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Introduction
This handbook contains the interim Departmental policy on recruitment, relocation, and retention incentives (see Appendix A, which will become Chapter III of DOE O 322.1 when finalized following finalization of the OPM regulations on these incentives); sample recruitment, relocation, and retention incentive plans and service agreements for each incentive; sample worksheets to assist in documenting the justification and approvals for all types of recruitment and retention incentives; and frequently asked questions regarding relocation expenses.  This handbook is intended to supplement information currently available in the following references:

1. DOE O 322.1, PAY AND LEAVE ADMINISTRATION AND HOURS OF DUTY, which is available at http://www.directives.doe.gov; the order establishes requirements and responsibilities for administering all types of  incentives, including the Departmental plan and required service agreement for repayment of student loans at Chapter I;

2. DOE G 426.1-1, RECRUITING, HIRING, AND RETAINING HIGH- QUALITY TECHNICAL STAFF, A Managers Guide to Administrative Flexibilities, which is available at http://www.ma.mbe.doe.gov/pol/adflex.pdf;  the guide briefly describes essentially all of the incentives currently available for technical and non-technical positions; and
3. DOE M 552.1-1, U. S. DEPARTMENT OF ENERGY TRAVEL MANUAL, which is available at http://www.directives.doe.gov and is pending revision; the manual establishes requirements for the payment of mandatory relocation expenses and language in vacancy announcements regarding relocation expenses.

This handbook applies to competitive and noncompetitive recruitment actions.
Sample Recruitment Incentive Plan

Background

This plan supplements Chapter III of DOE O 322.1, PAY AND LEAVE ADMINISTRATION AND HOURS OF DUTY.  It is to be used in conjunction with the applicable Incentive Determination Worksheet in this handbook to complete the documentation requirement in the order and regulations.

5 U.S.C. Section 5753 and 5 CFR Part 575, Subpart A authorizes the head of an agency or subordinate official who has been delegated the authority to pay a recruitment incentive of up to 25 percent of basic pay, i.e., with locality pay or a special salary rate, in order to fill a position that, in the absence of the incentive, would be difficult to fill with a well-qualified newly appointed employee.  DOE O 322.1A authorizes the Head of the Departmental element to approve recruitment s incentive, unless the employee who will receive the incentive will report directly to the Head of the Departmental element.  (Insert a statement if this authority has been re-delegated and to what level or position.  Approving officials must be at least a 2nd level supervisor.  Incentives for recipients who report directly to the Head of the Departmental element must be forwarded to the appropriate headquarters organization for approval.) 

An amount above 25%, up to 50% of basic pay, may be authorized by the Office of Personnel Management based on a critical need of the Department.

Rating of Record

To be eligible to receive this incentive, the employee must have a current rating of record of “fully successful” or equivalent.

Amount of the Incentive

The percentage amount of the recruitment incentive will be based on one or more of the following criteria, unless otherwise documented in a current staffing plan, e.g., workforce plan or diversity plan, with the applicable percentage based on a history of difficulty in filling a shortage category occupation.  The plan should provide a brief explanation as to the basis for the amount that is authorized.  If the amount may vary, then the following rating process should be used for each employee.
1.   Recruitment Success. The success of recent efforts to recruit candidates for similar positions, including acceptance rates, the proportion of positions filled, and the length of time required to fill similar positions.

Success Rate     
Percentage    Description

Good                     1 - 10
A few well-qualified candidates are located with 1 or 2 searches/vacancy announcements/job fairs; 1 or 2 of the candidates may turn down an offer  

Limited                11 - 17
A few well-qualified candidates are located after an

extensive search over 4-6 months; some candidates may have turned down an offer before an acceptance

Poor                     18 – 25
Only 1 or 2 well-qualified candidates are located after extensive searches over more than 6 months; some candidates may have turned down an offer before an acceptance

2. Turnover.  Recent turnover, i.e., the number and/or frequency of losses in the position, or similar position, being filled for any reason.

Number/Frequency     Percentage     

Few/Seldom
        1 - 10
     

Some/Moderate
      11 - 17

Significant/High
      18 – 25

3. Labor Market.  Labor market factors, such as location, comparative salaries, and economy in the area, affect the ability to recruit a sufficient number of well-qualified candidates.

Availability     Percentage    Description 

Good                   1 – 10
The location compares favorably with other similar locations, particularly for a large metropolitan area; candidates want a reasonable increase above their current compensation package; the local economy is expanding

Limited             11 – 17       The location is somewhat unattractive because of the high cost of living or lack of housing or conveniences; most candidates prefer non-government work because of better benefit packages; the local economy is stable 

 Poor                   18 – 25
The location is unattractive because of unavailable or the high cost of housing, services, or conveniences or because a DOE site is viewed by the public as one with the potential for exposure to hazardous materials; normally the organization must recruit outside government and candidates have significantly higher compensation packages than what can be offered with an advanced step; the local economy is not expanding or is depressed

4.
Competencies.  The value of a candidate because of the candidate’s competencies, i.e., knowledge, skills, abilities, behavior, or other special characteristics, that are required for the position. 

Value        Percentage     
Description

Limited        1 – 10          
Candidate scored very high on most ranking factors with previous experience that is directly related to the position

Moderate    11 – 17          
Candidate scored very high on most ranking factors with recent experience that is directly related to the position

High           18 – 25          
Candidate scored exceptionally high on all ranking factors because of current, directly-related experience for a unique or top managerial position

5. Critical Need.  A critical need exists because (describe)________________________
____________________________________________________________________

__________________________________________________________________________________________________________________________________________

Need
Percentage
Description
High 
25.5 – 37.5
A significant shortage exists in one of DOE’s critical occupations, as evidenced in the Department’s Strategic Workforce Plan or a report to OMB or Congress

Exceptional  38 – 50
A high priority or politically sensitive program is being established or has been criticized by Congress or GAO for being mismanaged or for lack of adequate staff

Service Period

When a recruitment incentive is authorized, the employee must sign a service agreement with a minimum period of service of 6 months and a maximum service period of 4 years.  If the employee is being relocated and relocation expenses are authorized, then the minimum service period must be at least 12 months to be consistent with the Federal Travel Regulation (FTR) service requirement at 41 CFR Chapter 302.  

The service period should be consistent with past practices.  The following sample periods are suggested for new plans or should be considered when reviewing existing ones.  

	Service Period  
	Percentage* - DOE Approved
	Percentage* – OPM Approved

	      6 months**
	   1 - 12.5%
	NA

	12 months
	13 - 25%
	25.5 – 50%

	18 months
	25.5 - 37.5%
	50.5% - 75%

	24 months
	38 - 50%
	75.5-100%

	30 months
	50.5 - 62.5%
	

	36 months
	63 - 75%
	

	42 months
	75.5 - 87.5%
	

	48 months
	88 - 100%
	


*
    Percentage is either a whole number or .5 

**
    If relocation expenses are paid, then 12 months

Payment Options
A recruitment incentive may be paid as an initial lump-sum payment at the commencement of the service period required by the service agreement in equal or variable installment payments, as a final lump-sum payment upon completion of the full service period, or in a combination of these payment methods.  A recruitment incentive may be paid in conjunction with the payment of an advanced step of the grade of the position that will be filled.  A brief explanation as to the payment option utilized should be provided on the Recruitment Incentive Determination Worksheet. 

Procedures
1. First, supervisors must complete the applicable parts, including number 4 under the “Proposed Initial Offer” section, of the attached Recruitment Incentive Determination Worksheet which serves as a written justification, i.e., documents the basis for, and the recommended amount, duration, and payment option of, the incentive based on the above criteria.

2. Once completed, the worksheet must be submitted through the servicing human resources and finance staffs and    (title)   Manager for approval.  For positions that report directly to the head of a field element, the approving official is the next level supervisor in Headquarters. 

3. Selectees must sign the attached service agreement by the first workday after entering on duty.

4. A copy of the Recruitment Incentive Determination Worksheet, which will remain with the SF-52, Request for Personnel Action, and the original service agreement will both be filed on the left side of the employee’s Official Personnel Folder (OPF).

Attachments: 
Recruitment Incentive Determination Worksheet 

Recruitment Incentive Service Agreement

Sample Relocation Incentive Plan

Background

This plan supplements Chapter III of DOE O 322.1, PAY AND LEAVE ADMINISTRATION AND HOURS OF DUTY.  It is to be used in conjunction with the applicable Incentive Determination Worksheet in this handbook to complete the documentation requirement in the order and regulations.

5 U.S.C. Section 5753 and 5 CFR Part 575, Subpart B authorizes the head of an agency or subordinate official who has been delegated the authority to pay a relocation incentive of up to 25 percent of basic pay, i.e., with locality pay or a special salary rate, in order to fill a position that, in the absence of the incentive, would be difficult to fill with a well-qualified current Federal employee.  DOE O 322.1A authorizes the Head of the Departmental element to approve relocation incentive, unless the employee who will receive the incentive will report directly to the Head of the Departmental element. (Insert a statement if this authority has been re-delegated and to what level or position.  Approving officials must be at least a 2nd level supervisor.  Incentives for recipients who report directly to the Head of the Departmental element must be forwarded to the appropriate headquarters organization for approval.)  

An amount above 25%, up to 50% of basic pay may be authorized by the Office of Personnel Management based on a critical need of the Department.

Before a relocation bonus may be paid, the employee must establish a temporary or permanent residence in the new commuting area, which must be 50 miles or more from the worksite of the position held immediately before the move.  However, the 50-mile requirement may be waived by the approving official if the employee must relocate, i.e., establish a new residence, to accept the position.

Rating of Record

To be eligible to receive this incentive, the employee must have a current rating of record of “fully successful” or equivalent.

Amount of the Incentive

The percentage amount of the relocation incentive will be based on one or more of the following criteria, unless otherwise documented in a current staffing plan, e.g., workforce plan or diversity plan, with the applicable percentage based on a history of difficulty in filling a shortage category occupation.  The plan should provide a brief explanation as to the basis for the amount that is authorized.  If the amount may vary, then the following rating process should be used for each employee or group of employees.
1. Recruitment Success.  The success of recent efforts to recruit candidates for similar positions, including acceptance rates, the proportion of positions filled, and the length of time required to fill similar positions.

Success Rate     Percentage    Description

Good                     1 - 10
A few well-qualified candidates are located with 1 or 2 searches/vacancy announcements/job fairs; 1 or 2 of the candidates may turn down an offer

Limited                11 - 17
A few well-qualified candidates are located after an extensive search over 4-6 months; some candidates may have turned down an offer before an acceptance

Poor                       18 – 25
Only 1 or 2 well-qualified candidates are located after extensive searches over more than 6 months; some candidates may have turned down an offer before an acceptance; normally, a recruitment bonus is also paid to new appointees

2. Labor Market.  Labor market factors, such as location, comparative salaries, and economy in the area, affect the ability to recruit a sufficient number of well-qualified candidates.

Availability     
Percentage    Description 

Good                    1 – 10
The location compares favorably with other similar locations, particularly for a large metropolitan area; candidates want a reasonable increase above their current compensation package; the local economy is expanding

Limited               11 – 17        The location is somewhat unattractive because of the high cost of living or lack of housing or conveniences; most candidates prefer non-government work because of better benefit packages; the local economy is stable

 Poor                    18 – 25
The location is unattractive because of unavailable or the high cost of housing, services, or conveniences or because a DOE site is viewed by the public as one with the potential for exposure to hazardous materials; normally the organization must recruit outside government and candidates have significantly higher compensation packages than what can be offered with an advanced step; the local economy is not expanding or is depressed

3.
Competencies.  The value of a candidate because of the candidate’s competencies, i.e., knowledge, skills, abilities, behavior, or other special characteristics, that are for the position. 

Value         Percentage     
Description

Limited        1 – 10          
Candidate scored very high on most ranking factors with previous experience that is directly related to the position

Moderate    11 – 17          
Candidate scored very high on most ranking factors with recent experience that is directly related to the position

High           18 – 25          
Candidate scored exceptionally high on all ranking factors because of current, directly related experience for a unique or top managerial position

4.
Critical Need.  A critical need exists because (describe)________________________
____________________________________________________________________

__________________________________________________________________________________________________________________________________________

Need
Percentage
Description
High 
25.5 – 37.5
A significant shortage exists in one of DOE’s critical occupations, as evidenced in the Department’s Strategic Workforce Plan or a report to OMB or Congress

Exceptional  38 – 50
A high priority or politically sensitive program is being established or has been criticized by Congress or GAO for being mismanaged or for lack of adequate staff

Service Period

When a relocation incentive is authorized, the employee must sign a service agreement.  Although the CFR provides a minimum service period of 6 months, the minimum period of service must be at least 12 months when travel and transportation expenses are being paid to relocate the employee in accordance with the required period of service in the Federal Travel Regulations (FTR) at 41 CFR Chapter 302.  The maximum service period is 4 years.

The service period should be consistent with past practices.  The following sample periods are suggested for new plans or should be considered when reviewing existing ones.  

	Service Period  
	Percentage* - DOE Approved
	Percentage* – OPM Approved

	12 months
	     1 - 25%
	25.5 – 50%

	24 months
	25.5 - 50%
	50.5% - 100 %

	36 months
	50.5 - 75%
	

	48 months
	75.5 - 100%
	


*
    Percentage is expressed as a whole number or .5 

Payment Options

A relocation incentive may be paid as an initial lump-sum payment at the commencement of the service period required by the service agreement in equal or variable installment payments, as a final lump-sum payment upon completion of the full service period, or in a combination of these payment methods.  It may be paid in conjunction with the payment of an advanced step of the grade of the position that will be filled.
Procedures
1. First, supervisors must complete the applicable parts, including number 6 under the “Proposed Initial Offer” section, of the attached Recruitment Incentive Determination Worksheet which serves as a written justification, i.e., documents the basis for, and the recommended amount, duration, and payment option of, the incentive based on the above criteria.

2. Once completed, the worksheet must be submitted through the servicing human resources and finance staffs and    (title)   Manager for approval.  For positions that report directly to the head of a field element, the approving official is the next level supervisor in Headquarters. 

3.
Selectees must sign the attached service agreement before entering on duty.

4.
A copy of the Recruitment Incentive Determination Worksheet, which will remain with the SF-52, Request for Personnel Action, and the original service agreement will both be filed on the left side of the employee’s Official Personnel Folder (OPF).

Attachments: 
Recruitment Incentive Determination Worksheet

Recruitment Incentive Service Agreement
Sample Retention Incentive Plan

Background

This plan supplements Chapter III of DOE O 322.1, PAY AND LEAVE ADMINISTRATION AND HOURS OF DUTY.  It is to be used in conjunction with the applicable Incentive Determination Worksheet in this handbook to complete the documentation requirement in the order and regulations.

5 U.S.C. Section 5754 and 5 CFR Part 575, Subpart C authorizes the head of an agency to pay a retention incentive of up to 25 percent of basic pay, i.e., with locality pay or a special salary rate,  to a current employee and up to 10 percent for a group of employees if:

1. an employee or group of employees possesses unusually high or unique qualifications/competencies, or a special need of the agency for the employee’s(s') services exists, that makes it essential to retain the employee(s), and 

2. the employee(s) would likely leave the Federal service in the absence of a retention incentive. 

A retention incentive may not be paid to an employee:

1. who is obtaining employment in the executive, legislative, or judicial branch of the Federal Government, whether in the same or a different agency, or 

2.
when the employee has a service agreement in effect for receipt of a recruitment and/or relocation incentive.
DOE O 322.1, PAY AND LEAVE ADMINISTRATION AND HOURS OF DUTY, authorizes the Head of the Departmental element to approve retention incentives for these amounts specified above, unless the employee who will receive the incentive will report directly to the Head of the Departmental element. (Insert a statement if this authority has been re-delegated and to what level or position.  Approving officials must be at least a 2nd level supervisor.  Incentives for recipients who report directly to the Head of the Departmental element must be forwarded to the appropriate headquarters organization for approval.)  

An amount above 25% for an employee or 10% for a group of employees, up to 50% of basic pay, may be authorized by the Office of Personnel Management based on a critical need of the Department.

Rating of Record

To be eligible to receive this incentive, the employee must have a current rating of record of “fully successful” or equivalent.

Amount of the Incentive

The percentage amount of the retention incentive will be based on one or more of the following criteria, which are guidelines for making determinations.
1.
Retention Success.  The success of the recent efforts to retain employees with qualifications/competencies held by the employee.  This criterion is intended to include the availability of higher paying positions that utilize the employee’s competencies in the labor market area that would entice the employee to leave.

Success Rate     
Percentage    Description

Good             
     1 - 10
A few competitive positions may be available

Limited
11 - 17
Some turnover has occurred within 5 years because of several employers in the labor market area that utilize the employee’s competencies

Poor                      18 – 25
Because of a very limited number of candidates in the labor market area with the competencies that the employee possesses, high turnover in the occupation has occurred within 5 years

2. Turnover.  The number and/or frequency of losses in an occupation or function attributed to retirement or accelerated closure activities.

Number/Frequency     Percentage 

Few/Seldom
        1 - 10
     

Some/Moderate
      11 - 17

Significant/High
      18 - 25

3.
Competencies.  The value of an employee or group of employees to the success of the mission of the organization during critical times, e.g., establishing a new program or closure activities, because of the employee's(s') knowledge, skills, and/or abilities, and contributions.

Value
Percentage     Description

Limited
   1 – 10          Employee’s departure would delay some of the organization’s 


  primary activities 

Moderate
 11 – 17          Employee’s departure would be disruptive

High
 18 – 25          Employee’s departure would significantly impact the


  mission of the organization

4.
Critical Need.  A critical need exists because describe)________________________
____________________________________________________________________

__________________________________________________________________________________________________________________________________________

Need
Percentage
Description
High 
25.5 – 37.5
A significant shortage exists in one of DOE’s critical occupations, as evidenced in the Department’s Strategic Workforce Plan or a report to OMB or Congress

Exceptional  38 – 50
A high priority or politically sensitive program is being established or has been criticized by Congress or GAO for being mismanaged or for lack of adequate staff

Service Period

When a retention incentive is authorized, the employee must sign a service agreement unless payments will be made in biweekly installments of equal amounts. There is no minimum or maximum period of service required.  A brief explanation regarding the length of the service period should be included on the Retention Incentive Determination worksheet. 

Payment Options
A retention incentive may be paid in installments after completion of specified service periods, e.g., biweekly, monthly, quarterly, annually, etc., or a single lump-sum payment after completion of the full service period.  A retention incentive may not be paid as an initial lump-sum payment at the start of a service period or in advance of fulfilling the required service period.

Procedures
1.
First, supervisors must complete the attached Retention Incentive Determination Worksheet which serves as a written justification, i.e., documents the basis for, and the recommended amount, duration, and payment option of, the incentive based on the above criteria.

2.
Once completed, the worksheet must be submitted through the servicing human resources and financial staffs and    (title)   Manager for approval.  For positions that report directly to the head of a field element, the approving official is the next level supervisor in Headquarters. 

3. Each approved incentive must be reviewed by supervisors at least annually to determine that it continues to be warranted and, if so, the amount of the incentive.  The retention incentive may continue as long as one or more of the above conditions still exist.  Supervisors must submit their recommendation to either continue it with the same or different amount, or stop it.  Recommendations are to be sent through the human resources and applicable financial staffs to the    (title)    Manager for approval.  The Retention Incentive Determination Worksheet may be used to document re-certifications.

4. Human resources staffs must ensure that the following language is included in the Remarks section of the SF-50:

A retention incentive is subject to review and recertification at least annually, at which time it may be reduced or terminated if warranted.

5.
A copy of the Retention Incentive Determination Worksheet, which will remain with the SF-52, Request for Personnel Action, and the original service agreement will both be filed on the left side of the employee’s Official Personnel Folder (OPF).

Attachment: Retention Incentive Determination Worksheet
Sample Recruitment Incentive Service Agreement

Introduction

This is an employment agreement between ____(employee’s name)_____ (hereinafter referred to as “you” or “your”) and the ______(Departmental element)________ (hereinafter referred to as “the employer” or Departmental element) for the purpose of  the employer committing to paying a recruitment incentive and, in return, your committing to a period of service to the employer.  This agreement must be signed by all parties prior to your being paid the incentive.

Amount of Incentive and Payment(s)
Recruitment incentives are expressed as a percentage of your basic pay (locality pay or special salary rate).  Your basic pay (will be/is) $_________________.  You are approved for a recruitment incentive at the rate of ____%.  The total amount of your incentive is $______________.  Payment(s) will be made as follows: (specify the method of payment, i.e., as a lump sum or installments or a combination of both methods, and when each payment will be made, e.g., at the beginning or ending of the service period or intervals in between, e.g., biweekly, monthly, etc.).    
Position

This agreement is in effect for your position as a ________________(Title, series, & grade)_______________.   This position has known growth potential to grade ___ as a career promotion (insert NA if not applicable).
Effective Date

The effective date will be (date of first day of the pay period on or after commencement of service in the organization). That date will be documented on your SF-50, Notice of Personnel Action.  

Period of Service

The period of service to the employer or successor organization will be for (No. of  months, years, or pay periods) (the minimum service period must be 6 months, 12 months when relocation expenses are paid, and the maximum is 4 years) beginning (date of first day in the organization or after completion of an initial period of formal training or required probationary period) and ending _______(date)_______. 
Conditions

1. You are required to maintain at least a fully successful or equivalent performance rating, an applicable security clearance (access authorization), and/or applicable professional credential, and remain in the same position or occupation for the duration of the service period.  If your performance rating falls below that level, your security clearance is revoked, you fail to maintain a professional credential that serves as a basis for the incentive, you are demoted or separated for cause, or you change positions other than for a grade level change as a career promotion, then 

a. you are entitled to retain any payment(s) previously paid that are attributable to the completed and uncompleted portions of the service period.

b. if the total amount of the payment(s) paid is less than the amount that would be attributable to the completed portion of the service period, the employer is not obligated to pay the difference.

c. if you received a payment(s) in excess of the amount that would be attributable to the completed portion of the service, you must repay the excess amount under Department of Energy’s (DOE’s) debt collection procedures.

2. The employer reserves the right to terminate this agreement early by notifying you in writing that in the event 

a. funding is no longer available.  

b. your position is subject to a management initiated action, such as a reduction in force or reassignment, but not a transfer of function or reclassification when the competencies of the position that serve as the basis for the incentive are retained, or other unforeseen management need.

c. you apply and are selected for a similar or different position in a Departmental element other than the Departmental element that entered into this agreement.  However, you will be required to complete the service period specified herein, but the gaining Departmental element is not required to assume responsibility for completing any payment(s).  

When paragraph a or b applies, the terms of this agreement will be settled as provided for in paragraph 1.  The termination of this agreement is not grievable or appealable.

3. If you are determined to be indebted to DOE, you have the right to file a request for a waiver of any indebtedness that you may have to DOE under this service agreement based on a demonstration by you that DOE’s recovery of such indebtedness, in whole or in part, would be against equity and good conscience or against the public interest.  The filing of such a waiver request shall not stay the operation of DOE’s debt collection procedures.  The request must be filed with the Human Resources Director of your current or former Departmental element that was making the payment(s). 

4. This agreement in no way constitutes a right, promise, or entitlement for continued employment and/or noncompetitive conversion to the competitive service, if applicable.

5.
In the event that applicable laws or regulations change that would result in a change(s) in the terms and conditions of this agreement, the parties hereto mutually agree that this agreement will be subject to them.  If such a change reduces the minimum-length-of-service requirement, and if existing agreements are potentially affected, the employer agrees to renegotiate the period of service section of this agreement if it deems it appropriate to do so.  Any changes other than those required by applicable laws or regulations must be mutually agreed to in writing by the parties hereto.

Certification
I hereby certify that I have read and understand the terms and conditions of this agreement.  

______________________________
____________


Employee’s Signature


         Date

______________________________
____________

       Human Resources Official

         Date

______________________________
____________

  Financial Management Official      

         Date

______________________________
____________

   Approving Management Official   

         Date

Privacy Act Notice

Title 5 United States Code section 5753(c) and Title 5 Code of Federal Regulations section 575.110 require the use of a service agreement to document employer-paid recruitment incentives.  Signing this agreement is voluntary, but failure to sign this agree​ment will preclude payment of the incentive.  It will not, however, affect your being appointed to a position offered by the Department of Energy.  The use of this agreement is by applicable management officials and supporting administrative staffs, payroll and accounting staffs, human resource staffs, and equal employment opportunity staffs to verify that this agreement is properly completed, process and make the payment, maintain appropriate documents that support the use of Government funds, ensure equitable treatment, monitor the use of the incentive as part of an oversight function of this program, and report the use as part of an annual reporting requirement to Congress.  There are no addi​tional uses that may be made of the information collected.  

The official copy of this agreement is maintained in your Official Personnel File, which is a category of record included in the OPM/GOVT-1 General Personnel Records system.  One copy of this agreement will be maintained in your payroll file, which is a category of record included in DOE-13, Payroll and Leave Records.  Other copies may be maintained in your Departmental element, such as by your supervisor and finance office, which is appropriate under the OPM/GOVT-1 records system.

Distribution:


Original: Official Personnel File


Copy: 
Employee


     

Departmental element


     

Payroll record
Sample Relocation Incentive Service Agreement

Introduction

This is an employment agreement between ____(employee’s name)_____ (hereinafter referred to as “you” or “your”) and the ______(Departmental element)________ (hereinafter referred to as “the employer” or Departmental element) for the purpose of  the employer committing to paying a relocation incentive and, in return, your committing to a period of service to the employer.  This agreement must be signed by all parties prior to your being paid the incentive.

Amount of Incentive and Payment(s)
Relocation incentives are expressed as a percentage of your basic pay (locality pay or special salary rate).  Your basic pay (will be/is)  $_________________.  You are approved for a relocation incentive at the rate of ____%.  The total amount of your incentive is $______________.  Payment(s) will be made as follows: (specify the method of payment, i.e., as a lump sum or installments or a combination of both methods, and when each payment will be made, e.g., at the beginning or ending of the service period or intervals in between, e.g., biweekly, monthly, etc.).    
Position 

This agreement is in effect for your position as a ________________(Title, series, & grade)_______________.   This position has known growth potential to grade ___ as a career promotion (insert NA if not applicable).
Effective Date

Once you have established a temporary or permanent residence in the commuting area where authorized, the effective date will be (date of first day of the pay period on or after commencement of service in the organization).  That date will be documented on your SF-50, Notice of Personnel Action. 

Period of Service

The period of service to the employer or successor organization will be for (No. of  months, years, or pay periods) (the minimum service period must be 12 months  and the maximum is 4 years) beginning (date of first day in the organization or after completion of an initial period of formal training or required probationary period) and ending  ________(date)                .  
Conditions

1.
You are required to maintain at least a fully successful or equivalent performance rating, an applicable security clearance (access authorization), and/or applicable professional credential, and remain in the same position or occupation for the duration of the service period.  If your performance rating falls below that level, your security clearance is revoked, you fail to maintain a professional credential that is required of your position, you are demoted or separated for cause, or you change positions other than for a grade level change as a career promotion, then 

a. you are entitled to retain any payment(s) previously paid that are attributable to the completed and uncompleted portions of the service period.

b. if the total amount of the payment(s) paid is less than the amount that would be attributable to the completed portion of the service period, the employer is not obligated to pay the difference.

c. if you received a payment(s) in excess of the amount that would be attributable to the completed portion of the service, you must repay the excess amount under Department of Energy’s (DOE’s) debt collection procedures.

2.
The employer reserves the right to terminate this agreement early by notifying you in writing in the event that

a. funding is no longer available.  

b. your position is subject to a management initiated action, such as a reduction in force or reassignment, but not a transfer of function or reclassification when the competencies of the position that serve as the basis for the incentive are retained, or other unforeseen management need.

c. you apply and are selected for a similar or different position in a Departmental element other than the Departmental element that entered into this agreement.  However, you will be required to complete the service period specified herein, but the gaining Departmental element is not required to assume responsibility for completing any payment(s).  

When paragraph a or b applies, the terms of this agreement will be settled as provided for in paragraph 1.  The termination of this agreement is not grievable or appealable.

3.
If you are determined to be indebted to DOE, you have the right to file a request for a waiver of any indebtedness that you may have to DOE under this service agreement based on a demonstration by you that DOE’s recovery of such indebtedness, in whole or in part, would be against equity and good conscience or against the public interest.  The filing of such a waiver request shall not stay the operation of DOE’s debt collection procedures.  The request must be filed with the Human Resources Director of your current or former Departmental element that was making the payment(s). 

4.
This agreement in no way constitutes a right, promise, or entitlement for continued employment and/or noncompetitive conversion to the competitive service, if applicable.

5.
In the event that applicable laws or regulations change that would result in a change(s) in the terms and conditions of this agreement, the parties hereto mutually agree that this agreement will be subject to them.  If such a change reduces the minimum-length-of-service requirement, and if existing agreements are potentially affected, the employer agrees to renegotiate the period of service section of this agreement if it deems it appropriate to do so.  Any changes other than those required by applicable laws or regulations must be mutually agreed to in writing by the parties hereto.

Certification
I hereby certify that I have read and understand the terms and conditions of this agreement.  
______________________________
____________


Employee’s Signature


         Date

______________________________
____________

       Human Resources Official

         Date

______________________________
____________

  Financial Management Official      

         Date

______________________________
____________

   Approving Management Official   

         Date

Privacy Act Notice

Title 5 United States Code section 5753(c) and Title 5 Code of Federal Regulations section 575.210 require the use of a service agreement to document employer-paid relocation incentives.  Signing this agreement is voluntary, but failure to sign this agree​ment will preclude payment of the incentive.  It will not, however, affect your being appointed to a position offered by the Department of Energy.  The use of this agreement is by applicable management officials and supporting administrative staffs, payroll and accounting staffs, human resource staffs, and equal employment opportunity staffs to verify that this agreement is properly completed, process and make the payment, maintain appropriate documents that support the use of Government funds, ensure equitable treatment, monitor the use of the incentive as part of an oversight function of this program, and report the use as part of an annual reporting requirement to Congress.  There are no addi​tional uses that may be made of the information collected.  

The official copy of this agreement is maintained in your Official Personnel File, which is a category of record included in the OPM/GOVT-1 General Personnel Records system.  One copy of this agreement will be maintained in your payroll file, which is a category of record included in DOE-13, Payroll and Leave Records.  Other copies may be maintained in your Departmental element, such as by your supervisor and finance office, which is appropriate under the OPM/GOVT-1 records system.

Distribution:


Original: Official Personnel File


Copy: 
Employee


     

Departmental element


     

Payroll record
Sample Retention Incentive Service Agreement
Introduction

This is an employment agreement between ____(employee’s name)_____ (hereinafter referred to as “you” or “your”) and the ______(Departmental element)________ (hereinafter referred to as “the employer” or Departmental element) for the purpose of  the employer committing to paying a retention incentive and, in return, your committing to a period of service to the employer.  This agreement must be signed by all parties prior to your being paid the incentive.

Amount of Incentive and Payment(s)
Retention incentives are expressed as a percentage of your basic pay (locality pay or special salary rate).  Your basic pay (will be/is)  $_________________.  You are approved for a retention incentive at the rate of ____%.  The total amount of your incentive is $______________.  Payment(s) will be made as follows: (specify the method of payment, i.e., as a lump sum or installments or a combination of both methods, and when each payment will be made, e.g., at the end of the service period or intervals in between, e.g., biweekly, monthly, etc.).    
Position

This agreement is in effect for your position as a ________________(Title, series, & grade)_______________.  This position has known growth potential to grade ___ as a career promotion (insert NA if not applicable).
Effective Date

The effective date will be (date of first day of the pay period on or after commencement of service in the organization). That date will be documented on your SF-50, Notice of Personnel Action.  

Period of Service

The period of service to the employer or successor organization will be for (No. of  months, years, or pay periods) (there is no minimum or maximum service period) beginning (date of first day in the organization or after completion of an initial period of formal training or required probationary period) and ending _______(date)_______. 
Conditions

1.
You are required to maintain at least a fully successful or equivalent performance rating, an applicable security clearance (access authorization), and/or applicable professional credential, and remain in the same position or occupation for the duration of the service period.  If your performance rating falls below that level, your security clearance is revoked, you fail to maintain a professional credential that serves as a basis for the incentive, you are demoted or separated for cause, or you change positions other than for a grade level change as a career promotion, then 

a. you are entitled to retain any payment(s) previously paid that are attributable to the completed and uncompleted portions of the service period.

b. if the total amount of the payment(s) paid is less than the amount that would be attributable to the completed portion of the service period, the employer is not obligated to pay the difference.

c. if you received a payment(s) in excess of the amount that would be attributable to the completed portion of the service, you must repay the excess amount under Department of Energy’s (DOE’s) debt collection procedures.

3. The employer reserves the right to terminate this agreement early by notifying you in writing that in the event 

a.
funding is no longer available.  

b.
your position is subject to a management initiated action, such as a reduction in force or reassignment, but not a transfer of function or reclassification when the competencies of the position that serve as the basis for the incentive are retained, or other unforeseen management need.

c.
you apply and are selected for a similar or different position in a Departmental element other than the Departmental element that entered into this agreement.  However, you will be required to complete the service period specified herein, but the gaining Departmental element is not required to assume responsibility for completing any payment(s).  

When paragraph a or b applies, the terms of this agreement will be settled as provided for in paragraph 1.  The termination of this agreement is not grievable or appealable.

3
If you are determined to be indebted to DOE, you have the right to file a request for a waiver of any indebtedness that you may have to DOE under this service agreement based on a demonstration by you that DOE’s recovery of such indebtedness, in whole or in part, would be against equity and good conscience or against the public interest.  The filing of such a waiver request shall not stay the operation of DOE’s debt collection procedures.  The request must be filed with the Human Resources Director of your current or former Departmental element that was making the payment(s). 

4. This agreement in no way constitutes a right, promise, or entitlement for continued employment and/or noncompetitive conversion to the competitive service, if applicable.

5.
In the event that applicable laws or regulations change that would result in a change(s) in the terms and conditions of this agreement, the parties hereto mutually agree that this agreement will be subject to them.  If such a change reduces the minimum-length-of-service requirement, and if existing agreements are potentially affected, the employer agrees to renegotiate the period of service section of this agreement if it deems it appropriate to do so.  Any changes other than those required by applicable laws or regulations must be mutually agreed to in writing by the parties hereto.

Certification
I hereby certify that I have read and understand the terms and conditions of this agreement.  
______________________________
____________


Employee’s Signature


         Date

______________________________
____________

       Human Resources Official

         Date

______________________________
____________

  Financial Management Official      

         Date

______________________________
____________

   Approving Management Official   

         Date

Privacy Act Notice

Title 5 United States Code section 5753(c) and Title 5 Code of Federal Regulations section 575.110 require the use of a service agreement to document employer-paid retention incentives when the incentive is not paid in equal installments.  Signing this agreement is voluntary, but failure to sign this agree​ment will preclude payment of the incentive.  It will not, however, affect your being appointed to a position offered by the Department of Energy.  The use of this agreement is by applicable management officials and supporting administrative staffs, payroll and accounting staffs, human resource staffs, and equal employment opportunity staffs to verify that this agreement is properly completed, process and make the payment, maintain appropriate documents that support the use of Government funds, ensure equitable treatment, monitor the use of the incentive as part of an oversight function of this program, and report the use as part of an annual reporting requirement to Congress.  There are no addi​tional uses that may be made of the information collected.  

The official copy of this agreement is maintained in your Official Personnel File, which is a category of record included in the OPM/GOVT-1 General Personnel Records system.  One copy of this agreement will be maintained in your payroll file, which is a category of record included in DOE-13, Payroll and Leave Records.  Other copies may be maintained in your Departmental element, such as by your supervisor and finance office, which is appropriate under the OPM/GOVT-1 records system.

Distribution:


Original: Official Personnel File


Copy: 
Employee


     

Departmental element


     

Payroll record
SAMPLE 

RECRUITMENT INCENTIVE DETERMINATION WORKSHEET

A. 
Background Information  (Complete the information for each item.)

1. Selectee’s name: ________________________________

2. Organization: _________________________________________________________
3.
Vacancy announcement no.: __________________

4.
Position title, series, and grade: ___________________________________________

5.   Is this position or occupational title listed in a local staffing plan as one that is eligible for a recruitment incentive? ____ yes ____ no; if yes, attached a copy of the section of the applicable staffing plan; if no, describe why this position has been difficult to fill.

6.
Number of well-qualified candidates on the selection certificate(s): _____

7.   Value of selectee’s current or former compensation (salary, commissions, ifferentials, other incentives, previous rate, benefits, etc.) that is being used to determine the value of this offer: $______________ (identify what information is used)

B.  Proposed Initial Offer (Check each incentive that is being recommended.  For descriptions of the different incentives, refer to the DOE G 426.1-1, RECRUITING, HIRING, AND RETAINING HIGH QUALITY TECHNICAL STAFF, A Manager’s Guide to Administrative Flexibilities, and the student loan repayment program can be referenced at Chapter I of DOE O 322.1, PAY AND LEAVE ADMINISTRATION AND HOURS OF DUTY, which are available in the directives system.)
    _      1.  Basic pay (step 1 of grade level of the applicable locality or special salary rate schedule): value: $___________

_____  2.  Premium pay*: 

_____
a.  Night shift differential (for all selectees):  10 %  value: $____________   

_____
b.  Sunday work (for all selectees):  25 %   value: $____________

_____
c.  Administratively uncontrollable overtime work (for Facility Representative positions  previously approved/eligible):  (10-25) %   value: $____________

_____
d.  Availability pay (for eligible law enforcement positions):  25 %   value:                            $__________

_____  3.  Advanced step*** (for new appointments or reappointments): step no.:  (2-10) value:           $____________

_____  4.  Recruitment incentive** (for new appointments) (see the recruitment incentive plan for a description of the factors and service period; rate one or more factors if the occupation and percentage is not in a local staffing plan):  (up to 25/50#) %


value: $____________ ;  service period: ___ months  performance rating:  ________



Factor




Rating



_%_
Recruitment Success


(Good, Limited, Poor)


Turnover



(Few/Seldom; Some/Moderate; Significant/High)



Labor Market



(Good, Limited, Poor)



Competencies



(Limited; Moderate; High) 


Critical Need



(High; Exceptional)

_____  5.  Physicians’ Comparability Allowance** (for Medical Officers in Occupational Health        (Medical Surveillance) positions): _____ years of service   value: $____________

_____  6.  Relocation incentive** (for current Federal employees): (see the relocation incentive plan for a description of the factors and service period; rate one or more factors if the occupation and percentage is not in a local staffing plan):   (up to 25/50*) %  

value: $_____________  service period: ___ months  performance rating:  ________



Factor




Rating



_%_
Recruitment Success


(Good, Limited, Poor)


Labor Market



(Good, Limited, Poor)



Competencies



(Limited; Moderate; High) 


Critical Need


 
(High; Exceptional)

_____  7.  Payment of travel and transportation expenses (for new appointments): value:

$___________ 

_____  8.  Repayment of student loan(s)** (for all selectees): value: $____________ per year

_____  9.  Obtain an academic degree (for all selectees):

a.  Type of degree: ____ bachelors ____ masters ____ doctorate ____ other

b.  Status: ____ full salary ____ leave/LWOP

c.  No. of years: ____




d. Value (cost of salary, travel expenses, tuition, etc.): $_________ 

_____ 10.  Waiver of dual compensation reduction (for Federal retirees): value:  
               
 $____________

_____ 11.  Payment of expenses to obtain a professional credential (for all selectees): value: $____________

Total value of basic pay (no. 1) plus incentive(s) (nos. 2-11): $____________

If more than one incentive is recommended, briefly explain why.


___________________________________

____________

Recommending Official


        
        Date

C. 
Certifications Each section should be completed by the applicable official, signed, dated, and include the official’s title. 

1. 
Review of Eligibility 
_____ The selectee is eligible for the proposed incentive(s).

_____ The selectee is not eligible for ____________________________________, so the adjusted total value of the initial offer is $_______________.

____________________________________
____________

Human Resources Official


        Date

(Title)

____________________________________
____________

Financial Staff Official


        Date

(Title)

2. 
Results of the Initial Offer 
_____ The selectee accepted the initial offer.

_____ The selectee declined the initial offer for the following reason(s):

The minimum compensation that the selectee will accept is $_____________ with the following increase(s):   

____________________________________
____________

Human Resources Official


        Date

(Title)

3. 
Approval/Disapproval
_____  The initial offer is approved.

_____  The minimum compensation that the selectee will accept is approved.

_____  The selectee is disapproved for appointment.

____________________________________
____________  

        Approving/Disapproving Official
         Date

(Title)

*     Percentage of basic pay without locality pay 

**   Requires a signed service agreement

*** Also known as advanced-in-hire rate and special qualifications appointment rate (see Special Qualifications Appointment in DOE G 426.1-1)

#     Percentage of locality pay or special salary rate; OPM must approve above 25%
SAMPLE

RETENTION INCENTIVE DETERMINATION WORKSHEET

A. 
Background Information (Complete the information for each item.)
1.  
Employee’s name: __________________________________

2.  
Position title, series, and grade: ___________________________________________
3. 
If for a group of positions, describe the function or occupational series or title of the group:
4.  
Organization: _________________________________________________________
5.  
Is this position/group of positions listed in a local staffing plan as eligible for a retention incentive? ____ yes ____ no;  if no, describe the unusually high or unique qualifications/competencies of the employee occupying the position or the special need of the organization that makes it essential to retain the employee(s) and the likelihood of the employee(s) leaving the Federal service in the absence of the incentive

B. 
Proposed Incentive (Check each incentive that is being recommended.  For descriptions of the different incentives, refer to the DOE G 426.1-1, RECRUITING, HIRING, AND RETAINING HIGH QUALITY TECHNICAL STAFF, A Manager’s Guide to Administrative Flexibilities, in the directives system.  The student loan repayment program can be referenced at Chapter II, DOE O 322.1, PAY AND LEAVE ADMINISTRATION AND HOURS OF DUTY.)
_____  1. 
Quality step increase (QSI): step no: (2-10)  value: $ (amount of the incremental increase) 

a.  
Employee’s last performance rating: ____________________

b.  
Has the employee demonstrated sustained high quality performance? ____ yes ____no

c.  
Has the employee received a QSI in the last year? ____ yes ____ no;  if yes, then not        
     eligible

_____  2.  
Retention incentive (see the retention incentive plan for evaluation criteria/factors and service period; rate one or more factors if the occupation and percentage is not in a local staffing plan):  individual: (up to 25/50%*) %;  (up to 10/50%**);  amount: $__________  service period: ___ months  performance rating:  ________


Factor




Rating
    


 _%_


Retention success


(Good, Limited, or Poor)



Turnover



(Few/Seldom; Some/Moderate; Significant/High)



Competencies



(Limited; Moderate; High)



Critical Need



(High; Exceptional)
*     Percentage of locality pay or special salary rate; OPM must approve above 50%

**   Percentage of locality pay or special salary rate; OPM must approve above 10% 

_____  3.   Physicians’ Comparability Allowance*** (for Medical Officers in Occupational Health (Medical Surveillance) positions): _____ years of service   value: $____________ 

_____  4.  
Repayment of student loan(s)***: value: $__________ per year

_____  5.  
Obtain an academic degree:

a.  Type of degree: ____ bachelors ____ masters ____ doctorate ____ other

b.  Status: ____ full salary ____ leave/LWOP

c.  No. of years: ____




d.  Value (cost of salary, travel expenses, tuition, etc.): $__________  

***   Requires a signed service agreement

____________________________________
____________

  Recommending Official


         Date

C. 
Certifications Each section should be completed by the applicable official, signed, dated, and include the official’s title. 

1. 
Review of Eligibility
_____ 
The employee is eligible for the proposed incentive

_____ 
The employee is not eligible for the proposed incentive because:

____________________________________
____________

Human Resources Official


        Date

(Title)

____________________________________
____________

Financial Staff Official


        Date

(Title)

2. 
Approval/Disapproval
_____  The proposed incentive is approved.

_____  The proposed incentive is modified as: ______________________________________________

_____  The proposed incentive is disapproved.

____________________________________
____________  

        Approving/Disapproving Official
         Date

(Title)
File:  Original: Employee’s OPF

          Copy: Organization

FREQUENTLY ASKED QUESTIONS 

REGARDING

RELOCATION EXPENSES
(Reserved, pending issuance of the updated DOE Travel Manual)

DOE O 322.1X






          APPENDIX A

XX-XX-XXXX

CHAPTER III – RECRUITMENT, RELOCATION, AND RETENTION INCENTIVES
1.
INTRODUCTION.  The following requirements, procedures, and responsibilities implement the 
interim regulations of the Office of Personnel Management (OPM), 5 CFR Part 575, as authorized by section 101(a) of the Federal Workforce Flexibilities Act of 2004 (Public Law 108-411, October 30,2004) regarding recruitment, relocation, and retention bonuses (which OPM refers to as incentives).   The intent of this chapter is to satisfy the overall, common policy requirements in the regulations, but provide sufficient flexibility for human resources staffs to design local plans for each incentive with specific criteria that apply to their serviced organizations.  This chapter does not affect the special incentive provisions available to DOE accelerated closure facilities under section 3136 of the Floyd D. Spence National Defense Authorization Act for FY2001 (Public Law 106-398, October 30, 2000).

2.
REQUIREMENTS.

a.
Employees Covered. All employees are covered, including the following special categories that OPM has previously approved, except for those identified in paragraph b below:

(1) power systems dispatchers;

(2) wage board employees of the Power Administrations whose pay is negotiated under section 9(b) of Public Law 92-392 and section 704 of Public Law 95-454; and

(3) scientific, engineering, technical, and professional employees on excepted service appointments (EJ, EK, and EN).

b. Employees Not Covered.  The following categories of employees are not covered:

(1) Presidential appointees, either with or without Senate confirmation;

(2) employees on noncareer Senior Executive Service appointments; and

(3) employees on Schedule C appointments.

c. Use of Recruitment, Relocation, or Retention Incentives.  There must be a valid business case for using an incentive based on one or more of the following factors.  An incentive is not to be used solely to supplement an employee’s salary to match or exceed a candidate’s current salary.  Decisions to utilize an incentive must be documented, including the business case for using it, and identify the recommending, concurring, and approving officials, as applicable.  Sample Incentive Determination Worksheets and service agreements (see paragraph f below) are available in the DOE Handbook on Recruitment and Retention Incentives which will satisfy the documentation requirement (the handbook is available at http://humancapital.doe.gov/pol/R&RHB.pdf).  The worksheets are to be used in conjunction with specific rating criteria in local evaluation plans, such as the samples in the handbook, which are to be used to determine the amount of the incentive and the service period.

d. Factors to be Considered.  Before authorizing an incentive, recommending and approving officials must take into consideration the following factors:
(1) whether there is a history of difficulty in filling or retaining employees in similar positions without the incentive; this factor is intended to address the lack of success in recruiting and/or retaining well-qualified candidates for similar positions, including declination rates, the length of time to fill similar positions, and turnover rates; this information can be confirmed easily if the occupation (and grade level) is identified as a shortage-category occupation in a local staffing plan, e.g., a current workforce plan and/or diversity plan, and indicates the need for the incentive; if listed as a shortage-category occupation in a staffing plan, then the plan should be referenced in the documentation for the incentive and no further justification is needed; if not listed in a staffing plan, then these conditions must be addressed in the documentation along with one or more of the following factors; 

(2) employment trends and labor-market conditions for the occupation; this factor is intended to address the impact that changes in employment and/or the lack of availability of well-qualified candidates in the local or regional area or nationwide are having on similar positions; 

(3) non-federal compensation, including benefits, paid for similar positions for external hires; this factor is intended to compare the competitiveness of Federal salaries and benefits (calculated at 25% of basic pay) against those in the private sector if attempting to hire from outside the Federal government or retain an employee who is likely to leave and is critical to the success of the organization’s mission;

(4) special or unique competencies required of the position and the extent that the candidate or employee possesses them; this factor is intended to address more than just the fact that the position may be the only one classified at the particular grade level or series, i.e., it involves significant or critical work, and to compare the value of a candidate’s or employee’s knowledge, skills, abilities, behaviors, and/or other characteristics to the position’s requirements; examples are when DOE has a significant investment in training and developing an employee for a critical occupation, e.g., as part of the Federal Technical Capability Program (FTCP) or an Acquisition Career Management Program, including the Project Management Career Program (PMCDP) or Information Technology (IT) Career Management Program. 

(5) local efforts to use non-pay authorities; this is intended to address special training and worklife programs, such as alternative work schedules and flexiplace arrangements needed to attract or retain well-qualified candidates and employees.

(6) the desirability of the duties, work, or organizational environment, or the location of the position; this is intended to address why it’s necessary to utilize a recruitment or relocation incentive to attract candidates to a site because a site is viewed by the public as one with the potential for exposure to hazardous materials or the economy of the area is unattractive, e.g., because of the high cost of housing or unavailability of suitable housing or conveniences, or to utilize a retention incentive to avoid loss to a DOE contractor or subcontractor when DOE is the main employer or one the largest ones in the area.
e.
Service Agreements.  All incentives must be documented with service agreements, except when a retention incentive is paid in biweekly installments of equal amounts (see paragraph f below).  Sample service agreements are available in the DOE Handbook on Recruitment and Retention Incentives.
(1) Service agreements must include the following information:

(a)
the name of the employee who will be receiving the incentive and the name of the organization that will be obligated to pay it;

(b)
the position title, series, and grade;

(c)
the percentage of basic pay to determine the calculations;

(d)
the effective date;

(e)
the period of service, i.e., the dates and number of months, years, or pay periods;

(f)
how payments will be made, i.e., as a lump sum at the beginning or end of the service period, in installments, or a combination of these methods; if in installments, then the frequency of the payment; 

(g)
the total amount of the incentive when it can be determined in advance, e.g., for recruitment and relocation incentives;

(h)
the conditions that must be met for payments to be made and that describe when the agreement may be terminated;

(i)
the effect of the failure to fulfill the terms of the agreement, including the Department’s and employee’s obligation, if any; and

(j)
the signatures and dates of the employee and the concurring and approving officials.

(2)
For a recruitment or relocation incentive, the minimum service period is 6 months and the maximum period is 4 years.  As a practical matter, the minimum service period for a relocation incentive should be at least 12 months to coincide with the requirements of the Federal Travel Regulations (FTR) regarding relocation agreements (note: the service agreement will satisfy the FTR requirement for an agreement if it is at least 12 months).  In the event the employee separates from DOE within the first 12-month period with a service agreement for a relocation incentive for 12 months and the employee has been in DOE at least 6 months, the remaining service period may be waived if the employee will complete the 12 months of service at another agency.

(3)
For a retention incentive, there is no minimum or maximum service period.  

(4)
When a service agreement is not used for a retention incentive, the incentive must be reviewed at least annually and a remarks entry made on the SF50 Notification of Personnel Action that the incentive is subject to review and recertification at least annually and may be reduced or terminated if warranted based on the reasons stipulated in subparagraph (5) below.  This is normally done at the time of annual pay adjustments.

(5)
A service agreement may be terminated unilaterally by an approving official or his/her successor based on the management needs of the organization, e.g., when an employee is being reassigned to a new position that does not warrant the incentive or when there are insufficient funds to continue planned incentive payments, or when the employee separates for any reason, is demoted, or fails to maintain at least a fully successful or equivalent performance rating.  
f.
Percentage of Pay.  Incentives are paid as a percentage of an employee’s basic rate of pay, which is either the applicable locality rate or special salary rate. 

(1) For recruitment and relocation incentives, the maximum percentage that may be approved by a DOE approving official is 25% per year based on the basic pay at the beginning of the service period; OPM may approve up to 50% based on a critical need of the Department.

(2) For retention incentives, the maximum percentage that may be approved by a DOE approving official is 

(a) 25% per year for an individual employee and

(b) 10% per year for a group of employees;

OPM may approve up to 50% based on a critical need of the Department.

g. Performance Rating.  Candidates and employees must have and maintain a rating of record of at least “Fully Successful” or equivalent to receive and maintain an incentive.

h.
Group Waiver.  Employees who are covered by a formal development program that has a requirement for a mobility agreement, such as the Career Intern Program, are not subject to an individual approval process for a relocation incentive when the program describes the amount of the incentive and service period.

i.
Payment Obligation.  Unless a recipient of an incentive is reassigned to another Departmental element as a management directed action, e.g., as part of a Departmental career development program or transfer of function, a gaining Departmental element is not required to assume responsibility for any payment terms of a service agreement.
3. PROCEDURES.  Human resources staffs must establish local plans that include procedures for approving and processing each type of incentive for their serviced organizations before they can be utilized.  When electronic paperless procedures are available, they must be utilized. 

4. RESPONSIBILITES.

a. Approving Officials.  Must be at least one level higher than the supervisor of the employee who will receive the incentive, except when a covered employee reports directly to the Secretary.  Heads of Departmental elements must forward recommendations to their respective headquarters organizations for positions that report directly to them.

b. Managers.  With the concurrence of their servicing human resources and finance staffs, determine the amount and period of service of an incentive.

c.
Human Resources Staffs.   

(1)
Ensure that the requirements herein are met, including establishing and maintaining lists of shortage-category occupations by title, series, and grade or by occupational title, e.g., Facility Representative, and grade.

(2)
Establish and maintain local evaluation plans for each type of incentive. 

(3)
Conduct reviews of retention incentives at least annually. 

(4)
In conjunction with local finance staffs, approve waivers of relocation incentives.

d.
Chief Human Capital Officer.  Recommends approval of amounts of incentives over 25% to OPM.

e.
Finance Staffs.  Ensure funds are available for incentives and budgets reflect projected needs based on the service periods in service agreements and retention incentives that do not involve service agreements.

e. Employees.  Fulfill the terms and conditions of their service.
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