Update March 2005 - new guidance on the 3 R’s (Recruitment,
Relocation, and Retention Bonuses) will be forthcoming
effective May 1, 2005

Section 101(a) of the Act establishes significantly enhanced recruitment,
relocation, and retention bonus authorities that will provide Federal agencies
with the flexibility to use such bonuses in more strategic ways to help the
Federal Government improve its competitiveness in recruiting and
maintaining a high quality workforce. The enhanced authorities will replace
the current recruitment and relocation bonus and retention allowance
authorities under 5 U.S.C. 5753 and 5754.



OFFICE OF THE SECRETARY OF DEFENSE
WASHINGTON, DC 20301

12 NOV 1991

Administration
& Management

MEMORANDUM FOR CHAIRMAN OF THE JOINT CHIEFS OF STAFF
UNDER SECRETARIES OF DEFENSE
DIRECTOR, DEFENSE RESEARCH AND ENGINEERING
ASSISTANT SECRETARIES OF DEFENSE
COMPTROLLER
GENERAL COUNSEL/DIRECTOR, DEFENSE LEGAL SERVICES AGENCY
DIRECTOR, OPERATIONAL TEST AND EVALUATION
ASSISTANTS TO THE SECRETARY OF DEFENSE
DIRECTOR, ADMINISTRATION AND MANAGEMENT
DIRECTOR, DEFENSE ADVANCED RESEARCH PROJECTS ACENCY
DIRECTOR, DEFENSE SECURITY ASSISTANCE AGENCY
DIRECTOR, STRATEGIC DEFENSE INITIATIVE ORGANIZATION
CHIEF JUDGE, U.S. COURT OF MILITARY APPEALS

‘SUBJECT: Department of Defense Plans for Recruiting, Relocation and Retention
Payments

Sackz-ound: Section 208, Federal Employees Pay Comparability Act of
1990, authorized heads of agencles to pay recruitment and relocation bonuses
ang rezention allowances. The Assjistant Secretary of Defense (Force
Managexent and Personnel) issued the attached .rplementing instructions on
Oczobe~ 3, 1991, The guidance cons:.sts of .nteria plans which will remain an
ef e2 -util super. :0ed b; 1Ssuance of i Dol Civilian Pursonre. Ma 'ual
Chapte. .- This memorancum provides process and liscal guidance for use by
organizations receiving personnel zanagement support {rom wWashington
Heagjuarters Services (WHS).

Brocess: Adll provisions of the attached implementing :nstiructions
concerning such catters as offers and approval, eligibility criteria,
Justification, service agreements, and payment provisions will pe
foiloweo closely. Organizations.receiving personnel support from WHS
ang ~1shing authorization t¢ make recruiting, relocation, or retention
payments pust subdbait fully documented requests in writing through their
Component Head to the Director, Personnel and Security, wWasnington
HYeagguarters Services, Roow 38347, The Pentagon. Washington, D.C.
2N30'-1'S5. The reviewing official for positions abvove (S-S will be
tne assisiant Director for Executive Personnel and Classification,
Personnel and Security Directorate. «asnington Heaogquarters Services.

“he reviewing official for other positions will be the Assistant
v (o BmER- Lo mers G a0 QL .csaas wiass De tne Director,
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~i.] De coorcinatec w:ith tne washington Heagguarters lervices,

Jireztor, Sugge: and Tinance or Zomptrol.er. Joint Staff (as
ippropriate) to assure tne avai.apiiity of :unags.
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For purposes of this process, the ters "component™ is definec as
organizations supported by Washington Headquarters Services including:
the Office of the Secretary of Defense, the Chairman of the Joint Chiefls
of Staff and the Joint Staff, the Strategic Defense Initiative
Organization, the U.S. Mission to NATO, the NATO International Staff and
operating agencies, and the DoD field activities. C(Currently, the Defense
Advanced Research Projects Agency is considered a sub-unit of the 0Office
of the Under Secretary of Defense (Acquisition); and the Defense Security
Assistance Agency is considered a sub-unit of the Office of the Unger
Secretary of Defense for Policy. The Defense Legal Services Agency is
considered a sub-unit of the Office of the General Counsel of the
Departament of Defense for purposes of this guidance.

The term “Component Head" includes the Deputy Secretary of Defense

(for employees reporting directly to him and all WHS-serviced individuals
serving under SES noncareer, SES limited term, and SES limited emergency
and Schedule C appointments, as well as those in positions paid pursuant
to 5 USC 5312-5317); Chairman of the Joint Chiefs of Stafl; Director,
Joint Staff; Under Secretaries of Defense; Assistant Secretaries of
Defense not reporting through Under Secretaries; Comptroller of the
Departaoent of Defense; General Counsel of the Department of
Defense/Director, Defense Legal Services Agency; Director, OJperatioral
Test ang Evaluation: and Assistants to the Secretary of Uefense. The
-Defense advisor to the U.S. Mission to NATD assumes this role for
individuals assigned to the U.3. Mission. 7he international supervisors
of all other WHS-serviced ezployees assigned to NATO assume this role for
these individuals, unless an exception has been approved dby the Director,
Administration and Managedent, Office of the Secretary of Defense.

Fiscal Guidance: Approval of sublect naveents uil]l be cov:iingent upon the
avarlasility of Tungs and demonstradle evidence that prospec:ive davees
are well Jualified candidates for hard to fill positions/or occupations

that are critical o the requesting organization's mission. HRequests will
be reviewed against the pacxorop of other s:taffing alternatives (use of

advanced in-hire pay rates, length of service agreements, 2ual
cozpensatlion res:riction <ajvers, placement of Senior txecutive Service
appointees a: higher pay levels and avajladility of other ocualified
eligibles) with a view toward s:iriking the most economical balance
obtainable.

Although each case will be reviewed according to its own individual
merits, the general guidelines offered below delineate considerations that
will be taken 1into account in getermining what percentage of base salary
should be extended in making payments. In no case will payments be made
unless written documenzation 13 provided which indicates prospective
payees will not remain, relocate, or accept appointment in the absenne ~f
the payment.




+  Ordinarily payments less than 5% will not be made.

+ The extent, scope, and expense of recruiting efforts w!l. be
‘ evaluated.

+ Tne criticalness of the position to organization/agency mission:
will be considered.

¢+ The length of service agreement will generally affect the size ¢
payments. Longer service agreements will generally be expected
in cases of large percentage bonuses.

+ If pay cap restrictions (Ex. Level 1 versus V) limit the utili:ty
of other optlions, larger percentage bonuses may be considered.

In addition to those considerations noted above, relocation bonuses
will not be paid to individuals serving under mobility agreements: the
asount of any ponus will oe considered in light of the cegree of pay
increase in the new position; and in determining the amount of a retent:on
allowance, consideration will be given to the dollar amount of awards
received during the past 12 months. The subject payments will not be
approved for individuals already working under a length of service
agreezent with the Depariment of Defense.

The authorities and deiega:ions outlined in this rmesorandum and its

ttacroent are effective izoediately.
Lt

D. 0. Cooke
clrects

Attachaent:
As Stated




Department of Daefensae
Racruiting Bonus Plan

1. 1Introduction. Th:s plan :nmpiements the prov:isions cf
5753 and sutgar:

tions.

N

-

, Farl 575 of title 5, Code of Feagera. Rejg.
Upon i1ssuance, this plan may be used by DoD activities

and appoainting officials as authority for the payment of recrui:
ing bonuses, until superseded by a DoD Civilian Personne! Manual
(CPM) chapter. As appropriate, the CPM will also provide uniforr

procedures and policy guidance, including standard formats and
documentation/recordkeeping requirements.

o

nor

2. Boous Offer and Approval.

basic pay may be offered to certain newly appointed employees.
Except as specified in subparagraph b below, the authority to
approve such recruiting bonuses is delegated to officials who
exercise personnel appointing authority. 1In the Military Depart-
ments, this delegation is made through the Secretary of the
Department and the Service’s chain of command to those officials
vested with such appointing authority (normally the head of an
installation or activity). 1In those Defense Agencies with inde-

pendent appointing authority, the delegation is made through the
Director of the Agency and the Agency’s chain of command.

a. By law, a recruiting bonus must be approved by an offi-

cial at an organizational level higher than the individual making
the initial bonus offer. Accordingly, officials with delegated
recruiting bonus/appointing authority may designate subordinates
to make initial bonus offers, subject to their final review and

approval. All such designations must be in writing and be
included in local operating guidance.

b. Only the Secretary or Deputy Secretary of Defense may
approve recruiting bonuses for individuals appointed to Schedule
C positions, as defined in $ USC 2103; non-career positions in

the Seninr Executive Service (.ncluding limitod term and iimited

energency sppoantments), as c.fined in S USC J1394; and positions
paid pursuant to 5 USC 5312-5317.

3. Eligibllity Criteria. Candidates for hard-to-fill positions

and/or occupations that are critical to the organization's mis~
sion are eligible for recruiting bonuses.

a. A recruiting bonus may be paid to any employee newly

appointed to a position in (1) the General Schedule (including GM
positions under the Performance Management and Recognition Sys-
tem), (2) the law Enforcesent Pay System, (3) the Senior Execu-
tive Service; (4) the Senior level System, and (5) Executive
Level or equivalent pay grades. Presidential appointees are also
eligible, subject to the limitations set forth in paragraph 2b
above. For the purposes of this plan and its implementing CPM
chapter, a newly appoanted employee is defined as an individual
being appointed tn a positi- in Fhe

) rivi) soovioe fus the faxtsi

A recruiting bonus of up to 25\ of

t
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b. ir sucn cases, the approving officialy _certify in

writing that, ®absent a gecruiting-bonus,uthe, organxza:xon would
have dxttzculty £illing the. pos;.;on with & highly qualified
candidate. = s appropriate, the written certification may
describe such things as (1) the results of recent elforts to
attract quality candidates for similar positions, as evidenced D)
offer/acceptance rates, the number of pending vacancies, and/or

the length of time required to fill similar positions; (2) recent

turnover in similar positions; (3) labor-market factors that may
affect the organization’s ability to recruit high quality candi-
dates.for similar positions; (4) special qualifications needed
for the position; or (5) the feasibility of using a superior
qualifications appointment, as provided by 5 CFR 531.203(b),
separately or in conjunction with a recruiting bonus. The
Defense Civilian Personnel Data System (DCPDS) will be modified
to provide such information to approving officials.

4. Service Agreament. OPM regulations (at 5 CFR 575.106)
require that before a recruiting bonus may be paid, the esployee
offered such bonus shall sign a written agreement to serve a
specified number of months with the Department. The minimum
period of such service shall be 12 months; however, vhere appro-
priate, approving officials are encouraged to seek agreenments
requiring a period of *service beyond the 12-month minimum. Pend-
ing issuance of a standard DoD service agreement format, Compo-
nents are authorized to develop interim sService agreements.

5. Documentation and Racordkeeping. Approving officials are
responsible for ensuring that the basis for any recruiting bonus

is fully documented. Documentation shall be readily available
for reviev and submission upon request.

a. As a minimum, the following information shall be main-
tained on a fiscal year basis: (1) the number of employees
offered/accepting a recruiting bonus: (2) the percentage of
salary offered/accepted in each individual case; and (3) a sum-
mary statement assessing the effect of bonus authority on the

~activity’s ability to fill key posxtxons with high quality candi-
dates an a t;nely fashion.

b. This ‘information will be compiled by Components and
provided to the Deputy Assistant Secretary of Defense (Civilian
Personnel Policy/Equal Opportunity) (DASD (CPP/BEO)) by Roveaber
30 of each year. Componernts may issue interim recordkxeeping and
documentation procedures until such procedures are established
under the Deferse Civilian Personnel Data System (DCPDS).

€. Supplementation. As a matter of DoD policy. the regulatioen
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itary Dopa::nen's, Direczccs cf Defense Azenc:es witse irgecs -
cen: appo:nting authority, and the 0OSD Director of Aamin 1§ rat.icr !
and Managenmen: are authorized to issue internal :implementing

guidance where they (or their Assistant Secretary-level des;;nee‘\
determine such guidance to be essential.

|
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b. The above provisions are not intended to restrict the \
issuance of operating guidance addressing the offer or approval
of recruiting bonuses and other internal coordinating require-

pents, consistent with the polxcxes and delegations of authority
establxshed by this plan.

7. Program Oversight and Evaluatioa. The DASD (CPP/ED) is
responsible for the oversight and evaluation of this plan and the
execution of its policies throughout the Department. To th:s
end, copies of Component implementing guidance will be furnished |
to the DASD (CPP/EO) upon issuance. Additional evaluation/over-
sight procedures will be set forth in the CPM, as appropriate.




Deparinent of-Defense
Ralocazion Bonus Plan

1. 1Inzroduction. 7Tn:is ple: :mglenents the provisicns & 2
5783 anz subpar: B, part 578 cf title 5, Coge of Tesera.l Rec
tions. Upon zssoance, thxs plan pay be usecd by DoD activ:ic
anc appointing officials as authority for the payment of re.cca-
tion bonuses, until superseded by a DoD Civilian Personne. Manua.

(CPM) chapter., As appropriate, the CPM will also provide uniforrs

procedures and policy guidance, including standard focrmats and
documentation/recordkeeping requireaents.

2. Bonus Offer and Approval. A relocation bonus of up to 25V of

basic pay may be offered to certain current esployees who must
relocate to accept a position in a different commuting area.
.Except as specified in subparagraph b below, the authority to
approve such relocation bonuses is delegated to officials who
exercise personnel appointing authority. In the Military Depart-
ments, this delegation is made through the Secretary cf{ the
Department and the Service’s chain of command to those officials
vested with such appointing authority (normally the head of an
installation or activity). 1In those Defense Agencies with inde-
pendent appointing authority, the delegation is made through the
Director of the Agency and the Agency’s chain of command.

a. By law, a relocation bonus must be approved by an offi-
cial at an organizational level higher than the individual making
the initial bonus offér. Accordingly, officials with delegated
relocation bonus/appointing authority may designate subordinates
t0 make initial bonus offers, subject to their final reviewv and
approval. All such designz2t:cons mwuzs be i writaing and be
included in local operating guidance.

. Only the Secrelary or Deputy Secretary of Deferse may
approve relocat:on bo~uses for individuals aprcirtec ti. Siihedule
C pos.tions, as defined in S USC 2103; non-career posit.uns in
the Senior Executive Service (including laimited term and limited
emergency appointments), as oefined in 5 USC 3494, and positions
paid pursuant to S5 UST 5312-5317.

3. KXligibilicy Criteria. Occupants of hard-to-fill positions
and/or occupataions that are cr:itical to the organization’s mis~
sion are eligible for relocation bonuses.

3. A relocation bonus may be paifl to any current employee
who must relocate to accept a position in s different comauting
area. The relocation must be without a break in service and to a
position in (1) the General Schedule (including QM positions -
under the Performance Management and Recognition System), [2) the
Lav Enforcement Pay System, (3) the Senior Executive Service; (4)
the Senior lLevel System, and (5) Executive lLevel or equivalent
Day grades. Presi~~nr;:) »onpojntees nTe ilse sligihic,
O Lii® JAMITATIONS Se* ‘nvrh arm masmascast DR gl en
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offer/acceplance rates, the number of pending vacanc.es, an:/c:
the length of time required to fill similar positions; (2) recen:
turnover in similar positions; (3) labor-marke: factors tha:r ray
affect the organization’s ability to recruit high gquality cend:-
dates for similar positions; or (4) special qualif:zations neeaec
for the position. The Defense Civilian Personnel Data System
(DCPDS) will be modified to provide such information to approving
officials. :

atzrac: qual:ity candidates for similar positions, as evigen: -:\

4. §arvica Agreesent. \
a. OPM regulations (at 5 CFR 575.206) require that before a ‘
relocation bonus may be paid, the employee offered such bonus
shall sign a written agreement to serve 3 specified nurder of |
months with the Department. |
b. Except as provided in subparagraph ¢, below, the minimum
period of such service shall be 12 months:; howvever, where appro-
priate, approving officials are encouraged to seek agreements
requiring a period of service beyond the 12-month minimum.

c. 1In the case of a temporary change in duty station for
less than 12 months, 3 service agreement may provide for a
shorter minimum period of employment.

€. 7enda.g 1usuunice 0f & Scandard Dol service agreement
format, Components are author;zed to develop interim service
agreements.

L Do¢dn»ntation and Reordxeeping. Aprproving oflicia. . are
responsitle for ensuring that the basis for any relocation bonus
1s fully documented. Documentation shall be readily available
{for review and submission upon fequest.

a. As a mimarmum, the following information shall be main-
tained on a fiscal year basis: (1) the number of exployees
offered/acceprinc a8 relocation bonus: (2) the percentage of
salary offered/accepted in each individual case; and (3) a sum-~
mary statement assessing the effect of bonus authority on the
activity’'s ability to fil)l key positions with high quality candi-
dates in a taimely fashion,.

b. This informazion will be compiled by Components and
provided to the Deputy Assistant Secretary of Defense (Civilian
Personnel Policy/Equal Opportunity) (DASD (CPP/EO)) by November
30 of each yeazr. Components may issue interim recordkeeping and
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a. The policies sei forth above shal! not be supplementel
except as prescribed by statute or otherwise author:zel by the
provisions of this plan. 1n this regard, the Secretaries of the
Military Departments, Directors of Defense Agencies with indeper-

dent appointing authority, and the 0SD Director of Adzinistratior

and Management are authorized to issue internal icplementing

guidance where they (or their Assistant Secretary-level desagnee)
determine such guidance to be essential.

b. The above provisions are not intended to restrict the
issuance of operating guidance addressing the offer or approva.
of relocation bonuses and other internal coordinating require-

ments, consistent with the policies and delegations of authority
established by this plan.

7. Program Oversight and Evaluatioa. The DASD (CPP/EO) is
responsible for the oversight and evaluation of this plan and the
execution of its policies throughout the Department. To this
end, copies of Component implementing guidance will be furnished
to the DASD (CPP/EO) upon issuance. Additional evaluation/over-
sight procedures will be set forth in the CPM, as appropriate.



Department 0f Defanse
Rezent:0n Allowance Plan

1. Inzroducztion. T-iS flar imp.ements the provisicsns ¢l LIl
5754 angd.sukzars C, zarc: 879 ¢f t:tle 5, Code cf Federa. Reg.le-
tions. Upcn :sssuant2, Ih.:s pian may be used by-Dol acfiivil:ies
and appointing officials as authority for the payment of reten-
tion allowances, uni:! superseded by a DoD Civilian Personne.
Manual (CPM) chapter. As appropriate, the CPM will alsc prov:.ce
uniform procedures and policy guidance, including standard for-
mats and documentation/recordkeeping requirements.

2. Allowance Offer and Approval. A retention allovance of up tec
25V of basic pay may be offered to certain current employees in
order to retain their services., Except as specified in subpara-~

graph b below, the authority to approve such retention allowances

is delegated to officials who exercise personnel appointing
authority. 1In the Military Departments, this delegation is made
through the Secretary of the Department and the Service’s chain

of command to those officials vested with such appointing author-
ity (normally the head of an installation or activity). In those

Defense Agencies with independent appointing autherity, the
delegation is made through the Director of the Agency and the
Agency’s chain of command.

a. By law, a retention allovance must be approved by an
official at an organizational level higher than the individual
making the initial allowvance offer. Accordingly, officials with
delegated retention dllowance/appointing authority may designate
subordinates to make initial allowance offers, subject to their
final review and approval. All such designations must be in
vriting and be included 1n local operatinec guidance.

b. Only the Secretary or Deputy Secretary of Defense may
approve retention allowances for individuals appointed to Sched-~
"ule C posit:ons, as defined in S USC 21N3; pen-cireer pesitinns
3n the .enior Executive Servaice (including limited term and
limited emergency appointments), as defined in 5 USC 3394; and
positions paid pursuant to $ USC 5312-5317.

3. IXligibility Criteria. A current employee is eligible for a
retenzion allowance 1f the unusually high or unique qualifics-
tions of the employee or a special need for the employze’s ser-
vices make 31t essential to rezain the employee. The employee
must have completed ) year of continuous service, or if applica-~-
ble, a period of exployment established under the service agree-
ment required for the payment of a recruiting bonus or a reloca-
tion bonus, whichever occurs later, with the Department priof to
payment of a retention allowance.

2. A retcntion allowance may be paid to any current employee.

who holds a position in (1) the General Schedule (including GM
positions under the Performance Mana>neamenr n Nerrcnition Sy~-
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b. In such cases, the approving official must certify :n

writing that, absent a retention allowance, the exployee would be |

likely to leave the Federal service for employment outside the

executive, legislative, Oor judicial branch of the Federal Goverr-

ment, The documentation must include a written descriptioa of
the extent to which the employee’s departure would affect the
orqanxzatxon 5 ability to carry out an activity or perform a
mission essential function. As appropriate, the written certifi-
cation may describe such things as (1) the results of recent
efforts to attract and retain employees with similar qualifica-
tions; or (2) availability in the labor-market of candidates for
employment with the qualifications necessary to perform the full

range of duties of the position with a aminimum of training or
disruption.

4. Payment and Reduction or Termination of Ratantion Allowancas.

a. A retenticn allowance shall be paid in the same manner

and at the same time as basic pay although it shall not be con-
Sidered a part of basic pay.

L]

b. The retention allowance may be paid for as long as the
conditions warranting the allowance continue to exist. An annual
review and recertification of necessity must be made to continue
the payrment 3f the setentliorn allowiace.

€. The amount of the retention allowance may be reduced or
the allowarce terminated when it is determined that (1) a lesser
AMO.UNt, Or nu a'lowance T all, w>iuid De suflicient to retain he
erployee, (2) labor-market conditi.as have changed and recruit-
ment of employees with needed qualifications would be pessible,
(3) the need for the services of the employee have lessened, or
(4) budgetary considerations preclude payment.

S. Documentation and Recordkeeping. Approving officlals are
responsitle for ensuring that the basis for any retention allowv-
ance is fully documented. Documentation shall be readily avail-
able for review and submission upon reguest.

a. As a minimum, the following information shall be main-
tained on a fiscal year basis: (1) the number of employees
offered/accepting a retention allowvance; (2) the percentage of
salary offered/accepted in each individual case; and (3) a sum-~
mary statement assessing the effect of allowance authority on the
actavity's ability to retain quality employees in key positions.

I

il

|
|
|
|
|
i
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6. Supplazantatioa. As s matter of DoD policy, the regulation
of personnel management authorities is to be kep:t to a m:n.nux

a. The policies set forth above shall not be supplene:.ted

except as prescribed by statute or othervise authori:ed by the
provisions of this plan. 1In this regard, the Secretaries of the
Military Departments, Directors of Defense Agencies with indepen
dent appointing authority, and the OSD Director of Administratio
and Management are authorized to issue internal implementing

guidance where they (or their Assistant Secretary-level designee
determine such guidance to be essential.

b. The above provisions are not intended to restric: the
issuance of operating guidance addressing the offer or approval
of retention allowances and other internal coordinating require-

ments, consistent with the policies and delegations of authority
established by this plan.

7. . Program Oversight and Evaluation. The DASD (CPP/EO) is

responsible for the oversight and evaluation of this plan and the

execution of its policies throughout the Department. To this
end,

copies of Component implementing guidance will be furnished
to the DASD (CPP/EQ) upon issuance. Additional evaluation/over-
sSigni pioceaures wiil oe sec forth in the CPM, as appropriate.

|
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