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PERSONNEL LETTER (PL): 575-02
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SUBJECT: Recruitment Incentives and Relocation Incentives for Annual Employees

PURPOSE

This Personnel Letter

· Describes Bonneville Power Administration (BPA) policy and procedures for the use of recruitment and relocation incentives for BPA annual employees authorized by the Federal Workforce Flexibility Act of 2004. 

PURPOSE OF REVISION:

· Replaces reference to the Federal Employees Pay Comparability Act of 1990 (FEPCA) with Federal Workforce Flexibility Act of 2004 and incorporates regulatory changes resulting from the more recent legislation.

· Changes the criteria for determining payment of incentives to comport with current regulations (i.e. position would likely be difficult to fill in the absence of the incentive).

· Changes the lowest level approving official from selecting official to vice presidents and tier 2 managers and increases the dollar amount that this level of official is authorized to approve.

· Simplifies the Recruitment/Relocation Incentive Determination Worksheet and Recommendation forms in attachments A and B.

· Removes reference to Retention Incentives which will be addressed in a separate issuance.

· Replaces PL 575-02, dated June 3, 2008.

POLICY SUMMARY

Recruitment and relocation incentives may be paid to eligible employees in order for BPA to fill positions that would likely be difficult to fill in the absence of the incentive.  A strong business case for payment of an incentive must be made and documented in writing.  An employee receiving a recruitment or relocation incentive must sign a written service agreement between BPA and the employee, under which the employee agrees to a specified period of employment with BPA.  Decisions to pay these incentives will not be based on any personal relationship, patronage or nepotism and will be authorized without regard to religious affiliation or non-affiliation, marital status, race, color, national origin, sex, age or physical handicap.  BPA will make the most effective and efficient use of recruitment and relocation incentives by utilizing the least costly incentive necessary to attract highly qualified individuals to “difficult to fill” positions.
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I. DEFINITIONS

Agency 

An executive agency or a legislative branch agency included in 5 U.S.C. 5102(a) (1).

Authorized agency official 

The head of an agency or an official who is authorized to act for the head of the agency in the matter concerned.

Competencies 

The knowledge, skills and abilities (KSAs), behaviors and other characteristics an individual needs to perform the duties of a position.

Employee 

The meaning given in 5 U.S.C. 2105, except that the term also includes an employee described in 5 U.S.C. 2105(c). For the purpose of determining whether an individual was an employee of the Federal Government during the 90-day period referred to in the definition of newly appointed, also included is an employee described in 5 U.S.C. 2105(e). Employee also means an individual not yet employed who has received a written offer to be newly appointed or reappointed and has signed the written service agreement required by 5 CFR. 575.110 before payment of the recruitment incentive.

Establish a New Residence

Physically move to a new geographic location and reside on an ongoing basis establishing it as home.

Federal Government 

All entities of the Government of the United States including the United States Postal Service and the Postal Regulatory Commission.

Executive Agency 

An executive department, Government Corporation and an independent establishment as in 5 U.S.C.105.

Newly Appointed 

The first appointment, regardless of tenure, as an employee of the Federal Government; appointment of a former employee of the Federal Government following a break in service of at least 90 days; and an appointment of an individual in the Federal Government when the individual’s Federal service during the 90-day period immediately preceding the appointment was limited to one or more of the following: 1) a time-limited or non-permanent appointment in the competitive or excepted service; 2) employment with the government of the District of Columbia (DC) when first appointed on or after October 1,1987; 3) appointment as an expert or consultant under 5 U.S.C. 3109 and 5 CFR part 304; 4) employment under a provisional appointment designated under 5 CFR 316.403; or 5) employment under the Student Career Experience Program under 5 CFR 213.3202(b). 

Rate of Basic Pay 

The rate of pay fixed by law or administrative action for the position to which an employee is or will be appointed before deductions and including any special rate under 5 CFR 530, Subpart C or similar payment under other legal authority, and any locality-based comparability payment under 5 CFR 531, Subpart F or similar payment under other legal authority, but excluding additional pay of any other kind. For example, a rate of basic pay does not include additional pay such as night shift differentials under 5 U.S.C. 5343(f) or environmental differentials under 5 U.S.C. 5343(c)(4).

Service Agreement 

A written agreement between an agency and an employee under which the employee agrees to a specified period of employment with the agency in return for payment of a recruitment or relocation incentive.

Special Salary Rate  

A rate of pay within a special rate schedule that has been established to provide higher rates of pay for specified categories of GS positions or employees at one or more grades.

Superior Qualifications Appointment

Appointment where pay is set higher than the minimum rate because of the applicant’s superior qualifications or a special BPA need for the employee’s services.

Workforce Plan

A strategic, efficient approach to human capital planning that is based on risk analysis and mitigation.  The written plan that provides focus and direction to Human Capital Management (HCM) strategy and enables BPA to have the right number of people with the right competencies in the right positions at the right time to successfully achieve its business objectives.

II. RESPONSIBILITIES

A. The Chief Operating Officer (COO):

1. Approves/disapproves all recruitment and relocation incentives for GS employees that total greater than $25,000 for the designated service period.  If the COO is the immediate supervisor of the employee that would be paid the incentive, the Chief Executive Officer (BPA Administrator) must approve the recruitment or relocation incentive.

2. Approves/disapproves individual recruitment and relocation incentives that total $10,000 to $25,000 for the designated service period for GS employees of organizations without a senior vice president or executive vice president.

3. Reviews and provides preliminary approval/disapproval of recruitment and relocation incentives for senior executive service (SES) employees.  Payment of a recruitment or relocation incentive to an SES employee requires DOE approval and is coordinated through BPA’s HCM organization.

4. Reviews and concurs in all requests for waiver of repayment of recruitment or relocation incentives.

5. Reviews annual report of the incentive program prepared by HCM. 

B. Senior Vice Presidents and Executive Vice Presidents:

1. Approve/disapprove all recruitment and relocation incentives that total $10,000 to $25,000 for the designated service period for GS employees in their respective organization.  If the senior/executive vice president is the immediate supervisor of the employee that would be paid the incentive, the COO must approve the recruitment or relocation incentive.  

2. Act as reviewing officials for recommended incentives from subordinate managers/supervisors that must be approved at a higher level.  

3. Review the annual report from HCM on the use of recruitment and relocation incentives within their organization to ensure payment continues to be consistent with the requirements and criteria stated in this policy.

C. Vice Presidents and Tier 2 Managers in organizations without a Vice President:

1. Approve/disapprove all recruitment and relocation incentives that total less than $10,000 for the designated service period for GS employees in their respective organization.  If the vice president or manager is the immediate supervisor of the employee that would be paid the incentive, the senior/executive vice president or COO, as the next higher manager, must approve the recruitment or relocation incentive.

2. Act as reviewing officials for recommended incentives from subordinate managers/supervisors that must be approved at a higher level.

3. Review the annual report from HCM on the use of recruitment and relocation incentives within their organization to ensure payment continues to be consistent with the requirements and criteria stated in this policy.

4. Approve termination of payment of recruitment or relocation incentive and the attendant service agreement when required.

5. Notify BPA’s HCM organization to provide written notification to an employee when the incentive and service agreement are terminated.

D. Selecting Officials:

1. Interview prospective employees; recommend recruitment and relocation incentives, when appropriate.

2. Prepare business case documentation to justify payment of recruitment and relocation incentives.

E. The Chief Human Capital Officer (CHCO), or his/her delegate:

1. Develops policies and procedures to implement the use of recruitment and relocation incentives.

2. Reviews all recruitment and relocation incentive authorization requests for regulatory and policy compliance and approves/disapproves request accordingly.

3. Coordinates with BPA officials and DOE to request departmental approval for payment of recruitment and relocation incentives to SES employees.

4. Prepares an annual report on the use of recruitment and relocation incentives. 

5. Provides advice and assistance to managers on appropriate use of recruitment and relocation incentives and on the preparation of required documentation (see attachments A through D of this policy).

6. Maintains records of requests for recruitment and relocation incentives and waivers of repayment sufficient to allow full reconstruction of the action as necessary.  Ensures copies of backup documentation and final packages are retained in an official file in the HCM Office for a minimum of two (2) years or until the expiration of the service agreement, whichever is longer, regardless of final disposition of the request.

7. Extends employment offers to prospective employees; negotiates any approved recruitment and/or relocation incentives; and ensures service agreements are properly executed. 

8. Notifies employees when recruitment and relocation incentives and service agreements are terminated.

F. Employees and/or Applicants:

1. Provide any requested information and documentation to support use of recruitment or relocation incentives.

2. Sign and agree to conditions of employment associated with any incentive granted.

3. Submit written requests and justifications to support waiver of repayment of recruitment and relocation incentives as appropriate.

G. Treasury Manager:

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

III. COVERAGE

A. Employees Covered:  BPA’s annual employees, which are employees in General Schedule (GS) and Senior Executive Service (SES) positions, except for those listed below in III. B. 

B. Employees Not Covered:  The categories of employees not covered are Presidential appointees, either with or without Senate confirmation; employees on non-career Senior Executive Service appointments; and employees on Schedule C appointment.

IV. USE OF RECRUITMENT AND RELOCATION INCENTIVES

A. BPA may pay a recruitment incentive to a newly-appointed employee if BPA determines that the position is likely to be difficult to fill in the absence of an incentive.  Groups of similar positions that have been difficult to fill in the past or that may be difficult to fill in the future may be targeted for payment of the recruitment incentive if the required business case is made to offer a recruitment incentive to the newly appointed employees on a group basis.

B. BPA may pay a relocation incentive to (1) an employee of the Federal Government who must relocate to a different geographic area without a break in service to accept a BPA position if BPA determines the position is likely to be difficult to fill in the absence of an incentive or (2) a current BPA employee who must relocate voluntarily or involuntarily to a different geographic area (permanently or temporarily) to accept a position when the position is likely to be difficult to fill.  A position is considered to be in a different geographic area if the worksite of the new position is 50 or more miles from the worksite of the position held immediately before the move.  If the worksite of the new position is less than 50 miles from the worksite of the position held immediately before the move, but the employee must relocate (i.e. establish a new residence) to accept the position, the COO may waive the 50-mile requirement and pay the employee a relocation incentive. 

C. Recruitment and relocation incentives will only be used when there is a strong business case that the incentive is needed to attract highly qualified candidates/employees to positions that are determined likely to be difficult to fill.

D. A position is likely to be difficult to fill if it is probable that BPA will have difficulty recruiting candidates with the competencies required for the position (or a group of positions) in the absence of a recruitment or relocation incentive or if OPM has approved direct-hire authority applicable to the position (or group of positions) being filled.

E. Decisions to use an incentive must be documented with the business case justification that includes the determination that the position is likely to be difficult to fill, and signed by the recommending, reviewing, and approving officials as applicable. Recruitment/Relocation Incentive Determination Worksheets and Recommendation forms in attachments A and B will satisfy the documentation requirements. To request or authorize an incentive, recommending and approving officials must address the following factors, as applicable.

1. The availability and quality of candidates possessing the competencies required for the position, including the success of recent efforts to recruit candidates for the position or similar positions using indicators such as offer acceptance rates, the proportion of positions filled, and the length of time required filling similar positions.

2. The salaries typically paid outside the Federal Government for similar positions.

3. Recent turnover in similar positions.

4. Employment trends and labor market factors that may affect BPA’s ability to recruit candidates for similar positions.

5. Special or unique competencies required for the position.

6. BPA efforts to use non-pay authorities, such as special training and work scheduling flexibilities, to resolve difficulties, alone or in combination with a recruitment or relocation incentive.

7. The desirability of the duties, work or organizational environment or geographic location of the position.

8. Other supporting factors (e.g. relation to business strategies addressed in the Agency Workforce Plan).

F. Requests for incentives are considered on a case-by-case basis. Selecting officials must be selective and judicious in requesting the use of recruitment and relocation incentives and consider the short and long-term costs associated with the proposed incentive; specifically, available funding for the position and impact on future budgets.  They must make the most effective and efficient use of recruitment and relocation incentives by using the least costly incentive necessary for any individual recruitment/relocation and take into consideration all other monetary incentives being paid to the selectee in lieu of or in addition to the incentive.

G. BPA may waive the requirement to decide on a case by case basis to pay a relocation incentive when, 1) the employee is a member of a group of employees subject to a mobility agreement and BPA determines relocation incentives are necessary to retain employees subject to such an agreement to ensure the continued operations or 2) a major organizational unit is relocated to a new duty station and BPA determines that relocation incentives are necessary to ensure the continued operation of that unit without undue disruption of an activity or function that is deemed essential to the agency’s mission or without undue interruption of service to the public. 

H. The appropriate approving official must authorize any recruitment or relocation incentive before an employee enters on duty in a new position (or in the position at the new duty station).  No recruitment or relocation incentive may be approved after the employee enters into a new position.

I. Payment of a recruitment and/or relocation incentive may be included on a vacancy announcement after the incentive justification process is completed and if approved by the designated official.  Documentation to justify the payment of an incentive will not include any applicant’s name.  

V. SERVICE AGREEMENTS 

A. An employee must sign a written service agreement to complete a specified period of employment with BPA (and at the new duty station in the case of a relocation incentive) before receiving a recruitment or relocation incentive. See attachments C and D to this PL for appropriate service agreements. 

B. The service agreement must specify the commencement and termination dates of the required service period; the amount of the incentive; the method and timing of incentive payments; the conditions under which an agreement will be terminated by BPA; any BPA or employee obligations if a service agreement is terminated, including conditions under which the employee must repay an incentive or under which BPA must make additional payments for partially completed service; and any other terms and conditions for receiving and retaining a recruitment or relocation incentive. 

C. The service period must terminate on the last day of a pay period. If service with the agency does not begin on the first day of a pay period, the agency must delay the service period commencement date so that a required service period begins on the first day of the first pay period beginning on or after the commencement of service in the agency.

D. The employee’s service period for either a recruitment or relocation incentive may not be less than twelve (12) months and may not exceed four (4) years.  Required service periods based on the amount of the incentive are listed in the Service Period tables in attachment A and B.  If an employee under a service agreement is approved for extended leave, including leave without pay (i.e. leave for a period of 30 calendar days or longer), the approving official in consultation with HCM will determine on a case by case basis whether or not to extend the service agreement by a period of time equal to the extended leave.  This determination is at the sole discretion of BPA management and the employee will be required to abide by the revision.  

E. The service agreement in no way constitutes a right, promise or entitlement for continued employment or noncompetitive conversion to the competitive service.

F. An approving official (or his/her successor) must terminate a service agreement if an employee is demoted or separated for cause (i.e., unacceptable performance or conduct); receives a rating of record of less than “Meets Expectations” or equivalent or otherwise fails to fulfill the terms of the service agreement.  In such cases, the employee must repay any portion of a previously-paid incentive that is attributable to uncompleted service.  Unless a repayment waiver is approved, the employee will be indebted to the Federal Government and, within 30 days of separation, must reimburse BPA on a pro rata basis for the amount of any recruitment or relocation incentive the employee received.  The amount to be repaid will be determined by providing credit for each full month of employment under the service agreement.  The employee is entitled to retain any previously-paid incentive attributable to completed service.  If the total amount of previously-paid incentives is less than the amount that would be attributable to completed service, no additional payments for such completed services will be paid to the employee.  An exception to the aforementioned entitlement to retain previously paid recruitment incentives is shown in paragraph V G. and relates to when an employee is separated as a result of material false or inaccurate statements or deception or fraud in examination or appointment, or because of failing to meet employment qualifications.
G. When a service agreement is terminated as described in paragraph V F., the BPA Treasury Manager may waive repayment of an incentive that is in excess of the amount attributable to completed service when, in his/her judgment, the collection of the excess amount would be against equity and good conscience and not in the best interest of the United States.  However, when an employee is separated as a result of material false or inaccurate statements or deception or fraud in examination or appointment or because of failing to meet employment qualifications, the employee must repay all recruitment incentive payments received under that service agreement.

H. 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.

I. A service agreement may be terminated unilaterally by an approving official or his/her successor based on the management needs of the organization; for example, when an employee is being reassigned to a new position that does not warrant the incentive, when there are insufficient funds to continue planned incentive payments or when the position is affected by a reduction in force. If an incentive is terminated due to management needs of the organization, the employee is entitled to all incentive payments attributable to completed service and to retain any portion of an incentive payment he or she received that is attributable to uncompleted service.

J. The approving official must request HCM to notify an employee in writing when he or she terminates a recruitment or relocation incentive service agreement.  Termination of a service agreement may not be grieved or appealed.

VI. PAYMENT OF INCENTIVES

A. Relocation and recruitment incentives may be paid in any of a variety of ways.  The manner of payment is to be determined by recommending/approving officials, and should further the best interests of BPA in either attracting or retaining candidates/employees for assignments.

B. Payment may be made

· As an initial lump-sum payment at the commencement of the service period or, for recruitment incentive only, before the start of the service period to an employee who has not yet entered on duty once the employee has signed a service agreement;

· In installments throughout the service period required by the service agreement;

· As a final lump-sum payment upon the completion of the full service period required by the service agreement; or

· In a combination of these payment methods.

C. The total amount of recruitment or relocation incentive payments paid to an employee in a service period may not exceed 25 percent of the annual rate of basic pay of the employee at the beginning of the service period multiplied by the number of years (including fractions of a year) in the service period (not to exceed 4 years). With OPM approval, this cap may be increased to 50 percent based on critical agency need. In no event may the total incentive payment exceed 100 percent of the employee’s annual rate of basic pay in effect at the beginning of the employee’s service period.

D. A relocation incentive may be paid only when the employee’s official performance rating for the position held immediately before the move is at least “Fully Successful”, “Meets Expectations” or equivalent.

E. A relocation incentive will be paid only after the employee has established a residence in the new geographic area.

F. Recruitment and relocation incentives are not part of an employee’s rate of basic pay for any purpose.

G. Payment of recruitment and relocation incentives are subject to the aggregate limitation on pay under 5 CFR part 530, subpart B.

VII. PROCEDURES

A. The selecting official conducts the initial discussion with the prospective employee and gathers information about the individual’s qualifications, existing pay, and other relevant information.  The selecting official may inform the prospective employee that the official will seek approval for recruitment or relocation incentive; however, a firm commitment about payment of recruitment or relocation incentive may not be made to the individual by the selecting official.  The prospective employee must be cautioned against resigning from or otherwise terminating current employment or turning down a firm offer of other employment until a firm employment offer, that may or may not include payment of an incentive, is made by BPA.

B. The selecting official determines if payment of a recruitment or relocation incentive is needed and, if so, prepares a written justification (see attachments A and B for Recruitment/Relocation Incentive Determination Worksheet and Recommendation forms).  Factors to be considered are listed in paragraph IV E.  The justification must also include the amount and timing of incentive payments and the length of the service period.  For relocation incentives, the justification must also identify that the worksite of the new position is in a different geographic area than the previous position, as described in paragraph IV B.  

C. The selecting official submits the Recruitment/Relocation Incentive Determination Worksheet and Recommendation form to the CHCO or his/her delegate (through reviewing officials, as applicable) for regulatory and policy compliance review and approval/disapproval of incentives as appropriate.  The CHCO or delegate documents his/her determination on the Recruitment/Relocation Incentive Determination Worksheet and Recommendation form and sends approved forms to the appropriate approving official.  Requests not in compliance with regulatory and policy requirements are disapproved by the CHCO or delegate and are returned to the selecting official.  Disapproved requests will not be processed further until they comply with regulations and policy.  A recommendation for payment of a recruitment or relocation incentive to an SES employee is sent to the COO for preliminary approval/disapproval.  Those approved by the COO must then be coordinated by HCM with DOE.

D. The designated approving official reviews and approves or disapproves the selecting official’s justification and incentive payment recommendation.  The approval authority may not be re-delegated.  Approval to pay a recruitment or relocation incentive must be documented before the prospective employee is formally offered the position and before entry on duty in the position for which recruited or to which relocated.

E. The approving official returns the Recruitment/Relocation Incentive Determination Worksheet and Recommendation form to the selecting official as notification of the final determination.

F. The selecting official submits the Recruitment/Relocation Incentive Determination Worksheet and Recommendation form, along with other selection documents to the HCM Talent Acquisition Recruiting and Staffing Advisor (RSA).

G. The RSA extends the employment offer to the prospective employee and notifies the individual about payment of recruitment or relocation incentive, if one has been approved.

H. HCM maintains records of recruitment and relocation authorizations sufficient to allow full reconstruction of the action, as necessary.  Completed and approved Recruitment/Relocation Incentive Determination Worksheet and Recommendation forms are to be retained and filed on the left side of each impacted employee’s Official Personnel File (OPF) and are to be retained in the OPF for a period of two (2) years beyond the expiration date of a required service agreement associated with the incentive, the termination of the incentive and service agreement, or waiver of the incentive repayment, whichever is applicable.

I. Approving officials must review the annual report prepared by HCM on the use of recruitment and relocation incentives to ensure the payment of incentives within their organization is consistent with the requirements and criteria stated in this PL. If an employee’s recruitment or relocation incentive and service agreement are to be terminated, the approving official must notify HCM so that written notice can be given to the employee.

VIII. ANNUAL REPORT

Use of the authorities in this policy will be reviewed annually by the CHCO.  The HCM staff will consolidate the statistical information regarding the extent to which each authority has been used during the previous calendar year, the amounts paid, employees receiving the incentives, and demographic information such as information on occupations, duty station, disability, and race and gender.  In addition, this information will evaluate the extent to which the authorities have alleviated recruitment or relocation problems and also identify any operational problems encountered in administering the provisions of this PL.  HCM staff will consolidate all information into an annual report to the COO no later than March 31st of each year.  Senior and executive vice presidents, vice presidents, and tier 2 managers who do not report to a vice president will be provided an extract of the report for their specific organization so that they may monitor the use of incentives within their organizations to ensure payment continues to be consistent with the requirements and criteria stated in this policy.

IX. REFERENCES

· 5 U.S.C., Section 5753

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

· 5 CFR, Part 575, Subpart A, Recruitment Incentives; Subpart B, Relocation Incentives

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

Roy B. Fox

Chief Human Capital Officer 

Attachments (4)

Attachment A- Recruitment Incentive Determination Worksheet and Recommendation

Attachment B- Relocation Incentive Determination Worksheet and Recommendation
Attachment C- Recruitment Incentives Service Agreement

Attachment D- Relocation Incentives Service Agreement

Attachment A- Recruitment Incentive Determination Worksheet and Recommendation

	PRIVACY ACT NOTICE:  This information is subject to the Privacy Act of 1974 (as amended), 5 U.S.C.  552a, and should only be maintained and/or disclosed as permitted by the Privacy Act.  See Personnel Letter 575-02 for details. 

	Note: The purpose of this form is to provide a documented means for BPA managers/supervisors to assess the appropriateness and amount of an incentive. When a recruitment incentive is authorized, the employee must sign a service agreement for a period of service with BPA that is no less than twelve (12) months and no more than four (4) years in return for payment of the incentive.
Recruitment incentives may be 25 percent of the annual rate of basic pay (i.e., with locality pay or a special salary rate) multiplied by the number of years in the respective service agreement. In no event may the total incentive payment exceed 100 percent of the employee’s annual rate of basic pay in effect at the beginning of the employee’s service period.

	1. Selectee’s Name
	2. Organization of Position

	     
	     

	3. Position Title, Series, Grade
	4. Vacancy Announcement Number 

	     
	     

	A. Business Case Determination for Recruitment Incentive Use

	An incentive may be paid to individuals who are selected for positions that would likely be difficult to fill in the absence of the incentive.  Provide a narrative justification for paying an incentive by addressing the following factors, as applicable to the specific case.  Your Recruiting and Staffing Advisor (RSA) in NHQ can provide you labor market information to assist you in completing your business case.
1. The availability and quality of candidates possessing the competencies required for the position, including the success of recent efforts to recruit candidates for the position or similar positions using indicators such as offer acceptance rates, the proportion of positions filled, and the length of time required filling similar positions.

2. The salaries typically paid outside the Federal Government for similar positions.

3. Recent turnover in similar positions.

4. Employment trends and labor market factors that may affect BPA’s ability to recruit candidates for similar positions.

5. Special or unique competencies required for the position.

6. BPA efforts to use non-pay authorities, such as special training and work scheduling flexibilities, to resolve difficulties, alone or in combination with a recruitment or relocation incentive.

7. The desirability of the duties, work or organizational environment or geographic location of the position.

8. Other supporting factors (e.g. relation to business strategies addressed in the Agency Workforce Plan).

	Justification:

	     


	B. Identify other monetary incentives being considered for the selectee that are in lieu of or in addition to a recruitment incentive. (For calculation to work properly, your security within MS Word must be set @medium (Toolbar, Tools. Macro, Check Medium). When opening this form ‘enable macros’. Then Input number and then the TAB key to next field).

	1. Repayment of Student Loans (PL 537-01)
	$0.00
	

	2. Payment for Academic Coursework (PL 410-01)
	$0.00
	

	3. Travel and Transportation Expenses to First Post of Duty (572-01)
	$0.00
	

	4. Other (consult your Recruiting & Staffing Advisor)
	$0.00
	

	Total 
	$0.00
	

	 FORMCHECKBOX 
  (Check if applicable) Discretionary Service Credit for annual leave accrual rate (PL 630-01 Ch.13)

	C. Recommended Incentive Payment.  Selecting/approving officials have discretion in determining the incentive amount; however, you must be selective
     and judicious in the use of incentives and consider the short- and long-term costs; specifically, available funding for the position, least costly incentive 
     needed to attract the selectee to the position, total monetary incentives being paid to the selectee, and impact on future budgets.

	1. Selectee’s annual rate of basic pay (includes locality pay or a special salary rate):

	$     
	(check if applicable) Basic pay is based on:  FORMCHECKBOX 
 Special Salary Rate 
 FORMCHECKBOX 
 Advanced Step

	$     
	2. Total recommended incentive payment (may not exceed 25% of basic pay times the number of years of the service agreement, the total of which may not exceed 100% of the employee’s annual rate of basic pay in effect at the beginning of the employee’s service.

	D. When a recruitment incentive is authorized, the selectee must sign a service agreement with a minimum period of service of twelve (12) months and
    a maximum service period of four (4) years.  The following table shows the required service period range based on the incentive amount.
    Selecting/approving officials may determine the specific service period within the stated range.

	Payout Amount

Required Service Period*

Less than $5,000

     12 months

$5,000-$15,000

12-24 months

$15,001-$25,000

18-36 months

Greater than $25,000

24-48 months



	*The required service period will be based on the table above or the period of time identified in the “Reminder” shown immediately below, whichever is longer.

Reminder: Incentive payments may not exceed 25% of basic pay multiplied by the number of years in the service agreement, including fractions thereof (e.g., a 50% incentive must have a service agreement at least 24 months long and a 75% incentive must have a service agreement of at least 36 months long).

	The service period is established to be       months


	E. A recruitment incentive may be paid as an initial lump-sum payment at the commencement of the service period required by the service agreement, equal or variable installment payments, as a final lump-sum payment upon completion of the full service period, or in a combination of these payment methods (refer to section VI. B. in PL 575-02).  The recruitment incentive is to be paid as follows:  


	Describe manner of payment and why this option is in BPA’s best interest (e.g., a lump sum paid at the beginning of the service period, etc.):

	     

	SELECTING OFFICIAL

	Signature of Selecting Official 
	Organization Code
	Date

	
	     
	     


	Use the following table to determine the officials with review responsibility and approval authority base on the incentive amount (approval authority may not be re-delegated):

	Amount
	1st Review
	2nd Review
	HCM Review
	Approve*

	Less than $10,000
	None
	None
	Yes
	Vice President or Tier 2 Manager (in organizations w/no VP)

	$10,000-$25,000
	Vice President
	None
	Yes
	Senior Vice President or Executive Vice President

	
	Tier 2 Manager (in organizations w/no VP)
	None
	Yes
	COO

	Over $25,000
	Vice President
	Senior Vice President or Executive Vice President
	Yes
	COO

	
	Tier 2 Manager (in organizations w/no VP)
	None
	Yes
	COO

	*The approving official shown in the table must be elevated to the next higher management level if the incentive is for a direct report.

	REVIEWING OFFICIAL(S) RECOMMENDATION, IF REQUIRED

	I have reviewed the selecting official’s business case justification and recommend the following action:

	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove

	1st Reviewer Signature, if required 
	Organization Code
	Date

	
	
	

	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove

	2nd  Reviewer Signature, if required 
	Organization Code
	Date

	
	
	

	HUMAN CAPITAL MANAGEMENT (HCM) DETERMINATION

	I have reviewed the selecting official’s recommendation for regulatory and policy compliance as contained in PL 575-02 and make the following determination:

	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove (Returned to selecting official. No further processing until request complies with regulations/policy.)

	Signature of Manager, Talent Acquisition 
	Organization Code
	Date

	
	
	

	FINAL APPROVAL

	I have reviewed the recommendation of the submitting/reviewing officials and all policy requirements contained in policy letter 575-02 and have arrived at the following decision.

	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove

	Signature 
	Title
	Organization Code
	Date

	
	
	
	


Attachment B- Relocation Incentive Determination Worksheet and Recommendation
	PRIVACY ACT NOTICE:  This information is subject to the Privacy Act of 1974 (as amended), 5 U.S.C.  552a, and should only be maintained and/or disclosed as permitted by the Privacy Act.  See Personnel Letter 575

	Note: The purpose of this form is to provide a documented means for BPA managers/supervisors to assess the appropriateness and amount of an incentive. When a relocation incentive is authorized, the employee must sign a service agreement for a period of service with BPA that is no less than twelve (12) months and no more than four (4) years at the new duty station to which he or she is relocated in return for payment of the incentive. 
Individual relocation incentives may be up to 25 percent of the annual rate of basic pay (i.e., with locality pay or a special salary rate) multiplied by the number of years in the respective service agreement.  In no event may the total incentive payment exceed 100 percent of the employee’s annual rate of basic pay in effect at the beginning of the employee’s service period.

	1. Employee’s Name
	2. Title, Series, Grade and step of employee’s current position

	     
	     

	3. Is this a BPA employee? (Check one)
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	3a. If yes, BPA Office in which currently employed
	     

	3b. If no, name of agency in which he/she is currently employed
	     

	

	4. Organization, Title, Grade, Series of position being filled
	5. Means by which this position will be filled (e.g., vacancy announcement, 
    reassignment, transfer, etc.)

	     
	     

	6. Geographic location of employee’s current position
	7. Geographic location of position being filled

	     
	     

	8 Is the worksite of the position being filled 50 or more miles from the worksite of the employee’s current position?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	a. If Yes, proceed with completing this form


	b. If No, the employee under consideration is ineligible to receive a relocation incentive, unless the 50-mile requirement is waived per paragraph IV.B in 
    P.L. 575-02   (Do not tab out of this web link. Take your mouse and click into the next form field/check box)


	9. Will the employee establish a new residence in the new geographic location (see definition in PL 575-02)?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	a. If Yes, proceed with completing this form
	

	b. If No, the employee under consideration is ineligible to receive a relocation incentive.

	10. Does the employee have current rating of record of fully successful, meets expectations or equivalent?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	a. If Yes, complete this form

	b. If No, the employee under considerations is ineligible to receive a relocation incentive


	Business Case Determination for Relocation Incentive Use

A.  An incentive may be paid to individuals who are selected for positions that would likely be difficult to fill in the absence of the incentive.  Provide a narrative justification for paying an incentive by addressing the following factors, as applicable to the specific case.  Your Recruiting and Staffing Advisor (RSA) in NHQ can provide you labor market information to assist you in completing your business case.

1. The availability and quality of candidates possessing the competencies required for the position, including the success of recent efforts to recruit candidates for the position or similar positions using indicators such as offer acceptance rates, the proportion of positions filled, and the length of time required filling similar positions.

2. The salaries typically paid outside the Federal Government for similar positions.

3. Recent turnover in similar positions.

4. Employment trends and labor market factors that may affect BPA’s ability to recruit candidates for similar positions.

5. Special or unique competencies required for the position.

6. BPA efforts to use non-pay authorities, such as special training and work scheduling flexibilities, to resolve difficulties, alone or in combination with a recruitment or relocation incentive.

7. The desirability of the duties, work or organizational environment or geographic location of the position.

8. Other supporting factors (e.g. relation to business strategies addressed in the Agency Workforce Plan).



	Justification

	     

	B.  Identify other monetary incentives being considered for the employee that are in lieu of or in addition to a relocation incentive.

	Repayment of Student Loans (PL 537-01)
	$0.00
	

	Payment for Academic Coursework (PL 410-01)
	$0.00
	

	Relocation Expenses (BPA Relocation Manual)
	$0.00
	

	Other (Consult your Recruitment and Staffing Advisor)
	$0.00
	

	Total
	$0.00
	


	C.  Recommended Incentive Payment.  Selecting/approving officials have discretion in determining the incentive amount; however, you must be selective and judicious in the use of incentives and consider the short- and long-term costs; specifically, available funding for the position, least costly incentive needed to attract the employee to the position, total monetary incentives being paid to the employee, and impact on future budgets.

	1. Employee’s annual rate of basic pay (includes locality pay or a special salary rate):

	$     
	(Check if applicable) Basic pay is based on a Special Salary Rate  FORMCHECKBOX 

	

	2. Total recommended incentive payment (may not exceed 25% of basic pay times the number of years of the service agreement, the total of which may not exceed 100% of the employee’s annual rate of basic pay in effect at the beginning of the employee’s service period)

	$     
	

	

	D.  When a relocation incentive is authorized, the employee must sign a service agreement with a minimum period of service of twelve (12) months and a maximum service period of four (4) years.  The following table shows the required service period range based on the incentive amount.  Selecting/approving officials may determine the specific service period within the stated range.

Payout Amount

Required Service Period*

Less than $5,000

     12 months

$5,000-$15,000

12-24 months

$15,001-$25,000

18-36 months

Greater than $25,000

24-48 months

*The required service period will be based on the table above or the period of time identified in the “Reminder” shown immediately below, whichever is longer.

Reminder: Incentive payments may not exceed 25% of basic pay multiplied by the number of years in the service agreement, including fractions thereof (e.g., a 50% incentive must have a service agreement at least 24 months long and a 75% incentive must have a service agreement of at least 36 months long).

	The service period is established to be
	     
	months

	


	E.  A relocation incentive may be paid as an initial lump-sum payment at the commencement of the service period required by the service agreement, in equal or variable installment payments, as a final lump-sum payment upon completion of the full service period, or in a combination of these payment methods (refer to section VI. B in PL 575-02).  The recruitment incentive is to be paid as follows:  


	Describe manner of payment and why this option is in BPA’s best interest (e.g. a lump sum paid at the beginning of the service period, etc.):

	     

	SELECTING OFFICIAL

	Signature of Selecting Official 
	Organization Code
	Date

	
	     
	     


	Use the following table to determine the officials with review responsibility and approval authority based on the incentive amount (approval authority may not be re-delegated):

	AMOUNT
	1st REVIEW
	2nd REVIEW
	HCM REVIEW
	APPROVE*

	Less than $10,000
	None
	None
	Yes
	Vice President or Tier 2 Manager (in organizations w/no VP)

	$10,000 - $25,000
	Vice President
	None
	Yes
	Senior Vice President or Executive Vice President

	
	Tier 2 Manager (in organizations w/no VP)
	None
	Yes
	COO

	Over $25,000
	Vice President
	Senior Vice President or Executive Vice President
	Yes
	COO

	
	Tier 2 Manager (in organizations w/no VP)
	None
	Yes
	COO

	*The approving official shown in the table must be elevated to the next higher management level if the incentive is for a direct report.

	REVIEWING OFFICIAL(S) RECOMMENDATION, IF REQUIRED

	I have reviewed the selecting official’s business case justification and recommend the following action:

	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove

	1st Reviewer Signature, if required 
	Organization Code
	Date

	
	
	

	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove

	2nd  Reviewer Signature, if required 
	Organization Code
	Date

	
	
	

	HUMAN CAPITAL MANAGEMENT (HCM) DETERMINATION

	I have reviewed the selecting official’s recommendation for regulatory and policy compliance as contained in PL 575-2 and make the following determination:

	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove (Returned to selecting official. No further processing until request complies with regulations/policy.)

	Signature of Manager, Talent Acquisition 
	Organization Code
	Date

	
	
	

	FINAL APPROVAL

	I have reviewed the recommendation of the submitting/reviewing officials and all policy requirements contained in PL 575-2 and have arrived at the following decision.

	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove

	Signature 
	Title
	Organization Code
	Date

	
	
	
	


Attachment C- Recruitment Incentives Service Agreement

 TC "APPENDIX C:  Recruitment Incentive Service Agreement" \f C \l "1" 
1. This is an employment agreement between __________________________(referred 

                                                                            (Employee name)

to as “you” or “your”) and the Bonneville Power Administration (referred to as “the employer” or BPA) for the purpose of  the employer committing to paying a recruitment incentive and, in return, your committing to a period of service to the employer.  This agreement must be signed by all parties prior to payment of the incentive.
Amount of Incentive and Payment(s)
2. Recruitment incentives are expressed as a percentage of your annual rate of basic pay (i.e., with locality pay or a special salary rate).  Your annual rate of basic pay will be/is $_________________.  You are approved for a recruitment incentive at the rate of ____%.  The total amount of your incentive is $______________.  Payment(s) will be made as follows (specify the method of payment, i.e., as a lump sum or installments or a combination of both methods, and when each payment will be made, e.g., at the beginning or ending of the service period or intervals in between, e.g., biweekly, monthly, etc.):_______________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Position
3. This agreement is in effect for your position as a:

                                                                                                                       ____________________________________________________________________
(title, series, grade, routing)
Effective Date
4. The effective date will begin upon the commencement of service to the agency (date of first day of the pay period on or after commencement of service in the organization):_____________________________.  

That date will be documented on your SF-50, Notice of Personnel Action.

Period of Service

5. The period of service to the employer or successor organization will be for (number of months, years or pay periods): _________________________________________ with the commencement date of _________________and termination date of ______________. The minimum service period must be 12 months and the maximum is 4 years; and the termination date must be the last day of a pay period.
6. BPA, at its sole discretion, will determine if periods of extended leave (i.e. leave for a period of 30 calendar days or longer) will extend the period of service under this service agreement for a period of time equal to the extended leave.  The employee is required to abide by any revision made on this basis.

Job Performance

7. You will maintain at least a fully successful, meets expectations or equivalent performance rating, an applicable security clearance (access authorization) if appropriate, and/or applicable professional credential if appropriate, and will remain with BPA in the same position or occupation for the duration of the service period. 

Termination
8. This agreement in no way constitutes a right, promise or entitlement for continued employment and/or noncompetitive conversion to the competitive service, if applicable and may be terminated at any time.

9. This agreement will be terminated if your performance rating falls below fully successful, meets expectations or equivalent performance rating, your security clearance is revoked (if applicable), you fail to maintain a professional credential (if applicable) that serves as a basis for the incentive, you are demoted or separated for cause, you voluntarily separate from BPA or voluntarily change positions prior to the completion of the period of employment specified in this Agreement. Upon termination of the agreement:

a. If the total amount of the payment(s) received is less than the amount that would be attributable to the completed portion of the service period, no additional payment for such completed service will be paid.  Further, if your separation is a result of material false or inaccurate statements or deception or fraud in examination or appointment, or because you failed to meet employment qualifications, you must repay all recruitment incentive payments received under this service agreement.
b. If you received payment(s) in excess of the amount that would be attributable to the completed portion of the service period, you will repay the excess amount under BPA’s debt collection procedures. If BPA is not fully reimbursed within 30 days of the date of the creation of the obligation or you have not entered into a written repayment plan, BPA may refer this debt to the United States Department of the Treasury without further notice. Referral to the Treasury will result in increased administrative costs.  The Treasury may pursue one or more of the following collection actions:

· Reduce Federal payments owed to you by administrative offset, including  Federal salary or retirement pay, IRS tax refunds, contractor/vendor payments and certain Federal benefit payments (such as Social Security).

· Report delinquent debt to national credit bureaus.  

· Refer debt to a private collection agency.

· Garnish future wages through administrative wage garnishment (no court order required).

· Refer debt to the U.S. Department of Justice for potential litigation.

· Report debt to the IRS. If debt is determined to be uncollectible, it may be reported to the Internal Revenue Service as income possibly resulting in an income tax increase (Form 1099-C).

10. The employer reserves the right to terminate this Agreement early by notifying you in writing in the event that: 

a. Funding is no longer available.  

b. Your position is subject to a management initiated action, such as a reduction in force or reassignment, but not a transfer of function or reclassification when the competencies of the position that serve as the basis for the incentive are retained or other unforeseen management need (e.g., energy crisis, lack of funds, issues with treasury payment).

c. If this Agreement is terminated by the employer under this section, you are entitled to all payment(s) that are attributable to completed service and to retain any portion of a payment received that is attributable to uncompleted service.

d. After written notification of termination is provided, no payments will be made by the employer that is attributable to the uncompleted portion of the service period.

11. The termination of this Agreement by the employer is not grievable or appealable

Waiver

12. If you are determined to be indebted to BPA, you have the right to file a request for a waiver of any indebtedness that you may have to BPA under this service Agreement based on a demonstration by you that BPA’s recovery of such indebtedness, in whole or in part, would be against equity and good conscience or against the public interest.  The filing of such a waiver request will not stay the operation of BPA’s debt collection procedures.  The request must be filed with the immediate supervisor of the position for which the incentive was granted.

Amendments

13. In the event that applicable laws or regulations change that would result in a change(s) in the terms and conditions of this Agreement, the parties mutually agree that this Agreement will be amended accordingly. Any changes other than those required by applicable laws or regulations or extension of the service period as a result of approved extended leave in accordance with Section 6 will be mutually agreed to in writing by the parties.

Certification
I _____________________certify that I have read and understand the terms and 


(Employee name) 
conditions of this Agreement.  By my signature below, I agree to the terms and conditions of this Agreement.

	Employee’s Signature



	Date

	Manager, Talent Acquisition


	Date

	Approving Management Official (per PL 575-02)


	Date


Privacy Act Notice

Title 5 United States Code section 5753 and Title 5 Code of Federal Regulations section 575.110 require the use of a service agreement to document employer-paid recruitment incentives.  Signing this agreement is voluntary, but failure to sign this agree​ment will preclude payment of the incentive.  It will not, however, affect your being appointed to a position offered by the Bonneville Power Administration.  The use of this agreement is by applicable management officials and supporting administrative staffs, payroll and accounting staffs, human resource staffs, and equal employment opportunity staffs to verify that this agreement is properly completed, to process and make the payment, to maintain appropriate documents that support the use of Government funds, ensure equitable treatment, monitor the use of the incentive as part of an oversight function of this program, and report the use as part of an annual reporting requirement to Congress.

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

Distribution:


Original: Official Personnel File


Copy: 
Employee


     
BPA Employing Unit Supervisor


     
Payroll record

Attachment D- Relocation Incentives Service Agreement

1. This is an employment Agreement between ____________________(referred to as

                                                                            (Employee name)

 “you” or “your”) and the Bonneville Power Administration (referred to as “the employer” or BPA) for the purpose of  the employer committing to paying a relocation incentive and, in return, your committing to a period of service to the employer.  
Amount of Incentive and Payment(s)

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

Position & Location

2. This Agreement is in effect for your position as a :

___________________________________________________________________
(title, series, grade, routing, location)
Effective Date

3. Payment of your relocation incentive is contingent upon your establishing a new temporary or permanent residence in the (insert commuting area, e.g., Portland Metropolitan) ______________________ commuting area. In order to “establish a new residence”, you must physically move to the new geographic location and reside there on an ongoing basis establishing it as your home.

4. The effective date will begin upon the commencement of service to the agency after you have established a residence in the new geographic area (date of first day of the pay period on or after commencement of service in the organization after establishment of a new residence):_____________________________.  

That date will be documented on your SF-50, Notice of Personnel Action. 

Period of Service

5. The required period of service to BPA will be for (number of months, years or pay periods):_____________________________________________ beginning ______________and ending __________________. The minimum service period must be 12 months and the maximum is 4 years; and the termination date must be the last day of a pay period.
6. BPA, at its sole discretion, will determine if periods of extended leave (i.e. leave for a period of 30 calendar days or longer) will extend the period of service under this service agreement for a period of time equal to the extended leave.  The employee is required to abide by any revision made on this basis.

Job Performance

7. You will maintain at least a fully successful, meets expectations or equivalent performance rating, an applicable security clearance (access authorization) if appropriate, and/or applicable professional credential if appropriate, and will remain with BPA in the same position or occupation for the duration of the service period.  
Termination

8. This Agreement in no way constitutes a right, promise or entitlement for continued employment and/or noncompetitive conversion to the competitive service, if applicable and may be terminated at any time.

9. This Agreement will be terminated if your performance rating falls below fully successful, meets expectations or equivalent performance rating, your security clearance is revoked (if applicable), you fail to maintain a professional credential (if applicable) that serves as a basis for the incentive, you are demoted or separated for cause, you voluntarily separate from BPA or voluntarily change positions prior to the completion of the period of employment specified in this Agreement. Upon termination of this agreement:

a. If the total amount of the payment(s) received is less than the amount that would be attributable to the completed portion of the service period, no additional payment for such completed service will be paid.

b. If you received payment(s) in excess of the amount that would be attributable to the completed portion of the service period, you will repay the excess amount under BPA’s debt collection procedures. If BPA is not fully reimbursed within 30 days of the date of the creation of the obligation or you have not entered into a written repayment plan, BPA may refer this debt to the United States Department of the Treasury without further notice. Referral to the Treasury will result in increased administrative costs.  The Treasury may pursue one or more of the following collection actions:

· Reduce Federal payments owed to you by administrative offset, including  Federal salary or retirement pay, IRS tax refunds, contractor/vendor payments and certain Federal benefit payments (such as Social Security).

· Report delinquent debt to national credit bureaus.  

· Refer debt to a private collection agency.

· Garnish future wages through administrative wage garnishment (no court order required).

· Refer debt to the U.S. Department of Justice for potential litigation.

· Report debt to the IRS. If debt is determined to be uncollectible, it may be reported to the Internal Revenue Service as income possibly resulting in an income tax increase (Form 1099-C).

10. The employer reserves the right to terminate this Agreement early by notifying you in writing that in the event: 

a. Funding is no longer available.  

b. Your position is subject to a management initiated action, such as a reduction in force or reassignment, but not a transfer of function or reclassification when the competencies of the position that serve as the basis for the incentive are retained or other unforeseen management need (e.g., energy crisis, lack of funds, issues with treasury payment).

c. If this Agreement is terminated by the employer under this section, you are entitled to all payment(s) that are attributable to the completed service and to retain any portion of a payment received that is attributable to uncompleted service.

d. After written notification of termination is provided, no payments will be made by the employer that is attributable to the uncompleted portion of the service period.

11. The termination of this Agreement by the employer is not grievable or appealable.

Waiver

12. If you are determined to be indebted to BPA, you have the right to file a request for a waiver of any indebtedness that you may have to BPA under this Agreement based on a demonstration by you that BPA’s recovery of such indebtedness, in whole or in part, would be against equity and good conscience or against the public interest.  The filing of such a waiver request will not stay the operation of BPA’s debt collection procedures.  The request must be filed with the immediate supervisor of the position for which the incentive was granted.

Amendments

13. In the event that applicable laws or regulations change that would result in a change(s) in the terms and conditions of this Agreement, the parties mutually agree that this Agreement will be amended accordingly. Any changes other than those required by applicable laws or regulations or extension of the service period as a result of approved extended leave in accordance with Section 6 will be mutually agreed to in writing by the parties hereto.

Certification

I _____________________certify that I have read and understand the terms and conditions


(Employee name) 
of this Agreement.  By my signature below, I agree to the terms and conditions of this Agreement.
	Employee’s Signature



	Date

	Manager, Talent Acquisition


	Date

	Approving Management Official (per PL 575-02)


	Date


Privacy Act Notice

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

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

Distribution:


Original: Official Personnel File


Copy: 
Employee


     
BPA Employing Unit Supervisor


     
Payroll record
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