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(600) 70.29  Recruitment Incentive Program
70.29.1   Purpose.  
This section establishes the policy, procedures and guidelines for the Treasury Inspector General for Tax Administration’s (TIGTA) Recruitment Incentive Program.  TIGTA’s policy is to pay a recruitment incentive to eligible individuals when needed to enhance TIGTA’s ability to recruit for critical hard-to-fill positions.  A recruitment incentive is a one-time payment offered to eligible individuals who are newly-appointed to eligible positions within TIGTA if it has been determined that the position is likely to be difficult to fill in the absence of an incentive.  

70.29.2   Authorities.

5 USC 5753

5 CFR 575 Subpart A

70.29.3   Responsibilities.

Recommending Manager.

· Identify qualified applicants and positions for the recruitment incentive.

· Prepare and sign written justification for the incentive and provide this to the Function Head for approval.

· Prepare a written justification for the recommended amount of the incentive and the service period required.

· Sign and provide all required paperwork to the functional head of office for review and approval.

Functional Head of Office.

· Review and approve the recruitment incentive for difficult-to-fill positions.

· Review and approve the justification and all other paperwork.

· Assure that the criteria for offering and paying this incentive are applied fairly and consistently and in accordance with TIGTA’s policy.

· Provide required documentation to Director, Human Capital for review and forwarding to Principle Deputy IG for final approval.  

· Sign the certification and justification document.

· Sign the recruitment service agreement.

· Provide input to Director, Human Capital for reports due to the Office of Personnel Management (OPM).

Human Capital.
· Review the justification and all other paperwork for the incentive prior to sending them to the Principal Deputy Inspector General for approval.
· Determine if funds are available for the incentive.

· Sign the service agreement.

· Coordinate with the Bureau of Public Debt (BPD) in assuring that incentive payments are made.

· Provide required reports to the Office of Personnel Management (OPM) as required.

· Maintain the paperwork and records as required.

Bureau of Public Debt. 

· Ensure the actual incentive is paid correctly. 

· Provide Director, Human Capital with a quarterly report of those employees receiving an incentive.
Principal Deputy Inspector General.

· Review and approve final request and certification for the incentive.

· Review and approve any requests to OPM for waivers of the 25% limitation on the amount of the incentive.

Employee.

· Sign and fulfill the terms of the service agreement.

· Follow all policies and procedures to maintain eligibility for the incentive.

70.29.4   Eligibility.

A recruitment incentive may be paid to an employee who is: 
· Appointed to a General Schedule (GS) position. 
· A senior-level or scientific or professional (SL/ST) position. 
· A Senior Executive Service (SES) position. 

· A law enforcement officer (LEO). 

· Any position in a category for which payment of a recruitment incentive has been approved by OPM.

70.29.4.1   Exclusions.

TIGTA may not pay a recruitment incentive to employees in a position:

· To which the individual was appointed by the President; in the SES as a non-career appointee; which has been excepted from the competitive service by reason of its confidential, policy-determining, policy-making or policy-advocating character. 

· Designated as a head of an agency; or in which the employee is expected to receive an appointment as the head of an agency.

70.29.5   Criteria for Offering a Recruitment Incentive.
A functional head of office may offer a recruitment incentive only when he/she determines that TIGTA would encounter difficulty filling a position without paying such an incentive.  This determination may be made before or after recruitment efforts have begun.  If the determination is made before recruitment efforts have begun, then a statement must appear in the vacancy announcement that “difficulty in recruiting may warrant considering payment of a recruitment incentive up to 25 percent of base pay.”  The functional head of office must approve a decision to offer a recruitment incentive before the employee enters on duty.

The functional head of office has full discretion on whether or not to offer a recruitment incentive.  The incentive may be a lump-sum payment and is not considered part of the employee’s rate of basic pay for any purpose.  An employee may not receive a recruitment incentive until he/she has signed a service agreement with TIGTA and has entered on duty.  Funding for this incentive will come from the budget of the functional head of office offering the incentive.

 Payments can be made as following:

· As an initial lump-sum payment at the commencement of the service period required

by the 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.
· Combination of these payment methods.
The functional head of office may offer a recruitment incentive to fill a single position or a targeted group of positions that have been designated as “difficult to fill.”  A written justification is required in either case.  

70.29.6   Justification for Offering a Recruitment Incentive.

The recommending manager must document the justification for offering a recruitment incentive based on the criteria established for payment of an incentive.  The functional head of office must review and approve the justification.  Specifically, the following criteria must be included in the justification.
· The availability and quality of candidates possessing the competencies required for the position, including the success of recent efforts to recruit candidates for similar positions, using indicators such as offer-acceptance rates, number of positions to fill, and length of time required to fill similar positions.

· Salaries typically paid outside the Federal Government for similar positions.

· Recent turnover in similar positions.

· Employment trends and labor-market factors that may affect the ability to recruit candidates for a similar position now or in the future.

· Special qualifications needed for the position and the degree to which candidates meet those qualifications.

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

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

· Determine service period for agreement.

· Other supporting factors.

70.29.7   Establishing the Amount of Incentive to be Paid.
A recruitment incentive may be any percentage of the employee’s annual rate of basic pay ranging from 5 percent to 25 percent, but may not exceed 25 percent of the employee’s annual rate of basic pay in effect 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 the Principal Deputy Inspector General’s and OPM’s approval, this cap may be increased to 50 percent (based on a critical agency need) as long as the total incentive does not exceed 100 percent of the employee’s annual rate of basic pay at the beginning of the service period.  (See 5 CFR 575.109(c).)

The incentive may be paid as an initial lump-sum payment at the beginning of the service period; in installments throughout the service period; as a final lump-sum payment upon completion of the service period; or in a combination of all of these methods. 

70.29.7.1   Rate of Basic Pay.

For purposes of calculating a recruitment incentive, an employee’s rate of basic pay includes a special rate under 5 CFR part 530, subpart C; a locality payment under 5 CFR part 531, subpart F, or similar payment under other legal authority, but excludes additional pay of any other kind.  A recruitment incentive is not part of an employee’s rate of basic pay for any purpose.

The recommending manager must ensure that the dollar amount of the incentive equals the approved percentage of the employee’s rate of basic pay.  

70.29.8   Procedures for Payment.
The recommending manager must submit a written justification for the payment of the incentive along with a Recruitment Incentive Request and Certification Worksheet.  A second level manager must review and approve each determination to pay a recruitment incentive and provide the worksheet to the functional head of office for approval.  Each functional head is responsible for ensuring that the criteria for offering and paying recruitment incentives are applied consistently within his/her function. Worksheet Form can be found as a template in the Word/File/New/Recruitment Forms.
70.29.9   Service Period and Agreements.

The functional head of office may prepare a service agreement with a period that may vary based on the amount of the recruitment incentive an employee receives, but the period may not be less than 6 months or more than 4 years in duration.  The service period must begin upon commencement of service with TIGTA and end on the last day of a pay period.  

For the purpose of determining the number of years in a service period, divide the total number of calendar days in the service period by 365 and round the result to two decimal places. For example, a service period covering 39 biweekly pay period equals 546 days, and 546 days divided by 365 days equals 1.50 years.

Additional information on calculating the maximum retention incentives for service periods of various lengths can be found on the OPM web page entitled Calculating Maximum Recruitment and Relocation Incentives.

TIGTA may not pay a recruitment incentive until the employee has signed a written service agreement. Service agreements must contain the information required by 5 CFR 575.110 and Departmental policy.  A Recruitment Incentive Service Agreement Form can be found as a template in the Word/File/New/Recruitment Forms.
70.29.10   Termination of Service Agreement.

The functional head of office may unilaterally terminate a recruitment incentive agreement based solely on TIGTA’s management needs. An employee whose service agreement is terminated under this authority is entitled to all recruitment incentive payments attributable to completed service, and to retain any portion of a recruitment incentive payment that he or she received that is attributable to uncompleted service.

If an employee receiving a recruitment incentive receives a rating lower than “Successful” on an annual appraisal, is demoted or separated for cause, or otherwise fails to fulfill the terms of the service agreement, the functional head of office must terminate the service agreement.  In such cases, the employee may retain any recruitment incentive received attributable to completed service, but he/she must repay any portion of the incentive attributable to uncompleted service. Incentive payments attributable to completed service but not received by the employee at the time of the service agreement’s termination should not be paid to the employee unless required by the agreement. 

The functional head of office will notify an employee in writing when terminating a recruitment incentive service agreement.  The termination of a service agreement is not appealable.  

70.29.11   Accountability, Oversight and Records.

The functional head of office is responsible for ensuring all actions governing the payment of recruitment incentives are in accordance with this policy.  TIGTA’s Human Capital is responsible for monitoring the use of this provision and maintaining a record of each incentive granted under this policy.  These records may be destroyed after 3 years.

BPD is responsible for ensuring the actual incentive is paid correctly and providing Human Capital with a quarterly report of those employees receiving an incentive.
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