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PERSONNEL LETTER NO. 530-3 (Rev.)                       DATE:  September 14, 2001 

SUBJECT
Recruitment/Relocation Bonuses and Retention Bonuses/Incentives for Hourly Employees

I.  PURPOSE
To describe Bonneville Power Administration (BPA) policy and procedures for using recruitment/relocation bonuses and retention bonuses/incentives for employees in hourly jobs.

II.  PURPOSE OF REVISION

To update suggested language for letters of acknowledgement or agreement with employees, amend documentation requirements for requesting retention bonuses/incentives to include (when practical) an “exit strategy” to reduce any continuing need for such payments, and to authorize use of lump-sum retention bonuses in lieu of or in addition to continuing, biweekly retention incentive payments.  This issuance supersedes Personnel Letter No. 530-3, dated December 15, 1999.  The provisions in this issuance that permit the use of lump-sum retention bonuses will take effect 30 days after the date of this issuance.

III.  REFERENCES

A.  Section 10 (b) of the Bonneville Project Act, as amended.

B.  5 CFR Part 550, Subpart K, Collection by Offset from Indebted Government Employees.

C.  5 CFR Part 752, Adverse Actions.

IV.  POLICY

A.  BPA will use recruitment/relocation bonuses and retention bonuses/incentives solely as a recruitment or staffing tool when necessary to attract or retain employees and when the criteria in this issuance are met.

B.  BPA will use the least costly bonus/incentive or combination of bonuses/incentives necessary to achieve its staffing needs.

C.  Recruitment/relocation bonuses are included as part of job offers made by BPA, or are used in subsequent discussions with candidates/applicants that occur prior to their acceptance of job offers.  Recruitment/relocation bonuses must be authorized before the employee enters on duty in the new job.  No recruitment/relocation bonuses shall be approved after entry into the new job.

D.  Recruitment/relocation bonuses and retention bonuses/incentives will be authorized without regard to religious affiliation or non-affiliation, marital status, race, color, national origin, sex, age, sexual orientation, or physical handicap.  Decisions to use these authorities will not be based upon any personal relationship, patronage, nepotism, or other non-merit factor.

V.  RELATIONSHIP TO BONUSES AND ALLOWANCES FOR ANNUAL EMPLOYEES

The use of recruitment/relocation bonuses and retention bonuses/incentives for employees in hourly jobs at BPA is not related in any manner to the use of similar payments for employees in annual positions.  Such payments for employees in annual positions are governed by Title 5 and implementing regulations issued by the Office of Personnel Management.  Such payments for employees in hourly jobs are based solely on the authority granted to the Administrator, in BPA’s organic legislation, to compensate hourly employees.

VI.  RESPONSIBILITIES AND AUTHORITIES

A.  The Senior Vice President for the Transmission Business Line:

1.  Approves recruitment/relocation bonuses and retention bonuses/incentives in situations that are not delegated to other managers (i.e., payments in excess of 25 percent of basic pay, not to exceed 40 percent of basic pay).

2.  Review and concur in all requests to the Manager, Financial Operations to waive repayment of recruitment/relocation bonuses for situations in which waiver is not automatic under the provisions of this Personnel Letter, and for situations not delegated to Vice Presidents.

3.  Coordinates an annual review of existing:  (a) occupation-specific determinations for recruitment/relocation bonuses; and (b) retention bonuses/incentives.

4.  Issues an annual report that identifies the use of the authorities described in this Personnel Letter and evaluates the effectiveness of the use of such authorities.

B.  Vice Presidents:

1.  Approve recruitment/relocation bonuses and retention bonuses/incentives up to 25 percent of basic pay, as well as termination of retention bonuses/incentives.

2.  Waive repayment of recruitment/relocation bonuses for employees whose subsequent relocation to another duty station is determined to be in BPA’s best interests.

3.  Review and concur in all requests for recruitment/relocation bonuses and retention bonuses/incentives for which the Senior Vice President’s approval is required.

4.  Review and concur in all requests to the Manager, Financial Operations to waive repayment of recruitment/relocation bonuses for situations in which waiver is not automatic under the provisions of this Personnel Letter and for situations not delegated to Vice Presidents.

C.  Managers and Selecting Officials:

1.  Recommend recruitment/relocation bonuses and retention bonuses/incentives for prospective and current employees in accordance with the criteria described in this Personnel Letter.

2.  Prepare written justifications of recruitment/relocation bonuses and retention bonuses/incentives.

3.  Recommend termination or adjustment of retention bonuses/incentives in accordance with the criteria described in this Personnel Letter.

D.  Manager, Personnel Services:

1.  Through Personnel Services staff, provides advice and assistance to managers on appropriate use of recruitment/relocation bonuses and retention bonuses/incentives.

2. Processes pertinent personnel actions.

3.  Extends employment offers to prospective employees, including any approved recruitment/relocation bonus.

4.  Maintains records of all service agreements and employee acknowledgements, determinations regarding recruitment/relocation bonuses and retention bonuses/incentives, and waivers of repayment of recruitment/relocation bonuses.

E.  Manager, Human Resources/Diversity/EEO, develops and issues policy governing the use of recruitment/relocation bonuses and retention bonuses/incentives for hourly employees.

F. Labor Relations Officer provides advice and assistance to managers on appropriate use of recruitment/relocation bonuses and retention bonuses/incentives, and conducts any needed discussions with the bargaining unit.

G. Manager, Financial Operations, reviews and approves/disapproves all requests to waive repayment of recruitment/relocation bonuses for situations in which waiver is not automatic under the provisions of this Personnel Letter and for situations that are not delegated to Vice Presidents. 

VII.  DEFINITIONS

A.  Commuting area means the geographic area that normally is considered one area for employment purposes.  It includes any population center (or two or more neighboring ones) and the surrounding localities where people live and reasonably can be expected to travel back and forth daily to work.

B.  Involuntary termination or separation means a separation initiated by BPA against the employee’s will and without his or her consent for reasons other than cause on charges of misconduct or delinquency.  It includes a separation resulting from the employee’s actual inability to do the work following genuine efforts to do so.  It does not include a separation under part 752 procedures of the Code of Federal Regulations or an equivalent procedure for reasons that involve culpable wrongdoing on the part of the employee.  In addition, when an employee is separated because he or she declines to accept assignment outside the commuting area, the separation is involuntary if the employee is not subject to the provisions of a written mobility agreement.

C.  Newly appointed means the first appointment, regardless of tenure, as a Federal employee.  It also means an appointment following a break in service of at least 90 days from the candidate’s last period of Federal employment other than:  Employment under the Student Educational Employment Program; or employment under a temporary appointment that is provisional in accordance with Part 316 procedures of the Code of Federal Regulations if the new appointment is permanent and immediately follows the provisional appointment.

D.  Rate of basic pay means the rate of pay negotiated with the bargaining unit for an employee’s position of record, exclusive of any premiums or penalties.

VIII.  RECRUITMENT BONUSES

A.  Type and Amount of Payment.  A recruitment bonus is a one-time payment that is paid to a newly appointed employee.  The amount is calculated as a percentage of the rate of basic pay and may not exceed 25 percent of the rate of basic pay for the job to which the candidate is appointed.  In rare circumstances, the Senior Vice President may authorize a higher amount, not to exceed 40 percent of the rate of basic pay.  The amount paid is not considered part of an employee’s rate of basic pay for any purpose.  The amount must be expressed in a whole percentage (e.g., 10 percent, 15 percent, etc) and is based on the annualized rate of basic pay rounded to the nearest whole-dollar amount (e.g., $27.00 per hour X 2087 hours X 15 percent = $8,452).

B.  A decision to pay a recruitment bonus may be either job-specific (for an anticipated incumbent) or occupation-specific.  Occupation-specific determinations must specify the job title(s) and indicate whether it is limited to a specific duty station or duty stations.

C.  Type of Appointment.  A recruitment bonus may be paid in connection with a permanent appointment, a term appointment, or a temporary appointment of 120 days or more.

D.  Criteria and Documentation.  A recruitment bonus may be paid only when the following criteria and rules are met:

1.  There must be a written determination, approved by the appropriate Vice President, that in the absence of a bonus, BPA would encounter difficulty in filling the job(s).  The determination will be forwarded to Personnel Services, which will process needed actions and maintain a central file of such determinations for 3 years.  “Difficulty in filling a job” can be documented by addressing the success of recent efforts to recruit candidates for similar jobs, recent turnover in similar jobs, labor market factors that might impact BPA’s ability to recruit candidates for similar jobs in the future, unusual working conditions, and/or special qualifications needed for such a job (or jobs).

2.  Occupation-specific written determinations may be made or revised at any time.  However, existing determinations must be reviewed and then cancelled, reaffirmed, or adjusted on at least an annual basis near the start of the calendar year unless the most recent determination was made within the preceding 90 days.  All such reviewed determinations must be approved by the Vice President and forwarded to Personnel Services for filing and any required processing.

E.  A recruitment bonus cannot be paid to a newly appointed employee unless the written determination of need has been made before the employee actually enters on duty into job for which the recruitment bonus is to be paid (see paragraph IV.C. also).

F.  Amount of Bonus.  The amount of the bonus shall be the amount determined necessary in order to successfully attract the applicant(s).  Hence, consideration of the amount is based on the factors listed above in determining the need for the bonus.  As a result, the amount may differ for two employees, regardless of whether the need for the bonus was job-specific or occupation-specific.

G.  Service Agreements.  Before a recruitment bonus can be paid, the recipient must sign a written service agreement (see sample agreement in Appendix A) to complete a specified period of employment with BPA.  In addition, the service agreement may tie the period of employment to service at a designated duty station.  A copy of the service agreement must be sent to Personnel Services, which will retain it for 3 years.

1.  Duration.  The period of service in connection with a recruitment bonus for a temporary appointee shall be the expected duration of the temporary appointment.  For term and permanent appointments, the minimum period of service shall be 1 year and the maximum period of service shall be 3 years.  The specific period of service for any particular employee shall be determined independently for each employee, taking into account the amount of the bonus, the employee’s duty station, and the factors addressed above in determining the need to offer the bonus.  Hence, the period of service may differ for two employees, regardless of whether the need for the bonus was job-specific or occupation-specific.

2.  Repayment of the Bonus.  An employee who fails to complete the period of service specified in the service agreement shall be indebted to BPA and shall repay the bonus on a pro-rata basis under established procedures governed by 5 Code of Federal Regulations, Part 550, Subpart K.  The amount to be repaid shall be determined by providing credit for each full month of employment completed by the employee under the service agreement.  Repayment will not be required for an employee whose service is not completed as a result of an involuntary termination or separation (see paragraph VII.B.).  If the service agreement requires employment at a designated duty station, repayment will not be required for an employee whose subsequent relocation to another duty station is determined by a 

Vice President to be in BPA’s best interests; such determinations must be in writing, with a copy sent to Personnel Services.  The Manager, Financial Operations, may waive repayment in other cases if recovery is determined to not be in BPA’s best interests; such determinations must be in writing, with a copy sent to Personnel Services.

IX.  RELOCATION BONUSES

A.  Type and Amount of Payment.  A relocation bonus is a one-time payment that is paid to an existing appointee in the Federal service who must relocate to accept a job in a different commuting area, or whose duty station is changed permanently or temporarily to a different commuting area.  Hence, it may be paid to either a current BPA employee or to a Federal employee outside of BPA.  The employee must relocate without a break in service.  The amount is calculated as a percentage of the rate of basic pay and may not exceed 25 percent of the rate of basic pay for the job to which the candidate is appointed.  In rare circumstances, the Senior Vice President may authorize a higher amount, not to exceed 40 percent of the rate of basic pay.  The amount paid is not considered part of an employee’s basic rate of pay for any purpose.  The amount must be expressed in a whole percentage (e.g., 10 percent, 15 percent, etc) and is based on the annualized rate of basic pay rounded to the nearest whole-dollar amount (e.g., $27.00 per hour X 2087 hours X 15 percent = $8,452).

B.  A decision to pay a relocation bonus may be either job-specific (for an anticipated incumbent for a specific position) or occupation-specific.  

Occupation-specific determinations must specify the exact job title(s) and indicate whether it is limited to a specific duty station or duty stations.

C.  Type of Appointment and Conditions for Payment.

1.  A relocation bonus may be paid only to an employee who is already serving under an appointment and is assigned to a new job or duty station in a different commuting area without a break in service.  The employee must establish a residence in the new commuting area before a relocation bonus may be paid.

2.  A relocation bonus may be paid to an employee during a period of employment established under a service agreement required for payment of a recruitment bonus, provided that a new service agreement is established (see below).  Such agreement must provide for a minimum period of service that will end substantially beyond the ending date associated with the service agreement established for the recruitment bonus.

D.  Criteria and Documentation.  A relocation bonus may be paid only when the following criteria and rules are met:

1.  There must be a written determination, approved by the appropriate Vice President, that in the absence of a bonus, BPA would encounter difficulty in filling the job(s).  The determination will be forwarded to Personnel Services, which will process needed actions and maintain a central file of such determinations for 3 years.  “Difficulty in filling a job” can be documented by addressing the success of recent efforts to recruit candidates for similar jobs, recent turnover in similar jobs, labor market factors that might impact BPA’s ability to recruit candidates for similar jobs in the future, unusual working conditions, and/or special qualifications needed for such a job (or jobs).

2.  Occupation-specific written determinations may be made or revised at any time.  However, existing determinations must be reviewed and then be cancelled, reaffirmed, or adjusted on at least an annual basis near the start of the calendar year unless the most recent determination was made within the preceding 90 days.  All such reviewed determinations must be approved by the Vice President and forwarded to Personnel Services for filing and any required processing.

E.  A relocation bonus cannot be paid to an employee unless the written determination of need has been made before the employee actually enters on duty in the job to which he or she was relocated (see paragraph IV.C. also).

F.  Amount of Bonus.  The amount of the bonus shall be the amount determined necessary in order to successfully attract the applicant(s).  Hence, consideration of the amount is based on the factors listed above in determining the need for the bonus.  As a result, the amount may differ for two employees, regardless of whether the need for the bonus was job-specific or occupation-specific.

G.  Service Agreements.  Before a relocation bonus can be paid, the recipient must sign a written service agreement (see sample agreement in Appendix B) to complete a specified period of employment with BPA at the new duty station.  A copy of the service agreement must be sent to Personnel Services, which will retain it for 3 years.

1.  Duration.  The minimum period of service shall be 1 year and the maximum period of service shall be 3 years.  (However, in the case of a temporary reassignment of less than 1 year, the period of service shall be equivalent to the duration of the expected assignment.)  The specific period of service for any particular employee shall be determined independently for each employee, taking into account the amount of the bonus, the employee’s duty station, and the factors addressed above in determining the need to offer the bonus.  Hence, the period of service may differ for two employees, regardless of whether the need for the bonus was job-specific or 

occupation-specific.

2.  Repayment of the Bonus.  An employee who fails to complete the period of service specified in the service agreement at the new duty station shall be indebted to BPA and shall repay the bonus on a pro-rata basis under established procedures governed by 5 Code of Federal Regulations, Part 550, Subpart K.  The amount to be repaid shall be determined by providing credit for each full month of employment completed by the employee under the service agreement.  Repayment will not be required for an employee whose service is not completed as a result of an involuntary termination or separation (see paragraph VII.B.).  Repayment will not be required for an employee whose subsequent relocation to another duty station is determined by a 

Vice President to be in BPA’s best interests; such determinations must be in writing, with a copy sent to Personnel Services.  The Manager, Financial Operations, may waive repayment in other cases if recovery is determined to not be in BPA’s best interests; such determinations must be in writing, with a copy sent to Personnel Services.

X.  RETENTION BONUSES/INCENTIVES

A.  Limitations on Amount of Payment.  The amount of a retention bonus/incentive is calculated as a percentage of the rate of basic pay and may not exceed 25 percent of the rate of basic pay for the job to which the candidate is appointed.  In rare circumstances, the Senior Vice President may authorize a higher amount, not to exceed 40 percent of the rate of basic pay.  A retention bonus/incentive is paid at an hourly rate for each hour during which the employee receives base pay.  However, it is not considered part of an employee’s rate of basic pay for any purpose.  The amount must be expressed in a whole percentage (e.g., 10 percent, 15 percent, etc.), is based on the hourly rate of basic pay rather than an annualized rate, and is rounded to the nearest cent (e.g., $27.00 per hour X 15 percent = $4.05 per hour).  For purposes of calculating the amount of the retention bonus/incentive, it is based on the rate of basic pay established for the employee’s permanent position of record.  Hence, the amount does not change when an employee is temporarily upgraded on time and attendance records to a higher rate of basic pay.

B.  Method of Payment

1.  Retention payments may be paid either as a continuing payment or as a lump-sum (bonus) payment as noted below.  In addition, a recipient may be paid retention payments that consist of both a continuing payment and a lump-sum (bonus) payment.  The decision as to which of these three approaches is used is based on an assessment of the likelihood of successfully retaining the employee for the amount of time the employee is needed by BPA.  Hence, the determination may differ for two employees regardless of their circumstances. 

2.  Continuing Payment.  A continuing payment is referred to as a retention incentive and is paid biweekly in the same manner and at the same time as base pay and is contingent on the recipient’s continued service in his or her current job at his or her current duty station (see exception regarding duty station in paragraph X.E.1.).  

3.  Lump-Sum Payment.  A lump-sum payment is referred to as a retention bonus and is a one-time payment that is processed and paid following the end of a designated retention period.  

a.  The minimum designated retention period is four pay periods.  The maximum designated retention period is 26 pay periods.  If retention of the employee beyond 26 pay periods is needed by means of another lump-sum payment incentive, a new determination with accompanying documentation is required.

b.  Payment is contingent on the employee’s continued service in his or her current job at his or her current duty station for the entire designated retention period.  (See exception regarding duty station in paragraph X.E.1. and see exceptions in the next two paragraphs for pro-rata payments.)

c.  If the employee is either moved out of his or her job at his or her duty station as a result of management action, or if BPA chooses to terminate the retention payment, prior to the end of the designated retention period, the employee is entitled to receive a pro-rated payment for the amount of time served during the designated retention period.

d.  BPA has the sole discretion to provide a pro-rated payment in hardship situations in which the employee would be unable to remain in his or her job for the entire designated retention period.  An example of a hardship that management could consider would be an on-the-job or off-the-job injury or illness that would render the employee unable to perform the essential duties of his or her job, as evidenced by medical documentation. 

C.  A decision to pay a retention bonus/incentive may be either job-specific (for an incumbent employee) or occupation-specific.  Occupation-specific determinations must specify the exact job title(s) and indicate whether it is limited to a specific duty station or duty stations.

D.  Type of Appointment and Other Conditions for Payment.  A retention bonus/incentive may be paid only to an employee who is already serving under an appointment.  A retention bonus/incentive may be paid to an employee during a period of employment established under any service agreement required for payment of either a recruitment or relocation bonus.  (Similarly, after a retention bonus/incentive payment has commenced, a relocation bonus may be paid without affecting the payment of the retention bonus/incentive.)

E.  Change in Position.  If an employee who is receiving a retention bonus/incentive is assigned officially (i.e., documented on a SF-50) to another position, the retention bonus/incentive might be eliminated, continued, or revised as follows:  

1.  If the new position is covered by an occupation-specific determination with a percentage amount that is equal to that received in the previous position, and the method of payment (see Section X.B.) is identical to that established for the previous position, no action is necessary and the employee will continue to receive the retention bonus/incentive.  

2.  If the new position is covered by an occupation-specific determination but the percentage amount is different from that received in the previous position, the new amount applies and a SF-50 must be processed to document the new amount.  

3.  If the new position is covered by an occupation-specific determination but the method of payment (see Section X.B.) is different from that established for the previous position, a new determination must be processed.  

4.  If the new position is not covered by an occupation-specific determination, the retention bonus/incentive is discontinued unless a new job-specific determination is approved by the appropriate Vice President.    
F.  Criteria and Documentation.  A retention bonus/incentive may be paid only when the following criteria and rules are met:

1.  There must be a determination that the job(s) is (are) of critical importance to BPA’s operations and at least one of the following criteria is met:

a.  The employee(s) is (are) likely to leave BPA’s employment in the absence of such payment(s) and there is a special need to retain the services of the employee(s) because of the severe difficulty expected in filling the job(s).

b.  The employee(s) is (are) likely to leave BPA’s employment in the absence of such payment and there is a special need to retain the services of the employee(s) until a replacement(s) can be selected.

c.  The employee(s) is (are) likely to leave BPA’s employment in the absence of such payment and there is a special need to retain the services of the employee(s) until the employee(s) selected replacement(s) has (have) been trained to adequately assume the duties of the job(s).

d.  The employee(s) is (are) likely to move to a different job(s) at a different duty station(s), or move to a job(s) in a different occupation at the same duty station(s), and there is a special need to retain the services of the employee(s) because of the severe difficulty expected in filling the job(s) at the existing duty station(s).

(Note:  As used above, “severe difficulty” can be documented by addressing the success of recent efforts to recruit candidates for similar jobs, recent turnover in similar jobs, labor market factors that might impact BPA’s ability to recruit candidates for jobs in the future, and/or special qualifications needed for such a job [or jobs]).

2.  Employee Agreement to Voluntarily Separate.  If the justification for the retention bonus/incentive is to retain the employee’s services until a replacement can be selected (paragraph X.F.1.b.), or until the employee’s selected replacement has been trained to adequately assume the employee’s duties (paragraph X.F.1.c.), the recipient must sign a binding agreement to voluntarily separate within a timeframe to be designated in the agreement.  The agreement (see required agreement language in Appendix C) must be signed before the retention bonus/incentive can be paid and a copy must be sent to Personnel Services, which will retain it for a period of 3 years in a central file.  Assistance in writing the agreement should be obtained from Personnel Services’ staff.  Management retains the flexibility to release the employee from the agreement at any time.

3.  If the reason for the retention bonus/incentive falls under paragraphs X.F.1.a. or X.F.1.d., the written request must address, if practical, an exit strategy.  Specifically, the request must address the steps that the organization is taking or plans to take to reduce BPA’s vulnerability if a recipient subsequently decided to leave employment with BPA.  Organizations are responsible for recruiting and/or training sufficient replacement talent to ensure that BPA’s critical skill and competency needs in the job are met.  Accordingly, the goal is to reduce such BPA vulnerability and, therefore, eliminate any need to pay the bonus/incentive for an extended period.  If an exit strategy is not deemed practical, the reasons attendant thereto must be described in the request.  

4.  The determination must be in writing and approved by the 

Vice President.  The determination will be forwarded to Personnel Services, which will process needed actions and maintain a central file of such determinations for 3 years after the recipient is no longer receiving any payments as a result of the determination.

a. If the method of payment is a continuing, biweekly payment, Personnel Services will process the action promptly, with an effective date of the first day of the first pay period on or after the date of the approved determination and signed employee acknowledgement.  

b. If the method of payment is a lump-sum payment, the approved determination and signed employee acknowledgement are initially retained by the business line; they are subsequently sent to Personnel Services after the service conditions for payment have been satisfied (see section X.B.3.) and must include or be supplemented with an accurate statement of the period of service (starting and ending dates) upon which the payment is based.  Upon receipt, Personnel Services will process the action promptly.  

c. If a combination of payment methods is used, Personnel Services will process the continuing, biweekly payment action promptly, with an effective date of the first day of the first pay period on or after the date of the approved determination and the signed employee acknowledgement.  The business line will retain a copy of the approved determination (and signed employee acknowledgement).  Upon completion of the service conditions for payment of the lump sum (see section X.B.3.), the business line will forward such documentation, along with an accurate statement of the period of service (starting and ending dates) upon which the payment is based, to Personnel Services, which will process the action promptly. 

5.  Determinations to pay retention bonuses/incentives must be reviewed and then cancelled, reaffirmed, or adjusted on at least an annual basis near the start of the calendar year unless the most recent determination was made within the preceding 90 days.  All such reviewed determinations must be approved by the Vice President and forwarded to Personnel Services for filing and any required processing.  A retention bonus/incentive may be terminated at any time with the documented approval of the Vice President, which is then forwarded to Personnel Services for processing and filing and any required processing.

G.  Amount of Retention Bonus/Incentive.  The amount of the payment shall be the amount determined necessary in order to successfully retain the employee for the reason(s) cited in the written determination to approve the payment.  Hence, consideration of the amount is based on the factors listed above in determining the need for the payment.  As a result, the amount may differ for two employees, regardless of whether the need for the bonus/incentive was job-specific or occupation-specific.

H.  Employee Acknowledgement
1.  Each recipient of a retention bonus/incentive must sign a statement acknowledging eligibility for and the amount of the incentive, as well as the conditions governing its payment as follows:

a.  If the payment is in the form of a continuing, biweekly payment, the statement contains the recipient’s acknowledgement that payment is conditional on the employee remaining in his or her current job at his or her current duty station (see sample acknowledgement in Appendix D).

b.  If the payment is in the form of a lump-sum bonus at the end of a designated retention period, the statement contains the employee’s acknowledgement that payment is conditional on the employee remaining in his or her job at his or her current duty station for the entire length of the designated retention period, subject to the exceptions noted in section X.B.3.  (See sample acknowledgement in Appendix E).

c.  If the incentive is a combination of a continuing, biweekly payment and a lump-sum bonus, the statement contains the employee’s acknowledgement that payment is conditional on the employee remaining in his or her job at his or her current duty station.  It also contains the recipient’s acknowledgement that part of the payment is conditional on the employee remaining for the entire length of the designated retention period, subject to the exceptions noted in section X.B.3.  (See sample acknowledgement in Appendix F).

2.  A copy of each signed acknowledgement must be sent to Personnel Services, which will retain it for 3 years after the recipient is no longer receiving any payments as a result of the approved determination.

XI.  PERSONNEL ACTION PROCESSING

The payment of a recruitment/relocation bonus or a retention bonus/incentive under this Personnel Letter shall be effected by means of processing a personnel action.  The authority for the actions to be documented on the SF-50 is “Section 10 b of the Bonneville Project Act, as amended.”  The Nature of Action and the Nature of Action Codes (NOAC) to be used are as follows:

	Nature of Action
	NOAC

	Recruitment Bonus
	915

	Relocation Bonus
	916

	Retention Incentive
	910

	Retention Bonus
	914


Nature of Action Code (NOAC) 910 is used when the method of payment is a continuing, biweekly payment.  NOAC 914 is used when the method of payment is a lump-sum bonus.  When a lump-sum bonus is used, the remarks section of the SF-50 will include a statement indicating the period of service (starting and ending dates) upon which the payment is to be based.  All other SF-50 information requirements are identical to those used to process similar actions until Title 5 for annual employees.

XII.  PROGRAM EVALUATION

Use of the authorities in this Personnel Letter shall be reviewed annually.  The Senior Vice President for the Transmission Business Line shall be responsible for issuing a report prior to April 1 each year to the Chief Operating Officer.  The report shall contain statistical information regarding the extent to which each authority has been used, the amounts paid, and demographic information such as information on craft/title, duty station, and race and gender.  In addition, the report shall evaluate the extent to which the authorities have alleviated recruitment and retention problems and also identify any operational problems encountered in administering the provisions of this Personnel Letter.

Note:  BPA employees in receipt of a retention bonus/incentive who decide to leave BPA for reasons other than retirement are to be offered, in writing, an opportunity to participate in an exit interview in accordance with Personnel Letter No. 250-1.  If an exit interview occurs, the role that the retention bonus/incentive played in the employee’s decision to leave BPA should be explored.

Godfrey C. Beckett

Manager, Human Resources, Diversity and EEO 

6 Attachments:

Appendix A:  Sample Service Agreement for Recruitment Bonus

Appendix B:  Sample Service Agreement for Relocation Bonus

Appendix C:  Agreement to Voluntarily Separate

Appendix D:  Sample Acknowledgement of Conditions for Retention Incentive


(Continuing Payment)

Appendix E:  Sample Acknowledgement of Conditions for Retention Bonus

Appendix F:  Sample Acknowledgement of Conditions for Retention Payments


(Combination of Continuing and Lump-Sum Payments)

Appendix A

SAMPLE SERVICE AGREEMENT FOR 

RECRUITMENT BONUS

1.
I AGREE that, by accepting this recruitment bonus of (   fill in amount in percentage terms   ) of my rate of basic pay, I will serve at least (   fill in amount of time   ) for the Bonneville Power Administration from the effective date of this personnel action.  In addition, I agree to perform such service at (   add duty station if this sentence is applicable   ).

2.
I AGREE to repay this recruitment bonus, in accordance with the formula in Personnel Letter No. 530-3, if I do not fulfill the terms of this service agreement, unless a waiver is granted under the provisions of that issuance, a copy of which has been provided to me.


Employee:  





Date:  



Appendix B
SAMPLE SERVICE AGREEMENT FOR

RELOCATION BONUS

1.
I AGREE that, by accepting this relocation bonus of (   fill in amount in percentage terms   ) of my rate of basic pay, I will serve at least (   fill in amount of time   ) for the Bonneville Power Administration from the effective date of this personnel action at (   fill in duty station   ).

2.
I AGREE to repay this relocation bonus, in accordance with the formula in Personnel Letter No. 530-3, if I do not fulfill the terms of this service agreement, unless a waiver is granted under the provisions of that issuance, a copy of which has been provided to me.


Employee:  





Date:  



Appendix C

Employee Agreement to Voluntarily Separate/Retire

(Note:  This agreement must be used in situations in which an employee is to be given a retention bonus/incentive for the purpose of retaining the employee’s services until a replacement can be selected, or until a replacement can be selected and trained to adequately assume the employee’s duties.)
I, (employee’s name), am employed by BPA as a (job title) at (duty station).  I have notified (fill in supervisor’s name) that I intend to (separate/retire) on (employee’s original planned date of separation/retirement).  I understand that BPA will commence efforts to fill my current position.  BPA is offering me a retention (fill in “bonus” or “incentive”) to delay my (separation/retirement) until BPA can (fill in either “select my replacement” or “select and train my replacement”).  I now intend to (separate/retire) on (fill in the employee’s new separation/retirement date, which should coincide with the planned ending date of a retention bonus/incentive payment).  I understand that if I change my mind and wish to revoke my intent to (separate/retire) on (fill in employee’s new separation/retirement date used above), I need to inform (supervisor’s name) of my change in plans prior to the date that management makes a written offer of employment to the person hired or selected to fill my current position.  I understand that if I wish to revoke my decision to (separate/retire) after the date management has made such an offer of employment to my replacement, BPA is not obligated to honor my request to revoke my decision and management has the discretion to effect my (separation/retirement) on (fill in employee’s new separation/retirement date used above).


Employee:  





Date:  



Appendix D

SAMPLE ACKNOLWEDGEMENT OF CONDITIONS 

FOR RETENTION INCENTIVE (CONTINUING PAYMENT)

(Note:  Use this only if the form of the  payment is biweekly, continuing payments.)

I understand that payment of a retention incentive in the amount of (   fill in amount in percentage terms   ) of my hourly rate of basic pay on a biweekly basis is contingent on my continued service in my current job ( fill in job title ) at (   fill in duty station   ).  Also, I understand that management may terminate the incentive payment at any time.  Finally, I understand that continued payment of the incentive is subject to at least an annual review at which time it may be cancelled, reaffirmed, or adjusted.


Employee:  





Date:  



Appendix E

SAMPLE ACKNOWLEDGEMENT OF CONDITIONS 

FOR RETENTION BONUS

(Note:  Use this only if the form of the payment is a lump-sum payment at the end of a designated period.)

I understand that:

1. BPA has decided to pay me a retention bonus in the amount of ( fill in amount in percentage terms   ) of my hourly rate of basic pay for each hour during which I receive my basic rate of pay for the period noted below.

2. The payment will be made as a one-time lump-sum amount covering the period between ( fill in starting date ) and ( fill in ending date ).

3. Except as noted below, BPA is obligated to pay this bonus only if I remain employed by BPA in my current job of ( fill in job title ) at ( fill in duty station  ) through ( fill in same ending date as above ).  

4. If I am moved out of my job at my current duty station as a result of management action, or if BPA chooses to terminate the retention bonus, prior to ( fill in same ending date as above ), I will receive a pro-rated lump-sum bonus, the amount of which is equal to the amount of time served in my current job at my current duty station during the period noted in item no. 2 above. 

5. Management has sole discretion to apply the provisions for pro-rata payment described in item no. 4 above in hardship situations in which I would be unable to remain in my current job at my current duty station for the entire period specified in item no. 2 above (e.g., medically documented on-the-job or off-the-job injury or illness that would render me unable to perform the essential duties of my job).

6. BPA may terminate the incentive bonus at any time.  Continued payment of the bonus is subject to at least an annual review at which time it may be cancelled, reaffirmed, or adjusted.


Employee:  





Date:  



Appendix F

SAMPLE ACKNOWLEDGEMENT OF CONDITIONS 

FOR RETENTION PAYMENTS (COMBINATION OF 

CONTINUING AND LUMP-SUM PAYMENTS)

(Note:  Use this only if the form of the payment is a combination of biweekly, continuing payments and a lump-sum payment at the end of a designated period.)

I understand that:

1. BPA has decided to provide me with retention payments in the amount of ( fill in amount in percentage terms   ) of my hourly rate of basic pay for each hour during which I receive my basic rate of pay as described below.

2. The retention payments will be paid to me in two forms:  (a) a portion will be paid in the form of biweekly, continuing payments; and (b) a portion will be paid as a lump-sum amount at the end of the period designated further below.

BIWEEKLY, CONTINUING PAYMENT:

3. I will be paid a retention incentive of (fill in amount in percentage terms) of my hourly rate of basic pay on a biweekly basis for each hour during a pay period in which I receive my basic rate of pay.

4. This payment is contingent on my continued service in my current job of ( fill in job title ) at (   fill in duty station   ).  
5. Management may terminate the incentive payment at any time.  

6. Continued payment of the incentive is subject to at least an annual review at which time it may be cancelled, reaffirmed, or adjusted.

LUMP-SUM PAYMENT:

7. The lump-sum payment will equal (fill in amount in percentage terms) of my hourly rate of basic pay for each hour in which I receive my basic rate of pay between the period starting ( fill in starting date ) and ending ( fill in ending date ).

8. Except as noted below, BPA is obligated to pay this bonus only if I remain employed by BPA in my current job of ( fill in job title ) at ( fill in duty station  ) through ( fill in same ending date as above ).  

9. If I am moved out of my job at my current duty station as a result of management action, or if BPA chooses to terminate the retention bonus, prior to ( fill in same ending date as above ), I will receive a pro-rated lump-sum bonus, the amount of which is equal to the amount of time served in my current job at my current duty station during the period noted in item no. 7 above. 

10. Management has sole discretion to apply the provisions for pro-rata payment described in item no. 9 above in hardship situations in which I would be unable to remain in my current job at my current duty station for the entire period specified in item no. 7 above (e.g., medically documented on-the-job or off-the-job injury or illness that would render me unable to perform the essential duties of my job).

11. BPA may terminate the incentive bonus.  Continued payment of the bonus is subject to at least an annual review at which time it may be cancelled, reaffirmed, or adjusted.


Employee:  





Date:  
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