fiscal management, mission and operational requirements, sound management practices, and other relevant considerations. PSNS&IMF management policy will be to ensure that the use of these recruitment and retention flexibilities conform to this Operating Policy and Guidance.
 
II. Background
 
Recruitment, relocation, and retention incentives, are authorized for use in the Department of Defense by reference (a), Office of the Under Secretary of Defense Memorandum, 21 Sep 2006. Reference (b), Federal Register of 03 December 2007, enacted several changes to the Code of Federal Regulations regarding these incentives, and those changes are reflected in this Operating Policy and Guidance. The purpose of these programs is to assist Federal agencies to recruit and retain well-qualified employees necessary for the accomplishment of agency missions. Recruitment, relocation, and retention incentives are available to employees assigned to General Schedule positions, Senior Executive Service (SES) positions, Executive Schedule positions, Law Enforcement Officer positions, Senior Level or scientific or professional positions, and Federal Wage System positions. 
 
USC 6303 as amended by section 202 of the Workforce Flexibility Act of 2004 and Secretary of Defense Memorandum dated 4 May 2006 provides guidance and procedures for crediting non-Federal and uniformed service when determining annual leave accrual rate. Reference (c) provides guidance for PSNS&IMF Managers, which is an allowance and not an entitlement, and may be used to attract 
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Enclosure (1) 
highly qualified candidates into hard-to-fill or mission-critical positions.
 
An agency may use the superior qualifications and special pay-setting authority or special qualifications to set payable rate of basic pay for an employee above the minimum rate of the highest applicable rate range for the employee's position of record. This authority may be used for a first appointment (regardless of tenure) as a civilian employee of the Federal Government or a reappointment that is considered a new appointment under conditions described in 5 USC 5333 Section 531.212 (a)(2) and(3).
 
III. Information
 
Part IV of this Operating Policy and Guidance summarizes the regulatory requirements of the five programs covered herein, including supplementary guidance from the DoD. Part V establishes the responsibilities and procedures for local implementation.
 
IV. Program Coverage and Requirements
 
A. RECRUITMENT INCENTIVES
 
   1. Coverage. A recruitment incentive may be paid to an employee who is "newly appointed" to a position that is likely to be difficult to fill. For the purpose of paying a recruitment incentive, newly appointed refers to the first appointment, regardless of tenure, as an employee of the Federal Government; an appointment of a former employee of the Federal Government following a break in Federal Government service of at least 90 days; or an appointment of an individual in the Federal Government when his or her service in the Federal Government during the 90-day period immediately preceding the appointment was limited to one or more of the following: (a) A time-limited or non-permanent appointment in the competitive or excepted service; (b) a non-permanent appointment (excluding a Schedule C appointment under 5 CFR part 213) in the competitive or excepted service; (c) employment with the government of the District of Columbia (DC) when the candidate was first appointed by the DC government on or after October 1, 1987; (d) an appointment as an expert or consultant under 5 U.S.C. 3109 and 5 CFR part 304, (e) employment under a provisional appointment designated under 5 CFR 316.403; or (f) employment under the Student Career Experience Program (SCEP) under 5 CFR 213.3202(b). 
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   2. Program Requirements. Payment of a recruitment incentive is subject to all of the following conditions and requirements:
 
       a. The determination to pay a recruitment incentive must be made before the prospective employee enters on duty. The recruitment incentive may be approved for up to 25 percent of an employee's annual rate of basic pay at the beginning of the service period (to include base pay plus locality pay or a special rate supplement). Note that employees assigned to positions overseas (e.g., Japan) do not receive locality pay. The approved percentage, not to exceed 25 percent, will be multiplied by the number of years (including fractions of a year) in the service period, not to exceed four years. OPM may waive the 25 percent limitation on recruitment incentives based on a critical agency need and set the limitation at up to 50 percent of an employee's annual rate of pay at the beginning of a service period multiplied by the number of years (including fractions of a year) in the service period, not to exceed two years. In no event may the employee's total recruitment incentive exceed 100 percent of the employee's annual rate of pay at the beginning of the service period.
 
       b. Group recruitment incentives may be approved for groups of similar positions identified as difficult to fill.  For group incentives criteria is established in advance for offering recruitment incentives to all newly appointed employees in the targeted group, and authorizes an official who is not lower than a candidate's supervisor to offer a recruitment incentive (in any amount within a pre-established range) to a candidate without further review or approval. Group incentives may not be paid to employees in senior-level (SL) positions, scientific or professional (ST) positions, employees appointed as Senior Executive Service (SES) career employees, employees in Executive Schedule positions, or employees in similar categories for which payment of recruitment incentives has been approved by the Office of Personnel Management (OPM). 
 
       c. Factors that must be considered when deciding whether or not to offer a recruitment incentive (i.e., whether or not the position is difficult to fill), and when deciding what rate of percentage to offer, are: (1) Availability and quality of candidates, including the success of recent recruitment efforts; (2) recent turnover in similar positions; (3) salaries paid for similar positions outside the Federal Government; employment trends and labor-market factors; (4) special or unique competencies required for the position; (5) organization efforts to use nonpay authorities (e.g., worksite alternatives, work 
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scheduling flexibilities); (6) the desirability of the duties, work or organizational environment, or geographic location of the position; and (7) other supporting factors. Positions may  be considered to meet the criteria of being difficult to fill if OPM has approved the use of a direct-hire authority for the position (or group of positions).
 
       d. Each determination to pay a recruitment incentive must be documented.  The written justification should include:     (1) The determination that the position is likely to be difficult to fill in the absence of the incentive; (2) the supporting factors used to authorize the incentive; (3) the reasons for determining the amount and timing of the payments; and (4) the reasons for determining the length of the service period.
 
       e. Before a recruitment incentive payment can be made, the employee must sign a written agreement to complete a service period of not less than six months nor more than four years of employment with PSNS&IMF. The service period must begin on the first day of an employee's service with the organization and end on the last day of a pay period, with two exceptions:         (1) If the employee begins work on other than the first day of the pay period, the service period will begin on the first day of the next pay period; or (2) if the employee is required to complete a probationary/trial period or an initial period of formal training (e.g., Engineering SCEP), the employee's service period may be delayed until the beginning of the pay period following the completion of the probationary/trial or training period. Since the authorized management official must approve the recruitment incentive before the employee enters on duty, the service agreement also must specify that there is no obligation to pay any portion of the incentive if the employee does not successfully complete the probationary/trial period or the initial period of formal training.
 
       f. Recruitment incentives may be paid by any of the following methods: (1) In a lump sum at the beginning of the service period; (2) in equal or variable installment payments throughout the service period; or (3) as a final lump-sum payment at the end of the service period. The recruitment incentive (either as a lump sum or as the first of a series of installment payments) may be paid to an employee who has not yet reported to duty once he/she has signed a service agreement. Recruitment incentives are not part of an employee's rate of basic pay for any purpose. Payment of the recruitment incentive to employees not covered by the National Personnel Security System (NSPS) is subject to the aggregate limitation on pay 
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under 5 CFR 530, Subpart B.  Payment of the recruitment incentive to NSPS employees is subject to the aggregate limitation on pay under SC1930.8.2. of Subchapter 1930 of the DoD Civilian Personnel Manual.
 
       g. Employee service agreements for recruitment incentives must contain the following information:  (1) The period of service (in months and years) agreed to by the employee and the total amount authorized for payment; (2) the actual beginning and ending dates of the service period; (3) the method of payment and, if paid in installments, the date and amount of each installment payment; (4) the conditions under which management must terminate the agreement (i.e., if an employee is demoted or separated for cause, or receives a rating of record of less than "Fully Successful" or equivalent); (5) the terms or conditions that may result in termination of the service agreement (e.g., insufficient funds, reassignment to a different type of position); (6) the extent to which periods of time on detail, in a nonpay status, or in a paid leave status are creditable towards completion of the service period; (7) the consequence of both voluntary and management decisions to terminate service agreements (e.g., conditions under which the employee must repay any unearned portion of the incentive he/she may already have received, and conditions that require repayment of the full amount of the incentive); and (8) a statement that the decision to terminate a service agreement may not be grieved or appealed. A sample recruitment service agreement is included as attachment (A). A sample recruitment service agreement for employees hired under SCEP, with a delayed service obligation period, is included as attachment (B).
 
       h. Service agreements will terminate when an employee is demoted for cause, is separated for cause, receives a less than "Fully Successful" or equivalent rating of record, or voluntarily ends their employment with PSNS&IMF.  In these circumstances the employee must reimburse the Government for the amount of all benefits received under the existing agreement that are in excess of the amount attributable to completed service.  An employee who is separated as a result of material false or inaccurate statements, or deception or fraud in examination or appointment, or as a result of failing to meet employment qualifications, must reimburse the Government for all recruitment incentive payments received under the existing agreement. In addition, management may unilaterally terminate the agreement based solely on management needs such as reduction in force or insufficient funds by notifying the employee in writing.  An employee who does not complete the period of service because the authorizing official unilaterally terminates 
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a service agreement based solely on a management need is entitled to all incentive payments already received.
 
B.  RELOCATION INCENTIVES
  
   1.  Coverage.  A relocation incentive may be paid to a current Federal employee who must relocate either temporarily or permanently, without a break in service, to accept a position in a different geographic area that is likely to be difficult to fill.  A position is considered to be in a different geographic area if the worksite of the new position is 50 or more miles from the worksite of the position held immediately before the move.  If the worksite of the new position is less than 50 miles from the worksite of the position held immediately before the move, but the employee must relocate (i.e., establish a new residence) to accept the position, the PSNS&IMF Commander may waive the 50-mile requirement.  To be eligible for a relocation incentive, the employee must have a rating of record of at least "Fully Successful" or equivalent for the position held immediately before the move.  A relocation incentive may not be paid to an employee who is under a service agreement for a recruitment incentive.  Management officials that are considering a relocation incentive for an employee who is under a service agreement for a recruitment incentive should contact the Human Resources Office (HRO) to discuss options.  A relocation incentive may be approved to an employee without affecting the payment of an existing retention incentive.  The service period under such a relocation incentive service agreement and the service period required by the retention incentive service agreement, if applicable, must be fulfilled concurrently.
 
   2.  Program Requirements.  Payment of a relocation incentive is subject to all of the following conditions and requirements:
 
       a. The determination to pay a relocation incentive must be made before the prospective employee enters on duty in the position to which relocated.  However, the employee must establish a residence in the new geographic area before the relocation incentive is paid.  The relocation incentive may be approved for up to 25 percent of an employee's annual rate of basic pay at the beginning of the service period (to include base pay plus locality pay or a special rate supplement).  Note that employees assigned to positions overseas (e.g., Japan) do not receive locality pay.  The approved percentage, not to exceed 25 percent, will be multiplied by the number of years (including fractions of a year) in the service period, not to exceed four years.  OPM may waive the 25 percent limitation on 
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relocation incentives based on a critical agency need and set the limitation at up to 50 percent of an employee's annual rate of pay at the beginning of a service period multiplied by the number of years (including fractions of a year) in the service period, not to exceed two years.  In no event may the employee's total relocation incentive exceed 100 percent of the employee's annual rate of pay at the beginning of the service period.
 
       b. Group relocation incentives may be approved under the following conditions:  (1) The employee is a member of a group of employees subject to a mobility agreement and relocation incentives are necessary to ensure continuation of operations; or (2) a major organizational unit is relocated to a new duty station and the relocation incentives will ensure continued operations of that unit without undue disruption to operations or functions deemed essential to the DoD Component's mission. Decisions to approve group incentives must be supported by written determinations that specify the group of covered employees, the conditions requiring the group incentive, and the period of time during which authorization of the group incentive is valid.
 
       c. Factors that must be considered when deciding whether or not to offer a relocation incentive (i.e., whether or not the position is difficult to fill), and when deciding what rate of percentage to offer, are:  (1) Availability and quality of candidates, including the success of recent recruitment efforts; (2) recent turnover in similar positions; (3) salaries paid for similar positions outside the Federal Government; (4) employment trends and labor-market factors; (5) special or unique competencies required for the position; organization efforts to use non-pay authorities (e.g., worksite alternatives, work scheduling flexibilities); (6) the desirability of the duties, work or organizational environment, or geographic location of the position; and (7) other supporting factors. Positions may be considered to meet the criteria of being difficult to fill if OPM has approved the use of a direct hire authority for the position (or group of positions).
 
       d. Each determination to pay a relocation incentive must be documented. The written justification should include:      (1) The determination that the position is likely to be difficult to fill in the absence of the incentive; (2) the supporting factors used to authorize the incentive; (3) the reasons for determining the amount and timing of the payments; (4) the reasons for determining the length of the service period; (5) affirmation that the employee's new position is in a different geographic area (i.e., worksite of the new position is 
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50 or more miles from the worksite of the position held immediately before the move or affirmation that the 50 mile requirement was waived); and (6) affirmation that the employee established a residence in the new geographic area.
 
       e. Before a relocation incentive payment can be made, the employee must sign a written agreement to complete a service period of not less than six months nor more than four years of employment with PSNS&IMF. The service period must begin on the first day of an employee's service date at the new duty station and end on the last day of a pay period. There are two exceptions: (1) If the employee begins work at the new duty station on other than the first day of the pay period, the service period will begin on the first day of the next pay period; or (2) if the employee is required to complete a probationary/trial period, or initial period of formal training, the employee's service period may be delayed until the beginning of the pay period following the completion of the probationary/trial or training period. Since the authorized management official must approve the relocation incentive before the employee enters on duty at the new duty station, the service agreement also must specify that there is no obligation to pay any portion of the incentive if the employee does not successfully complete the probationary/trial period or initial period of formal training.
 
       f. Relocation incentives may be paid by any of the following methods: (1) In a lump sum at the beginning of the service period stated in the agreement; (2) in equal or variable installment payments throughout the service period; or (3) as a final lump-sum payment at the end of the specified service period. Relocation incentives are not part of an employee's rate of basic pay for any purpose. Payment of the relocation incentive to employees not covered by NSPS is subject to the aggregate limitation on pay under 5 CFR 530, Subpart B. Payment of the relocation incentive to NSPS employees is subject to the aggregate limitation on pay under SC1930.8.2. of Subchapter 1930 of the DoD Civilian Personnel Manual.
 
       g. Employee service agreements for relocation incentives must contain the following information: (1) The period of service (in months and years) agreed to by the employee and the total amount authorized for payment; (2) the actual beginning and ending dates of the service period; (3) the method of payment, and, if paid in installments, the date and amount of each installment payment, (4) the conditions under which management must terminate the agreement (i.e., if an employee is demoted or separated for cause, or receives a rating of record  
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of less than "Fully Successful" or equivalent); (5) the terms or conditions that may result in termination of the service agreement (e.g., insufficient funds, reassignment to a different type of position); (6) the extent to which periods of time on detail, in a nonpay status, or in a paid leave status are creditable towards completion of the service period; (7) the consequence of both voluntary and management decisions to terminate service agreements (e.g., conditions under which the employee must repay any unearned portion of the incentive he/she may already have received); (8) a statement that the decision to terminate a service agreement may not be grieved or appealed. A sample relocation service agreement is included as attachment (C). 
       h. Service agreements will terminate when an employee is demoted for cause, is separated for cause, receives a less than "Fully Successful" or equivalent rating of record, or voluntarily ends their employment with PSNS&IMF. In these circumstances the employee must reimburse the Government for the amount of all benefits received under the existing agreement that are in excess of the amount attributable to completed service. In addition, management may unilaterally terminate the agreement based solely on management needs such as reduction in force or insufficient funds by notifying the employee in writing.  An employee who does not complete the period of service because the authorizing official unilaterally terminates a service agreement based solely on a management need is entitled to all incentive payments already received.
 
C. RETENTION INCENTIVES
 
  1.  Coverage.  A retention incentive may be paid to an employee who has unusually high or unique qualifications, or when the organization has a special need for the employee's services that makes it essential to retain the employee, and the employee would be likely to leave the Federal service in the absence of an incentive (e.g., employee receives an offer of employment from a private firm, employee is eligible for and considering retiring, etc.) Retention incentives may not be approved prior to an individual's employment with PSNS&IMF. A retention incentive may not be paid to an employee who is under a service agreement for either a recruitment or a relocation incentive. Management officials that are considering a relocation incentive for an employee who is under a service agreement for either a recruitment or a relocation incentive should contact the HRO to discuss options. 
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   2.  Program Requirements.  Payment of a retention incentive is subject to all of the following conditions and requirements:
 
       a. Individual retention incentives may be up to 25 percent of an employee's rate of basic pay (to include base pay plus locality pay or a special rate supplement).  Note that employee's assigned to positions overseas (e.g., Japan) do not receive locality pay.  OPM may waive the limitations on retention incentives and set the limitation at up to 50 percent of an employee's annual rate of pay based on a critical agency need.  Requests must be based on determinations that the employee's (or group of employees') unusually high or unique qualifications are critical to the successful accomplishment of an important mission or project (e.g., programs or projects related to a national emergency or projects implementing a new law).
 
       b. Group retention incentives may be approved for a group of employees under the following conditions:  (1) The unusually high or unique qualifications of the group or a special need of the organization for the employees' services makes it essential to retain the employees in that group or category; and (2) there is a high risk that a significant number of the employees in the group would be likely to leave the Federal service in the absence of the group retention incentive.  Group retention incentives must narrowly define the group they apply to including occupational series and grade level.  Group retention incentives may be up to 10 percent of an employee's rate of basic pay unless a higher rate has been approved by OPM.  Group retention incentives may not be paid to employees in SL or ST positions, employees in Executive Schedule positions, or employees in similar categories for which payment of retention incentives has been approved by OPM.
 
       c. Factors that must be considered when deciding whether or not to offer an individual retention incentive, and when deciding what rate of percentage to offer, are:          
(1) Availability and quality of candidates, who, with minimal training, could perform the duties of the position; (2) the success of recent efforts to recruit and retain employees with similar competencies; (3) special or unique competencies required for the position; organizational efforts to use nonpay authorities to help retain employees (e.g., worksite alternatives; work scheduling flexibilities); (4) the desirability of the work, organizational environment, or geographic location of the position; (5) salaries paid for similar positions outside the Federal Government; (6) the extent to which the employee's departure would affect the 
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organization's ability to carry out an activity, perform a function, or complete a project deemed mission-essential; and (7) other supporting factors deemed essential by the organization.
 
       d. Factors that must be considered when deciding whether or not to offer a group retention incentive, and when deciding what rate of percentage to offer, are:  (1) Distinctive job duties; (2) unique competencies required for the position;    (3) assignment to a special project; (4) minimum service requirements; (5) organization or team designation;           (6) geographic location; or (7) other factors deemed essential by the organization. 
 
       e. Each decision to pay a retention incentive must be documented.  The written justification should include:  (1) The determination that the unusually high or unique qualifications of the employee (or group of employees) or a special need of the agency for the employee's (or group of employees') services makes it essential to retain the employee(s); (2) the determination that the individual employee, or a significant number of a targeted group of employees, would be likely to leave the Federal service in the absence of the incentive;    (3) the reasons for determining the amount and timing of the payments; and (4) the reasons for determining the length of the service period, if a period of service is required.  Note that there are no minimum or maximum limits for the length of service periods for retention incentives.
 
       f. Retention incentive payments may be made either with or without a service agreement, depending on the method of payment used. Service agreements are not required for retention incentives paid in biweekly installments of the full amount authorized for the employee.  When an employee receives a retention incentive without a service agreement, the PSNS&IMF Commander must certify, at least annually, the continuing need for the retention incentive payments.  Retention incentives must be terminated when employees for whom no service agreement is required move to a different position.  In addition, the incentives must be reduced or terminated whenever payment at the level originally approved is no longer warranted.  Factors to consider include:  (1) Amount, if any, necessary to retain the employee (or group of employees); (2) availability of qualified candidates; (3) budget conditions; and (4) other supporting factors.
 
       g. When a service agreement is required, employee service agreements for retention incentives must contain the following 
8-26 
Enclosure (1) 
HUMAN RESOURCES MANUAL  
                 PSNS & IMF SUPPLEMENTAL 
information: (1) The period of service (in months and years) agreed to by the employee; (2) the actual beginning and ending dates of the service period (the service period must begin on the first day of a pay period and end on the last day of a pay period); (3) the retention incentive percentage rate, the method of payment, and, if paid in installments, the method of installment payments (i.e., reduced percentage rate per installment with a final lump-sum payment of the accrued but unpaid amount of the incentive); (4) the conditions under which management must terminate the service agreement (i.e., if an employee is demoted or separated for cause, or receives a rating of record of less than "Fully Successful" or equivalent);     (5) the terms or conditions that may result in termination of the service agreement (e.g., insufficient funds, reassignment to a different type of position); (6) the extent to which periods of time on detail, in a nonpay status, or in a paid leave status are creditable towards completion of the service period; (7) the consequence of both voluntary and management decisions to terminate service agreements (e.g., conditions under which the agency is or is not obligated to pay final lump sum payments); and (8) a statement that the decision to terminate a service agreement may not be grieved or appealed. A sample retention service agreement is included as attachment (D).
 
       h. Retention incentives may be paid in any of the following methods:  (1) A single lump-sum payment after the completion of the full service period; (2) in equal biweekly installments of the full amount authorized for the employee after the completion of specified periods of service; or (3) in installments of variable percentages after the completion of specified periods of service with the accrued but unpaid portion of the retention incentive as part of the final payment upon completion of the service agreement.  Retention incentives may not be paid as an initial lump-sum payment at the start of a service period or as installments paid in advance.  Single lump-sum payments paid upon completion of the service period are derived by multiplying the retention incentive percentage rate established for the employee (or group of employees) by the total basic pay earned by the employee during the full service period. An installment payment is derived by multiplying the rate of basic pay the employee earns in the installment period by the percentage not to exceed the percentage established for the employee by the authorized management official.  Retention incentives are not part of an employee's rate of basic pay for any purpose.  Payment of the retention incentive to employees not covered by NSPS is subject to the aggregate limitation on pay under 5 CFR 530, Subpart B.  Payment of the retention incentive to NSPS employees is subject to the aggregate 
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limitation on pay under SC1930.8.2. of Subchapter 1930 of the DoD Civilian Personnel Manual.
 
       i. Service agreements will terminate when an employee is demoted for cause, is separated for cause, receives a less than "Fully Successful" or equivalent rating of record, or voluntarily ends their employment with PSNS&IMF. In these circumstances the employee is entitled to retain retention incentive payments previously paid by the agency, but the agency is not obligated to pay any additional incentive payments attributed to completed service. In addition, management may unilaterally terminate the agreement based solely on management needs such as reduction in force or insufficient funds by notifying the employee in writing. An employee who does not complete the period of service because the authorizing official unilaterally terminates a service agreement based on a management need is entitled to all incentive payments already received and to receive any portion of a retention incentive payment owed by the agency for completed service. The employee is entitled to receive any scheduled incentive payments through the end of the pay period in which the written notice is provided or until the date of separation, if sooner. Debt collection does not apply to retention incentives as employees do not receive payments in advance of completing required service. 
 
D. CREDIT FOR NON-FEDERAL AND UNIFORMED SERVICE FOR DETERMINING ANNUAL LEAVE ACCRUAL RATE 
 
   1. Coverage. The authority to afford credit for work 
experience that otherwise would not be creditable under 5 USC 6303(a) in determining a newly appointed or reappointed employee's annual leave accrual rate has been addressed in reference (d). This hiring flexibility, which is an allowance and not an entitlement, may be used to attract highly qualified candidates into hard-to-fill or mission-critical positions.
 
   2. Program Requirements. Use of this hiring flexibility is subject to all of the following conditions and requirements:
 
       a. Newly appointed employees or employees reappointed after a break in service of at least 90 calendar days may be allowed credit for non-Federal and uniform service. Credit is granted upon approval as of the date of initial appointment or reappointment and remains creditable for annual leave unless the employee fails to complete one full year of continuous service with DoD.  Employee's who separate from Federal service or transfer to another Federal agency (outside DoD) before 
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completing one year of continuous service are not entitled to retain service credit for non-Federal or active duty work experience earned under this provision.  Department Heads are authorized to recommend credit for non-Federal and uniformed service for determining annual leave accrual rate, with final approval by the Executive Director.
 
       b. Department Heads will determine the amount of service to be granted using the following criteria:
 
          (1) Determine if this authority is necessary to achieve an important mission or performance goal.
 
          (2) Ascertain whether experiences and skills acquired through duties in a non-Federal or active uniformed service position directly relate to the duties of the position to be filled and are essential to that position.
 
          (3) Compute leave accrual rate on a month-for-month basis with a minimum of one-year credit.  This service credit may not exceed the actual amount of service during which the current expertise was attained and must directly relate to the duties to be performed.
 
       c. The following documentation is required for any employee recommended by the Department Head for the credit for non-Federal and uniformed service for determining annual leave accrual rate program:  (1) The employees resume documenting the length and nature of the service to be credited or be supplemented by supporting documentation; and (2) Request Form Credit for Non-Federal Uniformed Service for Determining Annual Leave Accrual Rate (attachment (E)).  See attachment (F) for instructions for completing the request form.
 
E. SUPERIOR QUALIFICATIONS AND SPECIAL QUALIFICATIONS (ADVANCE IN HIRING RATE) APPOINTMENTS
 
    1.  Coverage.  The payable rate of basic pay of a newly appointed employee may be set above the minimum rate under the superior qualifications and special needs pay-setting authority (for General Schedule employees) or the special qualifications authority (for Federal Wage System employees).  These authorities may be used for a first appointment (regardless of tenure) as a civilian employee of the Federal Government.  An agency may use these authorities for a reappointment only when the employee has had a break in service of at least 90 days from the last period of civilian employment with the Federal Government.  These authorities may be used for a reappointment 
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without requiring a 90-day break in service if the candidate's civilian employment with the Federal Government during the 90-day period immediately preceding the appointment was limited to one or more of the following:  (a) Employment under a time-limited or non-permanent appointment in the competitive or excepted service (including SCEP); (b) employment under an appointment as an expert or consultant under 5 USC 3109 and     5 CFR part 304; or (c) employment under a provisional appointment designated under 5 CFR 316.403.
 
    2.  Program requirements.  Uses of this pay setting authorities are subject to all of the following conditions and requirements: 
 
        a.  With Department Head approval, the payable rate of basic pay of a newly appointed employee may be set above the minimum rate if the candidate has superior qualifications based on the level, type, or quality of the candidate's skills or competencies demonstrated or obtained through experience and/or education, the quality of the candidate's accomplishments compared to others in the field, or other factors that support a superior qualifications determination.  These skills, competencies, experience, education, and/or accomplishments must be relevant to the requirements of the position to be filled. These qualities must be significantly higher than that needed to be minimally required for the position and/or be of a more specialized quality compared to other candidates; or the candidate fills a special agency need determined by the type, level, or quality of skills and competencies or other qualities and experiences possessed by the candidate and are relevant to the requirements of the position and are essential to accomplishing an important agency mission, goal, or program activity. 
 
        b.  The appropriate pay rate is determined by considering the following factors:
 
            (1) The level, type, or quality of the candidate's skills or competencies.
 
            (2) The candidate's existing salary, recent salary history, or salary documented in a competing job offer (local job salary rates taken into consideration).
 
            (3) Significant disparities between Federal and non-Federal salaries for the skills and competencies required in the position to be filled. 
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            (4) Existing labor market conditions and employment trends, including the availability and quality of candidates for the same or similar positions.
 
            (5) The success of recent efforts to recruit candidates for the same or similar positions.
 
            (6) Recent turnover in the same or similar positions.
 
            (7) The importance/criticality of the position to be filled and the effect on the agency if it is not filled or if there is a delay in filling it.
 
            (8) The desirability of the geographic location, duties, and/or work environment associated with the position.
 
            (9) Agency workforce needs.
 
            (10) Other relevant factors.
 
V. Implementation
 
A.  APPROVAL
 
    1. The PSNS&IMF Commander exercises final approval authority for all recruitment, relocation and retention incentive payments.  Department Heads will justify and submit requests for these incentive payments via the HRO (Code 1110) and via the Executive Director (Code 1100).
 
   2. The Executive Director exercises final approval authority for the credit for non-Federal and uniformed service for determining annual leave accrual rate program. Department Heads will justify and submit requests for this program via the HRO.
 
   3. Department Heads exercise final approval authority for superior qualifications and special qualifications appointments. Copies of these approvals shall be submitted to the HRO.
 
   4. When necessary to make a timely offer of employment, the PSNS&IMF Commander may establish criteria for offering recruitment incentives in advance and authorize the recommending official to offer a recruitment incentive without further review or approval. 
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B.  ACTION
 
     1. Department Heads shall be responsible for:
 
        a.  Reviewing and forwarding for approval, each request for recruitment, relocation, or retention incentive payments and all requests for approval of the credit for non-Federal and uniformed service for determining annual leave accrual rate program.
 
        b.  Verifying that the prospective or current employee meets all of the requirements for receiving the incentive.
 
        c.  Submitting for approval the written determinations required by this Operating Policy, including the amount of the incentive and length of the service agreement, if applicable. This will include the number of employees offered an incentive and the number who accepted, the percentage of salary offered and accepted in each case, and a summary statement assessing the effect on the ability to fill key positions with high quality candidates in a timely fashion or to retain quality employees in key positions.
 
        d.  Obtaining signatures on individual service agreements.
 
        e.  Submitting copies of individual service agreements to the HRO.
 
        f.  Monitoring recruitment, retention, relocation success to determine whether recruitment, relocation and/or retention incentives are still warranted, or if smaller incentives would suffice.
 
        g.  Maintaining auditable case files for each superior qualifications and special qualifications appointment approved.
 
        h.  Notifying an employee in writing if an incentive is terminated.
 
        i.  Providing reports/data as required by the HRO to meet program oversight and reporting requirements, including annual re-certification reports for retention incentives.
 
     2. HRO shall be responsible for:
 
        a.  Monitoring the recruitment, relocation, and retention incentives, and credit for non-Federal and uniformed 
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service for determining annual leave accrual rate program to ensure all regulatory requirements are met.
 
        b.  Providing advice and guidance on regulatory and procedural requirements.
 
        c.  Reviewing requests for payment, adjustment, or 
termination of recruitment, relocation, and retention incentives.
 
        d.  Obtaining data from PSNS&IMF departments to meet all record keeping and reporting requirements per 5 CFR Parts 575.113, 575.213, 575.313, and 575.407.
 
        e.  Maintaining records of each determination to pay a recruitment, relocation, or retention incentive, and submitting reports required by higher command or other agencies.
 
        f.  Maintaining copies of service agreements.
 
     3.  Department Administrative Offices shall be responsible for:
 
        a.  Preparing and submitting to the Human Resources Service Center Northwest (HRSC-NW), request for personnel actions for payment of or changes to approved incentives. Each request will document that the action has been approved by the PSNS&IMF Commander and the date of the approval. 
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SAMPLE
RECRUITMENT INCENTIVE SERVICE AGREEMENT
 
I, ________________________________________________, hereby agree that I will remain in the employ of Puget Sound Naval Shipyard & Intermediate Maintenance Facility (PSNS&IMF) for  _______ months.  My service period will begin on the first day of the first pay period on or after the commencement of service, and will end on the last day of the pay period of the service period, unless I am separated for reasons beyond my control and acceptable to PSNS&IMF.  The total incentive amount I will be receiving under this agreement is __________, and will be paid in the following manner:
 
___ an initial lump sum at the beginning of the service period. 
___ installments throughout the service period (include date and amount of     each installment).
___ a final lump sum upon completion of the service period.
 
Service period commence date: _________ end date: __________
 
If I am demoted or separated for cause (i.e., for unacceptable performance or conduct), receive a rating of record of less than “Fully Successful”, or equivalent, before expiration of the required period of service, or otherwise fail to fulfill the terms of this agreement, I will, upon written demand, reimburse the Government for the amount of the incentive received under this agreement that is in excess of the amount attributable to completed service  If I am separated as a result of material false or inaccurate statements or deception or fraud in examination or appointment, or as a result of failing to meet employment qualifications, I will, upon written demand, reimburse the Government for all recruitment incentive payments received under this agreement.  I authorize PSNS&IMF to withhold any final pay due to me to apply against any indebtedness arising from a violation of this agreement.
 
If this service agreement is unilaterally terminated based solely on management needs of the Agency (i.e., RIF, reassignment to a different position not within the terms of the service agreement, etc.), I am entitled to all incentive payments already received.
 
I understand that the termination of this service agreement is not grievable or appealable.  
 
I understand and agree that my appointment to the position shown below is the basis for determining this recruitment incentive entitlement, and that the extent to which periods of time on a detail, in a non-pay status, or in a paid leave status are creditable toward completion of the service period will be determined by management on a case by case basis.
 
 
________________________________________________________________
Position Title, Series, Grade and Organization
 
 
________________________________________________________________
Signature                                              Date
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 Attachment (B) 
SAMPLE
RECRUITMENT INCENTIVE SERVICE AGREEMENT
Student Career Experience Program (SCEP) (With a delayed service obligation period.)
I, ________________________________________________, hereby agree that I will remain in the employ of Puget Sound Naval Shipyard & Intermediate Maintenance Facility (PSNS&IMF) for  _______ months beginning on the first day of the first pay period on or after my conversion to Engineer, and will end on the last day of the pay period of the service period, unless I am separated for reasons beyond my control and acceptable to PSNS&IMF.  The total incentive amount I will be receiving under this agreement is __________, and will be paid in the following manner:
 
___ an initial lump sum at the beginning of the service period. 
___ installments throughout the service period (include date and amount of     each installment).
___ a final lump sum upon completion of the service period.
 
Service period commence date: _________ end date: __________
 
If I am demoted or separated for cause (i.e., for unacceptable performance or conduct), receive a rating of record of less than “Fully Successful”, or equivalent, before expiration of the required period of service, or otherwise fail to fulfill the terms of this agreement, I will, upon written demand, reimburse the Government for the amount of the incentive received under this agreement that is in excess of the amount attributable to completed service  If I am separated as a result of material false or inaccurate statements or deception or fraud in examination or appointment, or as a result of failing to meet employment qualifications, I will, upon written demand, reimburse the Government for all recruitment incentive payments received under this agreement.  I authorize PSNS&IMF to withhold any final pay due to me to apply against any indebtedness arising from a violation of this agreement.
 
If this service agreement is unilaterally terminated based solely on management needs of the Agency (i.e., RIF, reassignment to a different position not within the terms of the service agreement, etc.), I am entitled to all incentive payments already received.
 
I understand that the termination of this service agreement is not grievable or appealable.
 
I understand and agree that my appointment to the position shown below is the basis for determining this recruitment incentive entitlement, and that the extent to which periods of time on a detail, in a non-pay status, or in a paid leave status are creditable toward completion of the service period will be determined by management on a case by case basis.
 
 
________________________________________________________________
Position Title, Series, Grade and Organization
 
 
________________________________________________________________
Signature                                              Date
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SAMPLE
RELOCATION INCENTIVE SERVICE AGREEMENT
 
I, ________________________________________________, hereby agree that I will remain in the employ of Puget Sound Naval Shipyard & Intermediate Maintenance Facility (PSNS&IMF) for  _______ months (6 months minimum).  My service period will begin on the first day of the first pay period on or after the commencement of service, and will end on the last day of the pay period of the service period, unless I am separated for reasons beyond my control and acceptable to PSNS&IMF.  The total incentive amount I will be receiving under this agreement is __________, and will be paid in the following manner:
 
___ an initial lump sum at the beginning of the service period. 
___ installments throughout the service period (include date and amount of     each installment).
___ a final lump sum upon completion of the service period.
 
Service period commence date: _________ end date: __________
 
Actual payment of the incentive will not occur until I relocate to the new duty station. The relocation must be without a break in service.
 
If I am demoted or separated for cause (i.e., for unacceptable performance or conduct), receive a rating of record (or an official performance appraisal or evaluation under a system not covered by 5 USC Chapter 43 or 5 CFR Part 430) of less than “Fully Successful”, or equivalent, or otherwise fail to fulfill the terms of the service agreement, I will upon written demand, reimburse the Government for the amount of the incentive received under this agreement that is in excess of the amount attributable to completed service.  I authorize PSNS&IMF to withhold any final pay due to me to apply against any indebtedness arising from a violation of this agreement.
 
If this service agreement is unilaterally terminated based solely on management needs of the Agency (i.e., RIF, reassignment to a different position not within the terms of the service agreement, etc.), I am entitled to all incentive payments already received.
 
I understand that the termination of this service agreement is not grievable or appealable.
I understand and agree that my appointment to the position shown below is the basis for determining this recruitment incentive entitlement, and that the extent to which periods of time on a detail, in a non-pay status, or in a paid leave status are creditable toward completion of the service period will be determined by management on a case by case basis.
 
 
________________________________________________________________
Position Title, Series, Grade and Organization        Date
 
 
 
________________________________________________________________
Signature                                   Date
 Attachment (C) 
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SAMPLE
(Note:  Service Agreement is not required if incentive paid in bi-weekly installments of equal ammounts)
RETENTION INCENTIVE SERVICE AGREEMENT
 
I, ________________________________________________, hereby agree that I will remain in the employ of Puget Sound Naval Shipyard & Intermediate Maintenance Facility (PSNS&IMF) for _______ months beginning on the first day of the next pay period, and will end on the last day of the pay period of the service period, unless I am separated for reasons beyond my control and acceptable to PSNS&IMF.  The retention incentive percentage rate I will be receiving under this agreement is ____%, and will be paid in the following manner:
 
___ combination of installments of less than that full percentage rate, and a final lump sum payment of the accrued buy unpaid amount of the incentive (include date and percentage rate of installments).
___ a final lump sum upon completion of the service period.
 
Service period commence date: _________ end date: __________
 
If I am demoted or separated for cause (i.e., for unacceptable performance or conduct) receive a rating of record of less than “Fully Successful”, or equivalent, before expiration of the required period of service, or otherwise fail to fulfill the terms of this agreement, I am entitled to retain retention incentive payments previously paid by the agency that are attributable to the completed portion of the service period, but the agency is not obligated to pay any additional incentive payments attributed to completed service.
 
If this service agreement is unilaterally terminated based solely on management needs of the Agency (i.e., RIF, reassignment to a different position not within the terms of the service agreement), I am entitled to all incentive payments already received and to receive any portion of a retention incentive payment owed by the agency for completed service.
 
I understand that the termination of this service agreement is not grievable or appealable.
 
I understand and agree that my appointment to the position shown below is the basis for determining this recruitment incentive entitlement, and that the extent to which periods of time on a detail, in a non-pay status, or in a paid leave status are creditable toward completion of the service period will be determined by management on a case by case basis.
 
 
________________________________________________________________
Position Title, Series, Grade and Organization
 
 
 
________________________________________________________________
Signature                                              Date
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 Attachment (E) 
REQUEST FORM
CREDIT FOR NON-FEDERAL and UNIFORMED SERVICE FOR DETERMINING
ANNUAL LEAVE ACCRUAL RATE
 
Note to hiring officials:  Requests for appointments must be submitted and approved prior to the effective date of the appointment.  Contact your Human Resources Office Advisor for assistance.
 
Selecting Official/Supervisor Name: _________________________
Signature & Date: ___________________________________________
 
Applicant/Employee Name: ____________________________________
Signature & Date: ___________________________________________
 
Department and Org Code: ____________________________________
Position being filled: ______________________________________
 
1. Please describe in detail or provide evidence, which demonstrates that the position is hard to fill or is mission critical.
 
 
 
 
 
2.  Number of months of experience you believe the employee should receive credit.
 
 
3.  Describe the duties performed in Non-Federal or active duty uniformed service and how they relate to the essential duties of the position being filled.
 
 
 
 
 
4.  Attach a copy of each of the following documents to this application: 1) Position Description; 2) Selectee's resume/application; and 3) Member Copy #4 of DD-214 or Statement of Service.
 
 
 
 
Dept Head Endorsement: ______________________ Date:_________
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Instructions for Completing Request Form
(Attachment F)
 
Please answer all the questions on the attached request form.
 
Question 1 - Provide specific evidence to show that the position is hard to fill or is mission critical.
 
Question 2  - How many months of credit is being requested? Requests for credit must include at least one year of creditable service to be considered. Credit can only be approved in monthly increments. Do not request any time that is less than at least one full month. Please provide the specific time frames (month, day, year) in which the work was performed. 
 
Example: 
 
Experience #1 - Mail clerk, uniformed service, 01 Jan 1997  - 31 Dec 2001, Total months requested  - 48 months 
Experience #2 - Mailroom supervisor, ABC Company, 10 Apr 2003  - 10 Dec 2005, Total months requested  - 32 months 
 
Question 3 - Describe the duties performed in Non-Federal or active duty uniformed service and how they relate to the essential duties of the position being filled. Provide a description of duties for each period of creditable time being requested in Question 3. 
 
Example: 
 
Experience #1 - Received, sorted and routed thousands of correspondence documents daily. Followed critical protocol requirements for handling top secret and classified documents. Ensured all documents were delivered under strict time and security requirements. 
Experience #2 - Established internal system and standard operating procedures for handling both incoming and outgoing documents; Conducted extensive training of staff to ensure all materials were handled with appropriate sensitivity. 
 
Question #4  - Attach a copy of each of the following supporting documents as applicable: 1) Position Description for the position being filled; 2) Selectee's application or resume. It must clearly distinguish the beginning and ending dates by month, day and year of the claimed creditable service and provide evidence that the duties performed directly relate to those of the position to be filled. Supporting documentation may be provided to supplement the applicant's resume if necessary; and 3) Member copy #4 of Selectee's DD-214 that shows honorable, active duty service if credit is being requested for uniformed service. A Statement of Service may be accepted for those who have not been officially separated. 
 Attachment (F) 

