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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Standing Operating Procedures (SOP) for Incentives for Department of Army Civilian Employees Recruited for Deployment to the Balkans

1.
REFERENCES:

a. 5 Code of Federal Regulation (CFR) 575, Subpart B, Relocation Bonuses.

b. Army in Europe (AE) Regulation 690-47, Civilian Deployment and Redeployment,       19 Apr 04.

c. Army in Europe memorandum, HQ USAREUR/7A, 29 Mar 04, subject: Delegation of Authority to Approve Recruitment and Relocation Bonuses, Retention Allowances, Repayment of Student Loans, and Superior Qualifications Appointments.

2. PURPOSE:  To establish and document the procedures for recommendation and approval of recruitment incentives for civilians deployed in the Balkans.  

3. APPLICABILITY:  This SOP applies to all civilian employees recruited for U.S. Army, Europe (USAREUR) positions supporting contingency operations (CONOPS) in the Balkans.  The incentives consist of relocation bonuses of up to 25 percent of basic salary and overseas tour extensions beyond 5 years for current government employees.

4. Responsibilities and Processes:

a. Responsibilities:

(1) Home Station Supervisor (HSS) (Proponent Staff Office/Organization):  Coordinates with the deployed supervisor and recommends that either a relocation bonus or a tour extension beyond five years be granted as an incentive.  Submits request to ODCS, G8 (Chief, CONOPS Branch, Program and Budget Division) for certification of funds for relocation bonus.  

(2) Proponent Staff Office/Organization (level above HSS):  Approves bonus.  The approving official must be at least one level above recommending HSS and be at O-6, GS-15, or higher.

(3) Proponent Staff Office/Organization (level above proponent supervisor): Submits request to ODCS, G8 for certification of funds for relocation bonus.

(4) ODCS, G8:  Certifies availability of CONOPS funds for bonus.
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(5) Employee’s Organization of Assignment (the organization to which the employee is assigned upon return from deployment):  Approves/disapproves the tour extension beyond 5 years.  


(6)
ODCS, G3, Central Tasking Branch (CTB):  Validates the Deployment Manning Document (DMD) positions.  Assures necessary approvals have been obtained and maintains documentation for audit trail.  Initiates a Request for Personnel Action (RPA) and forwards to the Civilian Personnel Operations Center (CPOC) for processing of bonus.  Forwards tour extension documentation to the Heidelberg Civilian Personnel Advisory Center (CPAC).


(7)
Heidelberg CPAC:  Advises managers and employees on incentive processes.  Maintains original copies of approval documents in the employee’s deployment packet.  Forwards documentation to the CPOC for tour extensions.


(8)
CPOC:  Processes incentive requests and updates personnel data system.

b.
Processes:

(1)
Relocation Bonus:  Relocation bonuses are authorized for civilian employees who accept assignments in the Balkans to support USAREUR CONOPS.  In order for the employee to qualify for the bonus, the assignment must be for at least six months.  The bonus may range from 10 to 25 percent of the employee’s basic pay, depending on how long the employee remains deployed.  This bonus must be approved before a new employee enters on duty, or before a current USAREUR employee deploys to the Balkans.  Employees must sign a service agreement in order to receive the bonus.  If an employee does not complete the agreed-upon period of service, he/she must repay the remainder of the bonus on a prorated basis.  Enclosure 1 is the Bonus Service Agreement (BSA).

 (a)  An employee may receive more than one relocation bonus, if:

· Management approves it in advance.  

· 
The initial service agreement is completed, or the position to which the employee is currently deployed is abolished from the DMD through no fault of the employee.  (Note:  If the position is abolished through no fault of the employee, then the prorated portion of the initial bonus need not be repaid.)

· 
The new tour would not exceed prescribed tour limitations, 30 months for TCS and 364 days for TDY.
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 (b)  All relocation bonuses for deploying employees will be granted IAW the following table.  

	Bonus

(Percent of Basic Pay)
	Length of

Deployment 

	10 percent
	6 months 

	11 to 20 percent 
	7 to12 months 

	21 to 25 percent 
	13 to 18 months 


 (c)  To obtain a relocation bonus, the HSS will complete parts 1 and 2 of the BSA and forward it to the ODCS, G8, CONOPS Branch, Program and Budget Division, for certification of funds.  Once funds are certified, the HSS will obtain the employee’s signature on the BSA and forward it to the approving official for signature. 

 (d)  Once the BSA is signed, the HSS will provide the original to the Heidelberg CPAC for inclusion in the employee’s deployment packet, retain a copy, and provide copies to the employee and to the CTB.  The CTB will initiate a RPA to the CPOC for processing.  The CTB and the HSS must retain sufficient documentation to provide a complete audit trail. 

 (e)  The relocation bonus will be paid in a lump sum according to the CFR.  If the employee fails to complete the period of employment stated in the agreement, he or she will be indebted to the U.S. Government and must pay back the bonus on a prorated basis. 

(2)
Tour Extension:

(a) General officers, members of the Senior Executive Service, commanders of USAREUR and tenant commands, and HQ USAREUR/7A staff principals who will employ the individual following the deployment must approve the offer to extend the civilian employee's overseas tour beyond 5 years.  The length of the extension will be twice the amount of time the employee is deployed, but no longer than 2 years.  For example, an employee who agrees to deploy for 6 months may be granted a 12-month extension.  The agreement at Enclosure 2 will be used to document the length of the deployment and length of the extension.  This must be completed and approved in advance of the deployment. 

(b) The tour extension incentive may also be used when deployed employees extend their tours beyond the initial deployed service agreement.  For example, a deployed employee has completed the initial tour and service agreement for which he/she received a relocation bonus.  If the employee desires to extend in the same position for an additional 6 months, then a tour extension of 1 year may be granted for that additional service, when the extension is approved in accordance with the above procedures.  
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(c) 
The HSS will complete Parts A and B of the Tour Extension Agreement – Balkans (TEA) at enclosure 2, coordinate the TEA with the CTB, obtain approval from the employee’s organization of assignment, and obtain the employee’ signature.  The HSS will then forward the TEA to the Heidelberg CPAC, maintain a copy, and provide copies to the CTB, the employee, and the organization of assignment.  The Heidelberg CPAC will maintain the original in the deployment packet and will forward a copy of the extension to the CPOC to update the employee’s tour information in the automated system.  The CTB and the HSS must retain sufficient documentation to provide a complete audit trail.


//ORIGINAL SIGNED//

2 Encls 
ELMER JAMES MASON

1.  Bonus Service Agreement
Colonel, GS

2.  Tour Extension Agreement – Balkans 
Deputy G3

DISTRIBUTION:

Secretary of the General Staff, HQ USAREUR/7A

Deputy Chief of Staff, G1, USAREUR

Deputy Chief of Staff, G2, USAREUR 

Deputy Chief of Staff, G3, USAREUR 

Deputy Chief of Staff, G4, USAREUR

Deputy Chief of Staff, G6, USAREUR

Deputy Chief of Staff, G8, USAREUR

Deputy Chief of Staff, Engineer, USAREUR

Chaplain, CH, USAREUR

Chief, Public Affairs, PAO, USAREUR

Command Surgeon, CSURG, USAREUR

Inspector General, IG, USAREUR

Judge Advocate, JA, USAREUR

Provost Marshal, PM, USAREUR

Staff Finance and Accounting Officer, F&AO, USAREUR

Commander, V Corps 

Commander, 21st Theater Support Command (21st TSC)

Commander, United States Army Southern European Task Force (USASETAF) 

Commander, 5th Signal Command (5th SIG CMD)

Commander, Seventh Army Training Command (7ATC)

Commander, 7th Army Reserve Command (7th ARCOM)

Commander, 266th Finance Command (266th FINCOM)

(CONT)
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DISTRIBUTION:  (CONT):

Commander, 1st Personnel Command (1st PERSCOM)

Commander, United States Army Contracting Command, Europe (USACCE)

Commander, 66th Military Intelligence Group (66th MI)

Commander, 202d Military Police Group (202d MP)

Commander, United States Army Europe Regional Medical Command (ERMC)

Commander, United States Army Europe Regional Dental Command (ERDC)

Commander, United States Army Center for Health Promotion and Preventive Medicine - Europe (CHPPM-EUR)

Commander, United States Army Medical Materiel Center, Europe (USAMMCE)

Commander, Army and Air Force Exchange Service, Europe (AAFES-E)

Commander, United States Army Materiel Command, Europe (USAMC-E)

Commander, ASG Eagle

Commander, ASG Falcon

CF:

Regional Director, Civilian Human Resources Agency, Europe (PECP-EUR-A)

Enclosure 1 – Bonus Service Agreement 

	1. Supervisor Certification


I certify that I am unable to attract a well-qualified candidate to fill the position of __________________, a contingency operations (CONOPS) position in __________________ without paying a relocation bonus.  This position is authorized on the current Table of Distribution and Allowances or Deployment Manning Document (DMD), and funds are available to pay the bonus.  Recruitment efforts to fill this position resulted in no well-qualified candidates willing to take the downrange assignment.  Without a relocation bonus, the position will remain vacant.  Attracting and keeping employees downrange is critical to the mission.  I also certify that the vacancy affects my mission requirements in the following manner:  

	

	


	__________________________________________

Supervisor's Signature 
	__________________
Date


	2.  Employee Agreement


In consideration of the (relocation/recruitment) bonus in the amount of $________, I, _____________ ___________________, agree to remain in the service of the Department of the Army in the Balkans for at least _____ months unless transferred at the convenience of the U.S. Government.  I understand that if I fail to complete the period of employment established under this service agreement for any reason other than involuntary separation, I will be indebted to the U.S. Government and must pay back the bonus on a prorated basis.

The amount of indebtedness will be repaid in accordance with 5 USC 5514 and 5 CFR 575.207.  The prorated basis provides credit for each full month of employment completed under this service agreement.  The amount to be repaid will be calculated by dividing the number of months remaining in the service agreement by the number of months in the service agreement, and multiplying the result by the amount of the bonus.
ORGANIZATION:_____________DMD#:__________APC:_______AMSCO:__________
GRADE/STEP:______/SALARY:__________ %:____________
	3. Coordination

	__________________________________________
Chief, CONOPS Branch, Program and Budget Division, Deputy Chief of Staff, G8
	__________________
Date


	4. Employee Signature

	__________________________________________
Employee's Signature
	__________________
Date

	5. Approval


	     Approve    Disapprove
   FORMCHECKBOX 
                FORMCHECKBOX 


	____________________________________
USAREUR Proponent Staff Office/Organization

(O-6 or GS-15 Level Signature Required)
	__________
Date


Enclosure 2 – Tour Extension Agreement – Balkans 

	Part A – Employee Information

	Employee Name:
	___________________________
	SSN:
	_______________________

	PP/Series/Grade:
	___________________________
	
	

	Organization:
	___________________________
	
	

	Current DEROS:
	___________________________
	New DEROS:
	_________________

	Return Rights
	 FORMCHECKBOX 
   Yes                    FORMCHECKBOX 
   No
	Date Arrived Overseas:
	_________________


In consideration of the tour extension for a period of ____ months, I, ______________________ ___________________, agree to serve in the Balkans for _____ months, unless transferred at the convenience of the U.S. Army.  

	Part B – Supervisor Recommendation

	__________________________________________
Supervisor's Signature
	__________________
Date

	Part C – Coordination 

	__________________________________________
Chief, Central Tasking Branch, Deputy Chief of Staff, G3                 


	__________________
Date

	Part D – Approval 

	                                              Approve      Disapprove
                                                          FORMCHECKBOX 
                     FORMCHECKBOX 

__________________________________________
USAREUR Proponent Staff Office/Organization

(Authorized to approve extensions beyond 5 years)

	__________________
Date

	Part E – Employee Signature

	_________________________________________
Employee's Signature


	__________________
Date


NOTE:  For additional information and assistance, please contact the Heidelberg CPAC at DSN 370-7470, or       e-mail HeidelbergCPAC@cpoceur.army.mil
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