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SECTION 217  AUTHORIZING BONUSES AND/OR AN ALLOWANCE

Ref:  (a) 5 U.S.C. 5753 (Recruitment and relocation bonuses)

      (b) 5 U.S.C. 5754 (Retention allowances)

      (c) 5 CFR part 575, subpart A (Recruitment Bonuses)

      (d) 5 CFR part 575, subpart B (Relocation Bonuses)

      (e) 5 CFR part 575, subpart C (Retention Allowances)

1.  Purpose.  To establish policy and procedures to approve Recruitment and Relocation Bonuses and Retention Allowances in accordance with references (a) through (e). 

2.  Background.  DON commands and activities are authorized to approve Recruitment and Relocation Bonuses and Retention Allowances for up to 25% of basic pay.  Coverage includes eligible employees serving in a General Schedule (GS) position or in another type of position for which payments have been approved by the Office of Personnel Management (OPM), including senior-level and scientific or professional (SL/ST), Senior Executive Service (SES), and Executive Schedule positions (excluding agency heads).  OPM approves other categories upon written request from the head of the employing agency. 

3.  Descriptions

    a.  Recruitment Bonus
        (1) Candidates for hard-to-fill positions and/or occupations that are critical to the mission of the organization are eligible.  A bonus may be paid to a newly appointed employee; i.e., an individual being appointed to a position in the civil service for the first time, or who is being reappointed after a break in service of at least 90 days, and whose appointment is for a period of not less than six months.  As a minimum, a six-month written service agreement will be executed.

        (2) Activity officials must certify in writing that the organization would have difficulty filling the position with a highly qualified candidate.  This certification may include:

            (a) Results of recent efforts to attract quality candidates for similar positions, as evidenced by offer/ 

acceptance rates, the number of pending vacancies, and/or the length of time required to fill similar positions;

            (b) Recent turnover in similar positions;

            (c) Labor market factors that may affect the organization’s ability to recruit high quality candidates for similar positions;

            (d) Special qualifications needed for the position; or

            (e) The feasibility of using a Superior Qualifications Appointment separately or in conjunction with a recruiting bonus.

    b.  Relocation Bonus

        (1) Occupants of hard-to-fill positions and/or occupations that are critical to the mission of the organization are eligible.  A bonus may be paid to any current employee, serving in covered positions, who must change his or her place of residence, to accept a position in a different commuting area without a break in service.  Newly appointed employees are not eligible.  As a minimum, a 12-month written service agreement will be executed.

        (2) Activity officials must certify in writing that the organization would have difficulty filling the position with a highly qualified candidate.  This certification may include:

            (a) The results of recent efforts to attract quality candidates for similar positions, as evidenced by offer/acceptance rates, the number of pending vacancies, and/or the length of time required to fill similar positions;

            (b) Recent turnover in similar positions;

            (c) Labor-market factors that may affect the organization’s ability to recruit high quality candidates for similar positions; or

            (d) Special qualifications needed for the position.

    c.  Retention Allowance      

        (1) Current employees are eligible if the unusually high or unique qualifications of the employee or a special need for the employee’s services make it essential to retain the employee.  The employee must have completed one year of continuous service or, if applicable, a period of employment established under the service agreement required for the payment of a recruiting bonus or a relocation bonus, whichever occurs 

later, with the same department prior to payment of a retention allowance.

        (2) The activity officials must certify in writing that without a retention allowance, the employee would be likely to leave the Federal service for employment outside the Executive, Legislative, or Judicial Branch of the Federal government.  The documentation must include a written description of the extent to which the employee’s departure would affect the organization’s ability to carry out an activity or perform a mission essential function.  The certification may also include:

            (a) The results of recent efforts to attract and retain employees with similar qualifications, or

            (b) Availability, or lack thereof, of candidates in the labor market with the qualifications necessary to perform the full range of duties of the position, with minimum training or disruption.

4.  Policy.  By law, an official at a higher level in the organization than the individual making the initial bonus offer must approve bonuses and allowances.  Accordingly, the appointing official, Human Resources Office (HRO) Director, or designee will make initial offers subject to the activity official’s review and approval.

5.  Responsibility

    a.  In a collaborative effort, HRO Personnel Management Specialists will assist activity officials in determining whether mandated criteria, e.g., shortage category occupation, historical recruitment data, turnover, labor market conditions, etc., are met.  The basis for approval will be fully documented and readily available for review and submission to the Deputy 

Assistant Secretary of Defense, Civilian Personnel Policy/Equal Opportunity, upon request.

    b.  As a minimum, the HRO Personnel Management Specialists will maintain the following information on a fiscal year basis:

        (1) Number of employees offered/accepted bonuses or allowance;

        (2) Percentage of salary offered/accepted in each individual case; and

        (3) Summary statement assessing the effect of bonus/allowance authority on the activity’s ability to fill key positions with high quality candidates in a timely fashion.
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