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PURPOSE

This Personnel Letter -   
· Describes rules, regulations, and BPA policies governing pay-setting for annual (GS) employees where regulations allow discretion in how pay is set.  Covered actions include reemployment, reassignment, transfer, demotion, promotion, and change in type of appointment.  This Letter includes policy on setting employee pay based on the “highest previous rate” earned in BPA or in another Federal agency; and the discretionary use of the “alternate method” of setting pay upon promotion. 
Revisions
· Revises terminology and updates and expands definitions consistent with the Code of Federal Regulations;

· Delegates “business case” disapproval/approval for the use of special salary rates, temporary promotion pay rates, and use of the “Alternate Method” for promotion pay-setting to Vice Presidents, Executive Vice Presidents, and Tier 2 Managers in organizations without a Vice President, and final compliance review and  approval/disapproval to the CHCO or his/her delegate;
· Clarifies pay entitlements for position change, promotion, and demotion based on OPM regulations;

· Clarifies rates of pay that may be used as discretionary Highest Previous Rate and associated documentation requirements based on OPM clarifying regulations;

· Establishes requirements for requesting and documenting discretionary use of the “alternate method” of setting pay upon promotion to be consistent with OPM regulations;

· Establishes procedures and a standardized “Request for Discretionary Pay-Setting” form to document discretionary pay-setting requests.
· Supersedes PL 531-3, dated April 25, 2003.
BPA BUSINESS OBJECTIVE

BPA managers are challenged to hire and retain employees with the knowledge and skills necessary to deliver its public responsibilities through a commercially successful business.  Operational excellence is a core value that requires investment in our people balanced with fiduciary responsibility to achieve economical and effective human capital management.  BPA's compensation strategy is to pay wages that will make it competitive in the market place to recruit and retain a high-quality, diverse workforce.  In determining employee compensation, the pay-setting flexibility described in this Personnel Letter may be used.  BPA officials exercising authority to establish employee compensation must make prudent decisions that consider the direct and indirect costs to BPA and the United States Government along with fairness and equity for the entire workforce.  Approval should be for the pay rate needed to attract and/or retain employees based on their expected contributions to BPA mission accomplishment, rather than routinely authorizing the highest pay rate permitted under the regulations.  Managers should consider using other tools that do not have long-term financial consequences to attract and retain a high-quality workforce (e.g. recruitment incentives) when applicable.  
POLICY SUMMARY
BPA may set a General Schedule (GS) employee’s pay at a higher rate than would be established using normal pay-setting rules (such as standard and alternative promotion methods or at a grade’s minimum rate or step), by using the Maximum Payable Rate Rule (MPRR).  The MPRR permits an employee’s rate to be set based on a rate of pay previously earned in another Federal job in BPA or another agency.  Pay under this policy may not exceed step 10 of the applicable GS grade, nor may it be less than the rate the employee would be to entitled using normal pay-setting rules.  BPA’s decision to set pay using the Maximum Payable Rate Rule is at its discretion.  Officials exercising this authority must comply with applicable regulations and this Personnel Letter.  Similarly, BPA may at its sole discretion use the “alternate method” in lieu of the “standard method” for computing an employee’s rate of pay when promoted to a position with a different pay schedule (e.g. from a non-special rate to a special rate position) and use of the “standard method” is inappropriate because there is an insufficient relationship between the knowledge and skills required for the positions before and after promotion.
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I. COVERAGE

This Personnel Letter applies to General Schedule (GS) employees.  Special rules for setting pay for employees who retained the GM pay plan code after the Performance Management and Recognition System was terminated in 1993 are provided in 5 CFR 531.241 through 531.247.

II. DEFINITIONS
Alternate Promotion Method (APM)
A series of steps used to determine an employee’s pay entitlement upon promotion when there is a change in the employee’s position of record that would cause the employee to have a different pay schedule and a different highest applicable rate range in the new position.  

Demotion   
Change of an employee, while continuously employed:  (1) from one General Schedule grade to a lower General Schedule grade with or without a reduction in pay.  A demotion “for cause” is one that is based on the conduct, character, or unacceptable performance of an employee.
Federal Government
All entities of the Government of the United States, including the U.S. Postal Service, the Postal Rate Commission, and the District of Columbia Government with respect to employees of the D.C. Government who were first employed prior to 10/1/87.

Geographic Conversion
Converting an employee’s pay upon a change in official worksite to the pay schedules in effect in the new location before processing any simultaneous pay action (other than a general pay adjustment.)  

Highest Applicable Rate Range
The rate range applicable to a GS employee based on a given position of record and official worksite that provides the highest rates of basic pay, excluding any retained rates.
Highest Previous Rate (HPR)
The highest rate of basic pay previously received by an individual while employed in a civilian position in any part of the Federal Government without regard to whether that position was under the GS pay system; or the highest rate of basic pay in effect when a GS employee held his or her highest GS grade and highest step within that grade.
Locality Rate
A GS rate (or a Law Enforcement Officer - LEO special base rate, if applicable) plus any applicable locality payment.
Maximum Payable Rate Rule
A special rule that allows an agency to set pay for a GS employee at a rate above the rate that would be established using normal rules, based on a higher rate of pay the employee previously received in another Federal job.
Official Worksite
The official location of the employee’s position of record, as determined in accordance with 5 CFR 531.605.
Pay Schedule
A set of rate ranges established for GS employees under a single authority, i.e. the General Schedule, a locality rate schedule based on GS rates, or a special rate schedule.  A pay schedule applies to or covers a defined category of employees based on established coverage conditions (e.g. official worksite, occupation).  A pay schedule is considered to apply to or cover an employee who meets the established coverage conditions even when a rate under that schedule is not currently payable to the employee because of a higher pay entitlement under another pay schedule.

Position Change
The lateral movement (by transfer, reassignment, change in type of appointment, change in official worksite, or other change in position) from one GS position to a different GS position without a change in grade or a break in service.

Position of Record
An employee’s official position (defined by grade, occupational series, employing agency, LEO status and any other condition that determines coverage under a pay schedule – not including official worksite) as documented on the employee’s most recent Notification of Personnel Action (Standard Form 50 or equivalent) and current position description.  A position to which an employee is temporarily detailed is not documented as a position of record.  For an employee whose change in official position is followed within 3 workdays by a reduction in force resulting in the employee’s separation before he/she is required to report for duty in the new position, the position of record in effect immediately before the position change is deemed to remain the position of record through the date of separation.
Promotion
A GS employee’s movement from one GS grade to a higher GS grade while continuously employed (including such a movement in conjunction with a transfer to a different agency).

Rate of Basic Pay
Means the rate of pay fixed by law or administrative action for the position held by a GS employee before any deductions and including a GS rate, a LEO special base rate, a special rate, a locality rate, a retained rate, but exclusive of additional pay of any other kind.  For purposes of the Maximum Payable Rate Rule, a non-GS employee’s rate of basic pay under other legal authority that is equivalent to a rate of basic pay for GS employees is considered the rate of basic pay (excluding any rate that the regulations state cannot be used as a highest previous rate).

Rate Range
A range of rates of basic pay for a grade within an established pay schedule, excluding any retained rate.   A rate range may consist of locality rates, special rates, etc.

Reassignment
Change of an employee while serving continuously in the same agency, from one position to another without promotion or demotion.

Reemployment
Employment, including reinstatement or another type of appointment, after a break in service of at least one full workday.
Retained Rate
A rate above the maximum rate of the rate range applicable to a GS employee that is payable under grade and pay retention regulations.
Special Rate
A rate of pay within a special rate schedule established under 5 CFR Part 530 or a similar rate for GS employees established under other legal authority.  The term “special rate” does not include a LEO special base rate or an adjusted rate including market pay under 38 U.S.C. 7431.
Special Rate Schedule
A pay schedule established under 5 CFR Part 530 to provide higher rates of pay for specified categories of GS positions or employees at one or more grades or levels or a similar schedule established for GS employees under other legal authority (e.g. 38 U.S.C. 7455).

Special Rate Supplement
The portion of a special rate paid above an employee’s GS rate.  However, for a law enforcement officer receiving a LEO special base rate who is also entitled to a special rate, see 5 CFR 531.203 for full discussion of what constitutes a special rate supplement in that situation.

Standard Promotion Method
A series of steps used to determine an employee's pay entitlement upon promotion when the employee is covered by the same pay schedules before and after promotion; or when an employee is covered by different pay schedules before and after promotion but this method produces a higher rate and the agency does not elect to apply the Alternate Promotion Method.
Temporary Promotion
A time-limited promotion with a not-to-exceed date or a specified term at the end of which the employee is expected to return to his/her position of record or one of like grade/pay.

Transfer 
The change of an employee from one agency to another or one branch of the Federal government to another without a break in service of 1 full workday.

Underlying GS Rate

A rate of basic pay within the General Schedule, excluding locality pay or a special rate supplement.
 “Where different pay schedules apply”
In the context of applying the geographic conversion rule, means that an employee’s official worksite is changed to a new location that would cause the employee to lose or gain coverage under a location-based pay schedule (i.e. locality rate schedule or special rate schedule) if the employee were to remain in the same position of record.

III. RESPONSIBILITIES
Executive Vice Presidents, Vice Presidents and Tier 2 Managers in organizations without a Vice President:
1. Review and approve/disapprove business case to allow use of temporary promotion rates and special salary rates as Highest Previous Rates (HPR) for employees under their administrative jurisdiction as outlined in Section IV.C;

2. Review and approve/disapprove business case to apply the Alternate Promotion Method (APM) in lieu of the Standard Promotion Method (SPM) for employees under their administrative jurisdiction when the APM will produce a lower rate of pay as outlined in Section V.C.
Supervisors and Managers:
1. Make decisions on the discretionary use of the Maximum Payable Rate Rule (MPRR) as authorized in consultation with Human Capital Management (HCM) Recruitment and Staffing Advisors (RSA) prior to making those decisions;
2. Recommend using temporary promotion rates and special salary rates as the HPR for pay-setting as outlined in Section IV.C; or to use the APM in lieu of the SPM under Section V.C., prepare required business case to support the request, and as appropriate, submit it through the next higher levels of management for review and/or concurrence and then to the final compliance/review official.
Chief Human Capital Officer (CHCO) or his/her delegate:

1. Develops policies and procedures for applying discretionary pay setting rules.

2. Advises managers and supervisors on the using pay setting rules, including other pay-setting options, and on preparing required documentation.
3. Determines an employee’s basic rate of pay by applying the methods and rules in this Personnel Letter.

4. Performs final regulatory and policy compliance review and approves/disapproves all requests to use rates earned on temporary promotions or special salary rates as Highest Previous Rates in setting employee pay under the Maximum Payable Rate Rule as outlined in Section IV.C; and all requests to apply the APM in lieu of the SPM as outlined in Section V.C.
5. Retains documentation of approved exceptions.
IV. MAXIMUM PAYABLE RATE RULE:
A. General
1. The Maximum Payable Rate Rule (MPPR) allows BPA management to set a General Schedule (GS) employee’s pay at a rate higher than would be applicable using normal pay-setting rules when the employee previously earned a higher rate of pay in another Federal job, either in BPA or another agency.  
2. Pay set under the MPRR may not be less than the rate the employee would be entitled to using normal pay-setting rules and may not exceed the rate for step 10 of the GS grade to which the employee is being assigned.  BPA may at its discretion assign the employee a rate that corresponds to the highest rate of pay previously earned (Highest Previous Rate) or any other rate below the Highest Previous Rate (HPR) that is at or above the lowest rate to which the employee is entitled.  
3. BPA Management may use the MPRR in various personnel and pay actions, including reemployment, transfer, reassignment, promotion, demotion, or change in type of appointment, termination of a critical position pay authority, movement from a non-GS pay system, or termination of grade or pay retention.  In accordance with governing regulations:
a) Reemployment:  Management must grant the employee the minimum rate of the highest applicable rate range for his/her position of record unless the employee is eligible for a higher rate of pay using the MPRR and the appropriate official in Section II approves it (or the employee is eligible for superior qualifications or special needs pay-setting authority – see PL 531-2).

b) Position Changes without Change in Grade:  an employee who is moved “laterally” by transfer, reassignment, change in official worksite, change in type of appointment, or other change in position from one GS position to another GS position without a change in grade or a break in service, will have a payable rate of basic pay and any underlying rate of basic pay based on the new position of record, new official worksite, and step or rate in effect before the position change.  The appropriate official in Section II may approve a higher rate of pay using the MPRR if the employee is eligible.  However, BPA must apply Pay Retention rules if the employee is otherwise entitled (See Personnel Letter 536-1).
c) Promotion:  an employee who is permanently or temporarily promoted must have his/her pay set using the Standard Promotion Method (SPM) or the Alternative Promotion Method (APM).  BPA may at its sole discretion choose to apply the APM (see Sections V.B and C) when an employee is covered by different pay schedules before and after promotion and the alternative method produces a lower rate of pay than the standard method. BPA must convert an employee without a change in pay when an employee is on a temporary promotion that is subsequently made permanent. The agency may not return the employee to the lower grade and re-promote him or her.  If applicable, the appropriate official in Section II may approve a higher rate of pay upon promotion using the MPRR if the employee is eligible. 
d) Demotion:  in general, a demoted employee is entitled to the minimum payable rate of basic pay for the grade to which reduced unless entitled to grade/pay retention or eligible for a higher rate using the MPRR and the appropriate official in Section II approves it.  
Geographic conversion rules as outlined in 5 CFR Part 531, Subpart B must be applied before setting pay when an employee’s official worksite after demotion is in a different geographic location where different pay schedules apply.  
An employee returned to a lower grade after termination or expiration of a temporary promotion is entitled to the payable rate of basic pay in the lower grade as if he/she had not been temporarily promoted.   The employee MAY be eligible to have pay set based on the MPRR subject to the conditions in Section IV B. 1 and 2 and BPA policies in Section IV.C below. 
 An employee promoted into a supervisory/managerial position who does not satisfactorily complete the supervisory or managerial probationary period and who is returned to the lower grade held before the promotion, must have his/her rate of basic pay set as if no promotion had taken place.  The appropriate official in Section II may approve a higher rate of pay using the MPRR if the employee is eligible and as long as the employee’s HPR is not based on the rate earned in the supervisory/managerial position from which returned to the lower grade.  BPA management may set the employee’s pay in accordance with the action being taken when taking action for “cause” unrelated to supervisory or managerial performance (e.g. demotion for conduct). 
B. Requirements and Limitations on Using an Employee’s Highest Previous Rate under the Maximum Payable Rate Rule:
1. Rates of Pay that May be Used as the Highest Previous Rate (HPR):  
a) An employee’s highest rate of basic pay previously earned while employed in a civilian position (even if not under the GS pay system) in any part of the Federal government (including the District of Columbia government prior to October 1, 1987) or the highest rate of basic pay in effect when a GS employee held his/her highest GS grade and highest step within that grade may be used as an employee’s HPR.  
b) HPR must be based on an employee’s rate of basic pay while serving – 

· On a regular tour of duty under an appointment not limited to 90 days or less; or,

· For a continuous period of not less than 90 days under one or more appointments without a break in service.

c) If the HPR is a locality rate, the underlying GS rate or Law Enforcement Officer (LEO) special base rate associated with that locality rate must be used as the HPR.
d) A special salary rate (established under 5 CFR Part 530) may be used as the HPR when all of the following conditions apply:

· The employee is reassigned to another position in the same agency at the same grade level;

· The special rate is the employee’s rate of basic pay immediately before the reassignment; and,

· An appropriate official in Section II determines that the need for the services of the employee and the employee’s contribution to the agency’s program will be greater in the position to which reassigned.  

Use of a special rate as the HPR in these circumstances must be made on a case-by-case basis and documented in writing as outlined in Section IV.C.4, below. The underlying GS rate must be considered in determining an employee’s HPR if the criteria for using a special rate as the HPR cannot be met.
e) If the HPR is a non-GS, hourly rate of pay the rate must first be converted to an annual rate.  The regulations provide for comparing that rate to the GS rate range, including locality pay, as described in 5 CFR 531.221. 
2. Rates of Pay that May Not Be Used as the Highest Previous Rate (HPR) include:

a) A rate received under an appointment as an expert or consultant.

b) A rate received in a position to which the employee was temporarily promoted for less than 1 year.  

c) A rate received in a position from which the employee was reassigned or reduced in grade for failure to satisfactorily complete a probationary period as a supervisor or manager.
d) A rate received while employed by the District of Columbia government if first employed by that government after October 1, 1987.

e) A special rate unless all conditions outlined in 1.d. above are met and the appropriate official authorizes it.
f) A rate received under a void appointment or otherwise contrary to applicable law or regulation.

g) A rate received as a member of the uniformed services.

h) A retained rate under 5 U.S.C. 5363 (pay retention) or a similar rate under another legal authority.

C. Managerial Authority for using of Highest Previous Rate:
1. BPA managers are delegated authority to use the Highest Previous Rate to set the rate of pay for their employees or prospective employees under the Maximum Payable Rate Rule, within the parameters listed below and subject to OPM regulatory requirements and this Personnel Letter. 
2. Managers should not grant the highest possible rate of pay as a routine matter. They should consider the on-going short and long term cost, and the fairness and equity in compensation for employees in similar positions with similar responsibilities, knowledge, and skills.  Managers should consider using other tools that do not have long term financial consequences to attract and retain a high quality workforce (e.g. recruitment incentives) when applicable.   Managerial decisions to set pay using the HPR should be made when there is clearly a return to the BPA in terms of potential for high level performance and contributions to Agency mission and programs.
3. Managers may not use rates of pay received for temporary promotions of one year or longer as the basis for determining an employee’s HPR except when the employee is permanently placed in a position at the same or higher grade level.  The HCM Talent Acquisition Manager reviews exceptions to this policy from a compliance standpoint and approves or disapproves in accordance with Section II C. of this Personnel Letter.  Managers must make requests for exception using the “Request for Discretionary Pay-Setting” in Attachment A and address the following factors as applicable:
· The significant recruitment or retention challenge that warrants the exception;

· How the employee acquired exceptional knowledge or skills in the temporary assignment that will result in substantially greater contributions to the mission, program, and goals of the organization.

Requesting managers must obtain the Talent Acquisition Manager’s compliance review and documented approval/disapproval in advance of the effective date of the personnel action.

4. Special Salary Rates:  Special salary rates are a government tool to address local labor market problems, not an employee entitlement that should routinely be carried to another position or area where there is no such problem.  The HCM Talent Acquisition Manager must review from a compliance standpoint and approve/disapprove requests to use a special salary rate as an employee’s highest previous rate under the criteria outlined in Section B.1.d.  Managers must make requests using the “Request for Discretionary Pay-Setting” in Attachment A and address the following:  

· The position, title, grade, step, rate of pay, and geographic location before and after the proposed reassignment;

· The reasons the employee’s services are needed in the new position and a description of the greater contributions the employee will make to the program or agency mission.
Requesting managers must obtain the Talent Acquisition Manager’s compliance review and documented approval/disapproval in advance of the effective date of the personnel action.

5. Voluntary Change to Lower Grade:  When an employee voluntarily accepts a change to lower grade and is eligible for immediate re-promotion (i.e. will be re-promoted within 90 days) to the former grade, the employee’s pay should be set at a rate that will provide the employee no greater benefit upon immediate re-promotion than he or she would have received but for the change to lower grade. This does not apply to an employee who accepts a change to lower grade to enter a formal development program and who is instead eligible for pay retention under 5 CFR 536 and Personnel Letter 536-1.
6. Reasonable Accommodation: BPA’s non-discretionary policy in certain reasonable accommodation situations is to set the employee’s basic rate of pay at the highest possible rate under the MPRR.  These provisions are outlined in Personnel Letter 900-2.
7. Demotions for Personal Cause:  A manager has the discretion to establish an employee’s rate of pay at the minimum step of the grade to which reduced or at a basic rate established by applying the MPRR when an employee is demoted for personal cause (actions under Chapter 43 or Chapter 75 of Title V, USC).  A rate established using the MPRR may result in a step between the minimum and the employee’s highest previous rate.
V. PROMOTION RULES

A. Requirements:  HCM must use the promotion pay-setting rules described in this paragraph to determine the minimum rate of basic pay to which an employee is entitled upon promotion; a higher rate of basic pay may be established using the MPRR if applicable and approved by the appropriate official (see section IV).  HCM must use either the “standard method” or the “alternate method” as outlined in 5 CFR Part 531 in setting the minimum rate.  The standard method must be applied if an employee will be covered by the same pay schedules before and after promotion.  The alternate method must be applied if the employee will be covered by different pay schedules before and after promotion and the alternate method will produce a higher payable rate upon promotion than the standard method.  In all other circumstances except as noted in the next paragraph the standard method must be applied. “Before promotion” means the rate or range before promotion but after any geographic conversion required if there is a change in official worksite.
B. Exceptions to Applying the Standard Method: BPA may apply the alternate method at its sole discretion when an employee will be covered by different pay schedules before and after promotion (i.e. from a special rate to a non-special rate pay schedule) and applying the alternate method of setting pay for the promotion will result in a lower rate of pay than the standard method. The following conditions must be met:
1. BPA determines it would be inappropriate to use the standard method based on a finding that the higher pay for the position before promotion is not sufficiently related to the knowledge and skills required for the position after promotion; and, 

2. BPA informs the employee of the determination to use the alternate method before the effective date of the promotion.
C. Managerial Requests for Discretionary Application of the Alternate Method of Setting Pay upon Promotion:  
1. Subject to regulatory requirements and the provisions of this Personnel Letter, Supervisors and Managers may request approval to apply the Alternate Method when a promoted employee is moving to a position in a different career field and the knowledge, skills, and experience gained in the former position are not sufficiently related to those in the new position.  Requests must be made and approved with sufficient time to permit HCM to notify the employee prior to the effective date of the promotion. Managers must make requests using the “Request for Discretionary Pay-Setting” in Attachment A and address the following factors:

a) Employee position and pay information:

1) The employee’s pay plan, position title, series, and grade before promotion;

2) The employee’s pay plan, position title, series, and grade after promotion;

3) The employee’s rate of pay before promotion;

4) The employee’s rate of pay after promotion using the Standard Method;

5) The employee’s rate of pay after promotion using the Alternate Method.
6) The full performance level of the position for which selected.
b) Brief description of knowledge, skill, and experience requirements for the position for which selected.

c) Brief rationale for giving the employee the lesser rate of pay produced by the Alternate Method (address why the higher pay for the position before promotion is not sufficiently related to the knowledge and skills required for the position after promotion).
2. Documentation and Notification to Employee:  HCM Talent Acquisition will retain file copies of the request and will annotate the SF-50 notification of personnel action to reflect use of the Alternate Method when used in these circumstances.  HCM will notify employees in writing of the determination to use the Alternate Method for setting pay and the difference between the Standard Method and the Alternate Method in terms of the rate of pay to which entitled.  HCM must notify the employee before the selection is finalized so that he/she has sufficient time to consider whether to accept the position.
VI. PROCEDURES
A. Most discretionary pay-setting requests covered by this Personnel Letter will be made in conjunction with selecting a current or former Federal employee from BPA or another agency for a position as a result of a competitive selection process or noncompetitive assignment to another position.  If an employee is to be offered HPR upon return to his/her permanent position after a temporary promotion of one year or more, these procedures also apply.  Supervisors should work closely with their HCM RSA in determining pay-setting options and in developing a business case to support pay-setting requests.
B. The requesting supervisor conducts an initial discussion with the prospective or current employee and informs him/her that approval of a rate of pay based upon Highest Previous Rate from a temporary promotion or special salary rate; or use of the Alternate Promotion Method will be requested.  The supervisor may not make a firm commitment (a prospective employee must be cautioned against resigning from or otherwise terminating current employment or turning down a firm offer of other employment until BPA makes a firm offer).

C. The requesting supervisor is responsible for initiating a written request to set pay using the requested discretionary pay-setting method by completing all required data on Attachment A, “Request for Discretionary Pay-Setting.”
D. The requesting supervisor submits the completed request along with all documentation through appropriate reviewing/concurring officials, to the designated approving official. 

E. The designated approving official reviews and approves or disapproves the requesting supervisor’s request and justification (from a business case perspective) and forwards the request and all documentation to the HCM Talent Acquisition Manager for final policy and regulatory compliance approval.  The Talent Acquisition Manager’s final approval to set pay using the requested discretionary pay-setting method and the specific rate (step) at which pay is to be set must be documented before the prospective or current employee is formally offered or assigned to a position.
F. Talent Acquisition Manager completes the regulatory and policy compliance review and approves/disapproves the request, documents his/her determination on the “Request for Discretionary Pay-Setting,” and notifies the requestor by returning the approved/disapproved request, normally within 24 hours of receipt. 

G. The requesting supervisor submits the “Request for Discretionary Pay-Setting” along with any other selection documents (if applicable) and the Request for Personnel Action to the HCM Recruiting and Staffing Advisor (RSA).

H. If applicable, the RSA notifies the prospective or current employee of the rate of pay being offered when the employment or job offer is made. The offer must be in writing when the Alternate Promotion Method will be applied and state the difference between the Standard Method and the Alternate Method in terms of the rate of pay to which entitled. In the case of an employee returning to his/her permanent position at the conclusion of a temporary promotion of 1 year or more, the requesting supervisor verbally notifies the employee of the rate of pay that has been approved.

I. HCM will retain a file copy of the “Request for Discretionary Pay-Setting” and all associated documentation.  The SF-50, Notification of Personnel Action, will be annotated with remarks stating the basis for setting pay, i.e. pay set based on Highest Previous Rate of GS-__step __; or pay set based on discretionary application of the Alternate Promotion Rule.
VII. RETROACTIVE PAY SETTING
A. Once a personnel action is effective pay cannot be changed retroactively unless there is an error that is contrary to law, regulation, or non-discretionary agency policy; or if an HCM RSA with delegated appointing authority determines that an administrative error was made (as defined in Comptroller General and/or OPM decisions) in fixing the initial pay rate of an employee in any personnel action.
B. Salary determinations made in connection with a transfer, change in appointing office, or reemployment will be considered tentative until an RSA can examine the employee’s Official Personnel Folder (OPF) to confirm the basis for the determination.  The RSA will re-determine the previously set tentative rate if the record in the OPF shows that an inaccurate rate of basic pay was relied upon. 
C. The HCM RSA with pay setting authority must obtain proof of an employee’s highest previous rate prior to authorizing the request for personnel action when setting pay under the MPRR.  The personnel action will be initially processed setting the employee’s rate at the minimum step of the grade to which assigned if proof is not available. After proof is obtained, the rate may be retroactively adjusted.  The RSA must enter a remark to this effect on the Standard Form 50, Notification of Personnel Action which will then serve as the legal basis retroactive adjustment.  Pay may be adjusted retroactively under this paragraph ONLY when the SF-50 contains evidence of the intent of the HCM RSA who has the authority to effect the personnel action.
VIII. REFERENCES

· 5 CFR Part 531, Subpart B, Determining Rate of Basic Pay

· 5 CFR Part 535, Critical Position Pay Authority
· 5 CFR Part 536, Grade and Pay Retention

· Personnel Letter No. 335-3, Time Limited Promotions for Competitive General       Schedule (GS) Positions. 
· Personnel Letter No. 335-5, Career Development Programs

· Personnel Letter No. 531-2, Superior Qualifications and Special Needs Pay-Setting Authority
· Personnel Letter No. 536-1, Grade and Pay Retention

· Personnel Letter No. 575-2, Recruitment Incentives and Relocation Incentives for Annual Employees
· Personnel Letter No. 900-2, Bonneville Power Administration (BPA) Reasonable Accommodation Plan 
Roy B. Fox
Chief Human Capital Officer 

ATTACHMENT A

REQUEST FOR DISCRETIONARY PAY-SETTING

IMPORTANT NOTES: 

The purpose of this worksheet is to provide a standardized means for BPA managers/supervisors to document, evaluate, and decide on upon the appropriateness of using a temporary promotion rate or a special salary rate as an employee’s Highest Previous Rate in pay-setting; or for applying the Alternate Promotion Method in setting an employee’s pay when that method produces a lower payable rate of pay than use of the Standard Promotion Method.  FOR ITEMS #7 THROUGH #9, COMPLETE ONLY THE ITEM THAT IS APPLICABLE TO THIS REQUEST.  

IDENTIFYING INFORMATION 
	1. Candidate/Employee Name:


	2. Organization of position:



	3. Current Position Title and Grade
	4. Prospective Position Title and Grade:



	5. Current Step and Salary 
	6.  Recommended Step and Salary:



	7. JUSTIFICATION FOR SETTING PAY BASED UPON HIGHEST PREVIOUS RATE EARNED DURING A TEMPORARY PROMOTION OF 1 YEAR OR MORE 

Address the following factors, as applicable:  a) the significant recruitment or retention challenge that warrants the exception; b) the extent to which higher salary levels outside BPA warrant the use of HPR based on a temporary promotion, and/or; c) how the employee acquired exceptional knowledge or skills in the temporary assignment that will result in substantially greater contributions to the mission, program, and goals of the organization.



	

	8. JUSTIFICATION FOR SETTING PAY BASED UPON HIGHEST PREVIOUS RATE EARNED WHEN THE RATE IS A SPECIAL SALARY RATE (reassignments within BPA only)

Address the following factors: a) identify the employee’s official worksite location before and after reassignment; and b) the reasons the employee’s services are needed in the new position and the expected contributions to the program or agency mission.

	 

	9. JUSTIFICATION FOR APPLYING THE ALTERNATE PROMOTION METHOD IN LIEU OF THE STANDARD PROMOTION METHOD 

Address the following factors: a) compare the employees rate of pay after promotion using the Standard Method and the Alternate Method; b) identify the full performance level of the position for which selected; c) provide a brief description of knowledge, skill, and experience requirements for the position for which selected; d) provide a brief rationale for giving the employee the lesser rate of pay produced by the Alternate Method (address why the higher pay for the position before promotion is not sufficiently related to the knowledge and skills required for the position after promotion).

	


REQUESTING OFFICIAL

	_______________________________                 ________________________________

Signature /organization code                                                                  Date



REVIEWING/CONCURRING OFFICIAL(S) RECOMMENDATION
(At each organizational level between Selecting Official and Approving Official)
	I HAVE REVIEWED THE SELECTING OFFICIAL’S  JUSTIFICATION FOR DISCRETIONARY PAY-SETTING AND RECOMMEND  THE FOLLOWING ACTION:

	□ APPROVE
	□ DISAPPROVE

	_____________________________________            _______________________________

1st Reviewer Signature                                                                            Date                                                                                     


	□ APPROVE
	□ DISAPPROVE

	 ___________________________________        _____________________________                                                    2nd Reviewer Signature, if required                                                        Date                                                                                          


	□ APPROVE
	□ DISAPPROVE

	__________________________________               _________________________________                                                                          3rd Reviewer Signature, if required                                                         Date                                                                                      




APPROVING OFFICIAL DETERMINATION

	I HAVE REVIEWED THE SELECTING OFFICIAL’S  BUSINESS CASE JUSTIFICATION AND RECOMMEND THE FOLLOWING ACTION:

	□ APPROVE
	□ DISAPPROVE

	 _______________________________________                   _______________________________                                                         Signature of Approving Official                                                              Date                                                                                                                                                                   




FINAL APPROVAL 

	I HAVE REVIEWED THE DOCUMENTATION OF THE SUBMITTING/REVIEWING/APPROVING OFFICIALS FOR REGULATORY AND POLICY COMPLIANCE AS REFLECTED IN POLICY LETTER 531-3 AND HAVE ARRIVED AT THE FOLLOWING DECISION:

	□ APPROVE
	□ DISAPPROVE

	________________________________                         ____________________________                                                                

 Signature of Talent Acquisition Manager                                            Date                                                                                                                                                                                                                  
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