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BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER NO. 575-2 (Revised)
DATE:  January 31, 2003

SUBJECT:  Recruitment Bonuses, Relocation Bonuses, and Retention Allowances for Annual Employees

I.
PURPOSE

To describe Bonneville Power Administration (BPA) policy and procedures for the use of recruitment/relocation bonuses, and retention allowances authorized by the Federal Employees Pay Comparability Act of 1990 (FEPCA) for BPA annual employees.

II.
PURPOSE OF REVISION


To amend the references and clarify employees’ responsibility to repay recruitment and/or relocation bonuses should they fail to meet the terms of their service agreement.  This issuance replaces Personnel Letter 575-2 (Revised), dated July 13, 2001. 

III.
REFERENCES

A. 5 U.S.C., Chapter 57, Subchapter IV, Miscellaneous Provisions

B. 5 CFR, Part 530, Subpart B, Aggregate Limitation on Pay

C. 5 CFR, Part 575, Subpart A, Recruitment Bonuses, Subpart B, Relocation Bonuses, and Subpart C, Retention Allowances

D. 31 U.S.C., Subtitle III, Chapter 37, Subchapter II, Sections 3701, 3716 and 3717

E. Bonneville Power Administration Personnel Letter No. 530-3

IV. POLICY


A.
BPA will use recruitment bonuses, relocation bonuses, retention allowances, and/or any other recruitment or retention incentive authorized by law or regulation when necessary to attract or retain highly qualified employees.


B.
BPA will use the least costly incentive or combination of incentives necessary for any individual recruitment or retention.


C.
Recruitment bonuses, relocation bonuses, and retention allowances will be used only when there is a demonstrable need to use them in order to attract or retain highly qualified employees.


D.
All uses of recruitment or relocation bonuses will be authorized before the employee enters on duty in the new position.  No recruitment or relocation bonuses will be approved after entry into the new position.

E. Recruitment bonuses, relocation bonuses, and retention allowances will be authorized without regard to religious affiliation or non-affiliation, martial status, race, color, national origin, sex, age, or physical handicap.  Decisions to use these authorities will not be based upon any personal relationship, patronage, or nepotism.

F. It is mandatory that all organizations using retention allowances give careful consideration to an exit strategy.  It is the responsibility of the organization to recruit and/or train sufficient replacement talent to ensure that the critical skills and competencies possessed by the individual(s) receiving these allowances are passed on to other employees on board, with the goal of eliminating the necessity of paying allowances for maintenance of these vital skills and competencies.  Written requests for approval of retention allowances must address what is being done in this regard or why it is impractical to do anything.

G. Prospective employees in receipt of a recruitment or relocation bonus must sign a written service agreement between BPA and the employee, under which the employee agrees to a specific period of employment with BPA (i.e., a minimum of 12 months except that a shorter period may apply for a relocation bonus for a temporary assignment that is less than 12 months in duration).

H. A service agreement made under this policy in no way constitutes a right, promise, or entitlement for continued employment or noncompetitive conversion to the competitive service

I. An employee who fails to complete the period of employment established under a service agreement will be indebted to the Federal Government and, within thirty (30) days of separation, must reimburse BPA on a pro rata basis for the amount of any recruitment and/or relocation bonus the employee received.   The amount to be repaid shall be determined by providing credit for each full month of employment under the service agreement.
V. RESPONSIBILITIES AND AUTHORITIES

A. The Senior Vice President, Employee and Business Resources, Bonneville Power Administration:

1. Approves individual retention allowances up to 25% of basic pay and group retention allowances of up to 10% of basic pay.

2. Approves modification of a retention allowance.

3. Reviews and concurs in all requests for waiver of repayment of recruitment or relocation bonuses.

B. Senior Vice Presidents and Vice Presidents:

1. Approve recruitment bonuses of up to 25% of the annual rate of basic pay to a newly appointed employee.  (At the discretion of a Senior Vice President or Vice President, this authority may be redelegated, in writing, down to a level within an organization that is at a minimum one level higher than the level of the first line supervisor of the position to which the recruitment bonus applies.  All recruitment bonuses must be requested and approved in writing and, if approved, forwarded to Personnel Services for processing with the personnel action request.)
2. Approve relocation bonuses of up to 25% of the annual rate of basic pay to an employee who must relocate to accept a position in a different commuting area.  (At the discretion of a Senior Vice President or Vice President, this authority may be redelegated, in writing, down to a level within an organization that is at a minimum one level higher than the level of the first line supervisor of the position to which the relocation bonus applies.  All relocation bonuses must be requested and approved in writing and, if approved, forwarded to Personnel Services for processing with the personnel action request.)
3. Review and concur in all requests for new or modified retention allowances and waivers of repayment of recruitment or relocation bonuses for their employees.

4. Assure annual review of retention allowances and submit to/through the Manager, Personnel Services, recommendations for cancellation, or requests for continuation or modification, as appropriate.

5. Approve termination of payment of a retention allowance.


C.
Selecting Officials and Managers:



1.
Negotiate and recommend recruitment/relocation bonuses and retention allowances with prospective and current employees to determine the least costly incentive or combination of incentives necessary to hire or retain an employee.



2.
Prepare documentation for justification of recruitment/relocation bonuses and/or retention allowances.


D.
The Manager, Personnel Services:



1.
Through the Personnel Services staff, provides advice and assistance to managers on appropriate use of recruitment and relocation bonuses, retention allowance and other authorities, and on the preparation of authorization request packages and required checklists (see attached appendices).



2.
Maintains records of requests for recruitment and relocation bonuses, retention allowances, and waivers of repayment sufficient to allow full reconstruction of the action as necessary.  Copies of backup documentation and final packages will be retained in an Official File in the Headquarters Personnel Services office for a minimum of 2 years or until the expiration of the service agreement, whichever is longer, regardless of final disposition of the request.



3.
Extends employment offers to prospective employees, including any approved recruitment and/or relocation bonus.  Processes approved retention allowances for current employees.


E.
The Manager, Human Resources, Diversity and EEO:



1.
Through the Human Resources staff, reviews for adequacy and regulatory compliance, all requests for approval to grant retention allowances, to continue, or modify retention allowances.



2.
Recommends approval/disapproval of authorization requests prior to submission to the Senior Vice President, Employee and Business Resources, for final approval/disapproval.



3.
Approves continuation of retention allowances up to 25%. 


F.
Staff Managers:

Assemble and review documentation packages for requests for recruitment/relocation bonuses and retention allowances; waiver of repayment of recruitment/relocation bonuses; and cancellation or modification of existing recruitment/relocation bonuses and retention allowances.


G.
Employee and/or Applicants:



1.
Provide any necessary documentation.

2. Submit written requests and justifications to support waiver of repayment of recruitment/relocation bonuses as appropriate.

H.  Manager, Financial Operations:

Reviews and approves all requests for waiver of repayment of recruitment/relocation bonuses.

VI. CRITERIA AND PROCEDURES


Managers must be selective and judicious in requesting the use of recruitment/relocation bonuses and retention allowances.


A.
Requests for recruitment/relocation bonuses and retention allowances are considered on a case-by-case basis.


B.
Recruitment bonuses are used for individuals who are newly appointed to the Federal Government.  “Newly appointed” is defined as the first appointment, regardless of tenure, as a Federal employee or an appointment following a break in service of at least one year.


C.
Recruitment bonuses will be used for appointments that are for a minimum period of 2 years or more.


D.
Recruitment bonuses may be requested for positions where the most recent traditional recruitment efforts have produced less than three highly qualified candidates, or in order to reach employment agreement with a specific applicant who has been found to possess demonstrably superior qualifications for a specific position.  The use of the superior qualifications appointment authority is also a consideration in this situation.  Requests must meet the test set forth in the Checklist for Approval of Recruitment Bonus (see Appendix A).


E.
Relocation bonuses are paid to employees who must relocate (i.e., a permanent change in duty station outside the commuting area) to accept a position in a different commuting area.  The employee must relocate without a break in service and must be appointed without time limitation.


F.
Relocation bonuses may be paid when there is a determination that in the absence of such bonus, difficulty would be encountered in filling the position with a high quality candidate.  An indicator of such difficulty would be where prior recruitment efforts have produced less than three highly qualified candidates within the minimum area of consideration.  Requests must meet the test set forth in the Checklist for Approval of Relocation Bonus (see Appendix B).  Relocation bonuses are payable in addition to payment of regular relocation expenses.

G. Retention allowance up to 25% of an individual’s basic pay may be paid to current employees who have completed 1 year of continuous service with the Agency when their unusually high or unique qualifications, or a special need of BPA for the employees’ services, makes it essential to retain the employee.  The allowance may be paid only if there is clear indication that the employee might leave the Federal service by retirement, for employment outside the Executive, Legislative, or Judicial Branch of the Federal Government, or for other reasons.  Requests must meet the test set forth in the Checklist for Approval of Retention Allowance (see Appendix C).  All employees in receipt of a retention allowance must maintain a performance rating of record of Successful or higher performance.  Upon issuance of a rating of record below the Successful level, a recipient’s allowance will be terminated at the start of the pay period that begins after the effective date of the performance appraisal (i.e., generally, after the reviewing official for the rating signs the rating form).

SPECIAL NOTE:  BPA may not pay a retention allowance to an individual who is likely to leave BPA employment for employment in the Executive, Legislative, or Judicial branch of the Federal Government, whether in the same or a different agency.

H. Retention allowances of up to 10% of employees’ basic pay may also be paid to a group or category of employees.  

1. In defining such a group or category, the following factors may be appropriate:  occupational series, grade level, distinctive job duties, unique qualifications, assignment to a special project, minimum agency service requirements, organization or team designation, or geographic location.  (The written request for approval of this retention allowance must justify and reasonably substantiate the reasons why the criteria used to define the parameters of the group or category are appropriate.)

2. If a BPA organizational entity wishes to make such a determination for a group or category of its employees, it must determine, in writing, that the employees in the defined group or category have unusually high or unique qualifications, or that it has a special need for the employees' services that makes it essential to retain the employees in that group or category.  It must also determine whether it is reasonable to presume that there is a high risk that a significant number of employees in the targeted group or category are likely to leave Federal service in the absence of an allowance.  This determination may be based on evidence of extreme labor market conditions, high demand in the private sector for the knowledge and skills possessed by the employees, significant disparities between Federal and 



     non-Federal salaries, or other similar conditions. 

3. If approved, each individual in the targeted group or category must receive the same percentage retention allowance.  However, this does not preclude an individual or individuals within the group or category from receiving an individual retention allowance (see V.G., previous), if warranted and approved by the Senior Vice President, Employee and Business Resources.  Additionally, all requirements in the regulations and this personnel letter must be met in order to pay a retention allowance to an individual employee in the covered group or category.  For example, a retention allowance may not be paid to an employee in the covered group or category who is fulfilling a recruitment or relocation bonus service agreement and each employee in the group/category must maintain a performance rating of record of Successful or higher performance. 

I. Retention allowances require annual review and written certification that the original conditions warranting payment of the allowance still exists.  Requests to continue, or modify allowances if conditions have changed, must be submitted annually by May 1st to the Manager, Human Resources, Diversity and EEO.  A recommendation to cancel individual or group retention allowances may be made at any time and must be approved by the Vice President and forwarded to Personnel Services for processing.

J. Recruitment and relocation bonuses are paid in a lump sum and are a percentage of an employee’s rate of basic pay.  Retention allowances are paid as a percentage of an employee’s basic pay on a continuing basis and in the same manner and at the same time as basic pay.

K. Service Agreements (see Appendix D):

1. Use of a recruitment or relocation bonus requires the employee to sign a service agreement for a minimum of 12 months with BPA before any payment can be made.  However, a service agreement of less than 12 months may apply when the relocation bonus is for a temporary reassignment of less than 12 months.  No service agreement is required for a retention allowance.

2. Unless a waiver is approved, an employee who fails to complete the period of employment established under a service agreement will be indebted to the Federal Government and, within thirty (30) days of separation, must reimburse BPA on a pro rata basis for the amount of any recruitment and/or relocation bonus the employee received.  The amount to be repaid shall be determined by providing credit for each full month of employment under the service agreement. 

3. Failure to complete the period of employment established under a service agreement occurs when the employee’s service terminates before the employee completes the period of employment specified in the service agreement, unless the employee is involuntarily separated for reasons other than cause on charges of misconduct or delinquency.

4. If an employee fails to reimburse BPA for the amount owed, it will be recovered from the employee under BPA’s policy for collection by offset from an indebted Government employee under 5 U.S.C. 5514 and subpart K of part 550, 5 CFR, or through the appropriate provisions governing debt collection if the individual is no longer a Federal employee.  If the employee fails to repay the amount within 30 days of separation, the repayment is subject to interest and late charges at BPA’s current late payment interest rate for employee payback of debt and the current late charge fee schedule.

L. Recruitment/relocation bonuses and retention allowances are subject to the limitation on aggregate pay for a calendar year, as defined in Title 5, Code of Federal Regulations, Part 530, Subpart B.

VII. PROGRAM EVALUATION

Use of the authorities in this Personnel Letter shall be reviewed annually.  The Senior Vice Presidents and Vice Presidents for each BPA organizational entity using recruitment/relocation bonuses and retention allowances shall be responsible for providing, prior to April 1st of each year, to the Senior Vice President, Employee and Business Resources, statistical information regarding the extent to which each authority has been used, the amounts paid, and demographic information such as information on occupations, duty station, disability, and race and gender.  In addition, this information 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.  The Senior Vice President, Employee and Business Resources, shall consolidate all information into an annual report to the Chief Operating Officer and the Chief Executive Officer.

SPECIAL EVALUATIVE NOTE FOR EMPLOYEES IN RECEIPT OF RETENTION ALLOWANCES:  BPA employees currently receiving retention allowances who decide to leave employment at BPA for any reason are to be offered, in writing, the opportunity to participate in an exit interview.  If this voluntary offer is accepted, the role the retention allowance played in the employee’s decision to leave should be explored.  Employee recommendations for the improvement of the retention allowance tool should also be ascertained.  Results of such interviews should be forwarded to the Senior Vice President, Employee and Business Resources, and the Manager, Human Resources, Diversity and EEO, for review and analysis, as part of formal exit interviewing program reports.

Godfrey C. Beckett

Manager, Human Resources, Diversity and EEO
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Appendix A:  Checklist for Approval of Recruitment Bonus

Appendix B:  Checklist for Approval of Relocation Bonus

Appendix C:  Checklist for Approval of Retention Allowance

Appendix D:  Service Agreement for Recruitment/Relocation Bonuses

APPENDIX A

CHECKLIST FOR APPROVAL OF RECRUITMENT BONUS

Part I:
APPOINTMENT DATA
1.
Name of selectee:  










2.
Position to which the individual will be appointed.  Include title, series, grade, step, and 
salary:  














3.
Is this a new appointment within the meaning of 5 CFR 575.103?

Y  /  N

4.
Has a written offer of employment been made?  (Attach copy)

Y  /  N

5.
A.
Has employee entered on duty yet?




Y  /  N


B.
Date employee is scheduled to enter on duty:  






6.
Is the appointment:


A.
To the General Schedule?






Y  /  N


B.
To a senior-level or scientific or professional position


Y  /  N



under 5 U.S.C. 5376?


C.
To the Senior Executive Service?





Y  /  N


D.
To an Executive Schedule position?




Y  /  N

If the answer to question 3 or 4 is “no,” the bonus cannot be approved.  If the answer to question 5A is “yes,” the bonus cannot be approved.  At least one part of question 6 must be answered “yes,” or the bonus cannot be approved.

Part II:
WRITTEN DETERMINATION FOR DECISION TO USE RECRUITMENT BONUS (Copy of written determination must be attached.)

1.
Has there been a written determination that, in the absence


Y  /  N


of the bonus, the Agency would encounter difficulty in filling


the position with a high quality candidate?

2.
Was the determination made based on facts specific to this


Y  /  N


case, as opposed to using a blanket approach?

If the answer to question 1 or 2 is “no,” the bonus cannot be approved.

3.
The written determination has been considered and contains discussion of the following factors:


A.
Difficulty in recruiting high quality candidates for similar positions such as:



i.
Offer acceptance rates.





Y  /  N  /  NA



ii.
Proportion of similar positions filled.




Y  /  N  /  NA



iii.
Length of time required to fill similar positions.


Y  /  N  /  NA



iv.
Other indicators of difficulty.





Y  /  N  /  NA


B.
Recent turnover in similar positions.




Y  /  N  /  NA


C.
Labor market factors that may affect the ability of the 


Y  /  N  /  NA



agency to recruit high quality candidates for similar



positions in the future.


D.
Special qualifications needed for the position.



Y  /  N  /  NA


E.
The practicality of using the superior qualifications 


Y  /  N  /  NA



appointment authority alone or in combination with



the recruitment bonus.


F.
Other factors.







Y  /  N  /  NA

4.
Were other incentive authorities considered for use either


Y  /  N  /  NA


alone or in combination with a recruitment bonus?

Part III.
DETERMINATION OF AMOUNT AND SERVICE AGREEMENT



(A written determination of how the amount was decided must be attached.)

1.
How large a recruitment bonus will be necessary?




%













   of salary

2.
How long a period of service will the agreement require?





(see section VI.K.1 of BPA Personnel Letter 575-2)


   Months

APPENDIX B

CHECKLIST FOR APPROVAL OF RELOCATION BONUS

Part I:
APPOINTMENT DATA
1.
Name of employee:  










2.
A.
Is this a BPA employee?






Y  /  N


B.
If yes, BPA office in which currently employed:  






C.
If not, name of agency in which he/she is currently employed:  




3.
A.
Position to which the individual will be appointed or relocated.  Include title, series, grade, step, and salary:  










B.
Name of organization and geographic location of new position:  



4.
Is the employee:


A.
Being appointed without a break in service to a position


Y  /  N



in a different commuting area?


B.
Serving under an appointment without a definite time 


Y  /  N



limitation and his/her duty station is being changed permanently?

5.
A.
Has the employee entered on duty in the new position 


Y  /  N



and/or commuting area?


B.
Date employee is scheduled to enter on duty:  






6.
Is the appointment:


A.
To the General Schedule?






Y  /  N


B.
To a senior-level or scientific or professional 



Y  /  N



position paid under 5 U.S.C. 5376?


C.
To the Senior Executive Service?





Y  /  N


D.
To a law enforcement position?





Y  /  N


E.
To an Executive Schedule position?




Y  /  N


F.
By the President to a position in the executive



Y  /  N



branch of the Federal Government?

If the answer to question 4A or 4B is “no,” the bonus cannot be approved.  If the answer to question 5A is “yes,” the bonus cannot be approved.  At least one part of question 6 must be answered “yes,” or the bonus cannot be approved.

Part II:
WRITTEN DETERMINATION FOR DECISION TO USE RELOCATION BONUS (Copy of written determination must be attached.)

1.
Is there a written determination that, in the absence of the bonus,

Y  /  N


the Agency will encounter difficulty in filling the position with a 


high quality candidate?

2.
Was the determination made based on facts specific to this case

Y  /  N


(as opposed to using a blanket approach)?

If the answer to question 1 or 2 is “no,” the bonus cannot be approved.

3.
The written determination considered the following factors:


A.
Difficulty in recruiting high quality candidates for similar positions in the same commuting area such as:



i.
Offer acceptance rates.





Y  /  N  /  NA



ii.
Proportion of similar positions filled.




Y  /  N  /  NA



iii.
Length of time required to fill similar positions.


Y  /  N  /  NA



iv.
Other indicators of difficulty.





Y  /  N  /  NA


B.
Recent turnover in similar positions.




Y  /  N  /  NA


C.
Labor-market factors that may affect the ability of the


Y  /  N  /  NA



Agency to recruit high quality candidates for similar



positions now or in the future.


D.
Special qualifications needed for the position.



Y  /  N  /  NA


E.
Other factors.







Y  /  N  /  NA

4.
Is payment of regular relocation expenses also being authorized?

Y  /  N

Part III:
DETERMINATION OF AMOUNT OF BONUS AND SERVICE AGREEMENT (A written determination of how the amount was decided must be attached.)

1.
How large of a relocation bonus will be necessary?




%













   of salary

2.
How long a period of service will the agreement require?





(see section VI.K.1. of BPA Personnel Letter 575-2)


   Months

APPENDIX C

CHECKLIST FOR APPROVAL OF RETENTION ALLOWANCE

Part I:
EMPLOYEE DATA
1.
Name of employee:  










2.
Position which the employee holds.  Include title, series, grade, step, and salary:  


3.
Has the employee:


A.
Completed 1 year of continuous service with the Agency?

Y  /  N


B.
Completed all periods of employment required under


Y  /  N  /  NA



service agreements for recruitment or relocation bonuses?

4.
Is the employee serving:


A.
Under the General Schedule?





Y  /  N


B.
In a senior-level or scientific or professional



Y  /  N



position paid under 5 U.S.C. 5376?

C.
In the Senior Executive Service?





Y  /  N


D.
In an Executive Schedule position?




Y  /  N

5.
Is the employee likely to leave the Federal Service with the     

Y  /  N


immediate intention of retirement, of beginning employment

outside the executive, legislative, and judicial Branches of the

Federal Government, or for other reasons (state in writing)?

If the answer to question 3A or 3B is “no,” the allowance cannot be approved.  At least one part of question 4 must be answered “yes,” or the allowance cannot be approved.  If the answer to question 5 is “no,” the allowance cannot be approved.

Part II:
WRITTEN DETERMINATION FOR DECISION TO USE RETENTION ALLOWANCE (Copy of written determination must be attached.)

1.
Is there a written determination that:


A.
The unusually high or unique qualifications of the







employee makes it essential to retain the employee’s



services.









Y  /  N


B.
A special need by BPA for the employee’s services


Y  /  N



makes it essential to retain the employee.


C.
In the absence of such an allowance, the employee


Y  /  N



is likely to leave the Federal service.

2.
Does the determination include a written description of the extent

Y  /  N


to which the employee’s departure would affect the Agency’s ability


to carry out an activity or perform a function that is deemed vital to


the Agency’s mission?

If the answers to both question 1A and 1B are “no,” or the answer to question 1C is “no,” the allowance cannot be approved.  If the answer to question 2 is “no,” the allowance cannot be approved.

3.
The written determination considered the following factors:


A.
Difficulty that would be encountered in efforts to recruit


Y  /  N  /  NA



candidates with qualifications similar to those possessed 



by the employee for positions similar to the position



held by the employee.


B.
The availability in the labor market of candidates for 


Y  /  N  /  NA



employment who, with minimal training or disruption 



of service to the public, could perform the full range 



of duties and responsibilities assigned to the position



held by the employee.


C.
Other factors.







Y  /  N  /  NA

4.
EXIT STRATEGY - The written determination addresses:



The necessity to establish a special recruitment/training 


Y  /  N 

 

strategy and/or effort to ensure the identification and development



of other employees with the necessary skills and competencies



in order to eliminate the necessity of paying future retention allowances?



Or it contains information which explains why it is impractical to do this?

If the answer to this question is “no”, the allowance cannot be approved.

Part III:
DETERMINATION OF AMOUNT OF ALLOWANCE



(A written determination of how the amount was decided must be attached.)

1.
How large a retention allowance will be necessary?




%













   of salary

2.
Will this allowance cause the annual rate of pay for



Y  /  N


this employee to exceed the rate payable for level I 


of the Executive Schedule?

If the answer to question 2 is “yes,” the allowance cannot be approved unless the amount is reduced to a level that results in a “no” answer.

APPENDIX D

SERVICE AGREEMENT FOR

RECRUITMENT/RELOCATION BONUSES

1. I AGREE that, by accepting this recruitment/relocation (circle one) bonus, I will serve at least 1 year for the Bonneville Power Administration from the effective date of this personnel action.

2.  If I voluntarily leave the Bonneville Power Administration before completing the one (1) year of service agreed to in item 1 above, or if I am involuntarily separated because of misconduct, I AGREE to repay the entire amount of the recruitment allowance/relocation bonus I have received.  If I do not repay the entire amount within 30 days of separation, I will be charged interest and late charges.


Employee:  








Date:  




Selecting Official:  






Date:  




Human Resources Specialist:  





Date:  



Personnel Letter 575-2 (Revised), January 2003                     
Supercedes July 31, 2001

Human Resources, Diversity and EEO
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