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CHAPTER 1

GENERAL PROVISIONS

1-1.      Purpose.  This plan establishes procedures and provides information on recruitment and retention incentives for technicians employed by the Illinois National Guard.

1-2.      Policy.  It is the policy of the Illinois National Guard that technician positions be filled by high quality candidates, and the use of these incentives is to assist in achieving this goal.  

1-3.      Scope.  This plan encompasses technician positions in the Army and Air National Guard of the State of Illinois.  Approval of requests to offer any of these incentives will be made on a case-by-case basis.

1-4. Responsibilities.  

a.  The Adjutant General is the appointing authority for the Illinois National Guard technician program and is the highest level of authority in the state concerning application of this plan.

b.  The Human Resources Officer (HRO) is responsible to The Adjutant General in insuring the proper implementation of this plan, and will be the approval authority for requests submitted for these incentives.  The HRO will:

     (1)  Develop, maintain, evaluate and, if necessary, revise the program.

(2) Assure compliance with the program.

          (3)  Provide guidance and assistance to supervisors concerning their responsibilities under this plan.

          (4)  Assure that requests for incentives are properly evaluated.

          (5)  Maintain necessary records and forward reports on program usage to the National Guard Bureau.
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      c.  The respective position manager must receive concurrence from the Adjutant General, or his designated representative, with the payment of any incentive and verify the availability of funds.

      d.  The first line supervisor is responsible for initiating requests to offer the incentives.
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CHAPTER 2

RECRUITMENT BONUS

2-1.  Authority.  5 USC 5753 and 5 CFR 575, sub A.

2-2.  Eligibility.  

         a.  A recruitment bonus may be used to recruit for hard-to-fill positions and/or occupations that are critical to the organization’s mission.  It may be paid to any technician newly appointed to a General Schedule (GS) position, provided the appointment is for a period of not less than two years.  An individual must be appointed to a civilian position with the Federal Government for the first time, or be re-appointed after a break in service of at least one year.

         b.  An individual scheduled to receive a recruitment bonus must sign a written agreement to continue working for the Federal Government for a minimum of 12 months.  The bonus must be repaid, on a pro rata basis, if the agreement is not fulfilled, unless the employee is involuntarily separated for reasons other than misconduct or delinquency, or the HRO determines that repayment would be against equity and good conscience or not in the public interest.

        c.  The recruitment bonus can be used in combination with a superior qualifications appointment and/or with travel and transportation expenses/new appointees and interviews.  The recruitment bonus can not be combined with a retention allowance or a relocation bonus.

2-3.  Delegation Condition.  Any supervisor of GS positions may request that a recruiting bonus be offered.  The request, along with documentation supporting the need for a recruiting bonus, must be processed through the supervisory chain of command to the appropriate position manager.  The Illinois National Guard Human Resources Office (HRO) will be the final approval authority.  Approval, by the HRO, must be obtained prior to any offer of a recruiting bonus being made.  The offer of a recruiting bonus may be up to 25% of basic pay.
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2-4.  Certification.  The HRO must certify in writing that, based on the supporting documentation provided, absent a recruiting bonus, the organization would have difficulty filling the position with a highly qualified candidate.

2-5.  Request and Approval Procedures.
        a.  All proposed offers of recruiting bonuses must be submitted with full justification.  The proposal must be specific as to amount.  It must explain in detail what specific qualifications are needed for the position and must describe previous, unavailing efforts to fill the position or similar positions absent a recruiting bonus.  It should consider turnover rates in similar positions, the number of similar pending vacancies and the length of time required to fill similar positions.  In addition, it should describe any labor market factors affecting the organization’s ability to recruit candidates (for example, similar openings in the private sector with substantially higher pay).

        b.  The HRO will only consider fully documented requests.  Approval is contingent upon:

              (1)  The factors listed in paragraph 2-5a above;

              (2)  The impact on the organization of paying or not paying a recruiting bonus; and

              (3)  The availability of funds as verified by the appropriate position manager.

2-6.  Payment.  The bonus will consist of a lump sum, one time payment.  It will not be considered part of an employee’s rate of basic pay for any purpose.  The bonus may not exceed the statutory aggregated limitation on pay (as per 5 CFR 530.203).

2-7.  Documentation and Reporting.  As a minimum, the following information will be maintained by the HRO on a fiscal year basis and reported to the National Guard Bureau by November 15 of each year:
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        a.  The number of technicians offered/accepting a recruiting bonus;

        b.  The percentage of salary offered/accepted in each case;

        c.  A summary statement assessing the effect of bonus authority on the state’s ability to fill key positions with high quality candidates in a timely manner.
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CHAPTER 3

RELOCATION BONUS

3-1.  Authority.  5 USC 5753 and 5 CFR 575, sub B.

3-2.  Eligibility.  

        a.  A relocation bonus may be used for occupants of hard-to-fill positions and/or occupations that are critical to the organization's mission to accept a General Schedule position, which requires the individual’s special skills, in a different commuting area.  Temporary NTE employees are not eligible, however, those on Indefinite Appointments are eligible.  The employee must be appointed to the position in a different commuting area without a break in service.  The employee must establish a residence in the new commuting area before the relocation bonus can be paid.

        b.  An individual scheduled to receive a relocation bonus must sign a written agreement to continue working in the new position for a minimum of 12 months.  The bonus must be repaid, on a pro rata basis, if the agreement is not fulfilled, unless;

              (1)  the employee is involuntarily separated for reasons other than misconduct or delinquency,

              (2)  due to a written determination from the head of the agency, it is determined that the employee’s services are required in a different commuting area, OR

              (3)  the HRO determines that repayment would be against equity and good conscience or not in the public interest.
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        c.  The relocation bonus can be used in combination with a retention allowance, provided the employee is already receiving the retention allowance.  The relocation bonus can not be combined with a recruiting bonus, a superior qualifications appointment, or travel and transportation expense.

3-3.  Delegation Condition.  Any supervisor of GS positions may request that a relocation bonus be offered.  The request, along with documentation supporting the need for a relocation bonus, must be processed through the supervisory chain of command to the appropriate position manager.  The Illinois National Guard HRO will be the final approval authority.  Approval, by the HRO, must be obtained prior to any offer of a relocation bonus being made.  The offer of a relocation bonus may be up to 25% of basic pay.

3-4.  Certification.  The HRO must certify in writing that, based on the supporting documentation provided, absent a relocation bonus, the organization would have difficulty filling the position with a highly qualified candidate.

3-5.  Request and Approval Procedures.
        a.  All proposed offers of relocation bonuses must be submitted with full justification.  The proposal must be specific as to amount.  It must explain in detail what specific qualifications are needed for the position and must describe previous, unavailing efforts to fill the position or similar positions absent a relocation bonus.  It should consider turnover rates in similar positions, the number of similar pending vacancies and the length of time required to fill similar positions.  In addition, it should describe any labor market factors affecting the organization’s ability to recruit candidates (for example, similar openings in the private sector with substantially higher pay) such that it is preferable to relocate a current employee.

        b.  The HRO will only consider fully documented requests.  Approval is contingent upon:

              (1)  The factors listed in paragraph 3-5a above;

              (2)  The impact on the organization of paying or not paying a relocation bonus, and
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              (3)  The availability of funds as verified by the appropriate position manager.

3-6.  Payment.  The bonus will consist of a lump sum, one time payment.  It will not be considered part of an employee’s rate of basic pay for any purpose.  The bonus may not exceed the statutory aggregated limitation on pay (as per 5 CFR 575.205b).

3-7.  Documentation and Reporting.  As a minimum, the following information will be maintained by the HRO on a fiscal year basis and reported to the National Guard Bureau by November 15 of each year:

        a.  The number of technicians offered/accepting a relocation bonus;

        b.  The percentage of salary offered/accepted in each case;

        c.  A summary statement assessing the effect of bonus authority on the state’s ability to fill key positions with high quality candidates in a timely manner.
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CHAPTER 4

RETENTION ALLOWANCE

4-1.  Authority.  5 USC 5754 and 5 CFR 575, sub C.

4-2.  Eligibility.
        a.  A retention allowance may be used for a GS technician if the unusually high or unique qualifications of the technician, or a special need for the technician’s services make it essential to retain the technician.  Temporary NTE employees are not eligible, however, those employees on Indefinite Appointments may be eligible, provided they can meet all eligibility requirements.

        b.  An individual scheduled to receive a retention allowance must be on an appointment of not less than 24 months.  The individual must have completed any prior service agreements for any previously authorized recruitment or relocation bonus.

        c.  The retention allowance can be used in combination with a relocation bonus, provided the individual is already receiving the retention allowance when the relocation bonus is authorized.  The retention allowance can not be used in combination with a recruitment bonus, superior qualifications appointment, or travel and transportation expenses.

4-3.  Delegation Condition.  Any supervisor of GS positions may request that a retention allowance be offered.  The request, along with documentation supporting the need for a retention allowance, must be processed through the supervisory chain of command to the appropriate position manager.  The Illinois National Guard HRO will be the final approval authority.  Approval, by the HRO, must be obtained prior to any offer of a retention allowance being made.  The offer of a retention allowance may be up to 25% of basic pay.

4-4.  Certification.  The HRO must certify in writing that, based on the supporting documentation provided, absent a retention allowance, the organization would have difficulty filling the position with a highly qualified candidate.
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4-5.  Request and Approval Procedures.
        a.  All proposed offers of retention allowance must be submitted with full justification.  The proposal must be specific as to amount.  It must explain in detail recent turnover in similar positions, special qualifications needed for the position, success of recent recruitment efforts for similar positions, labor market factors affecting the organization’s ability to recruit and retain candidates (similar openings in the private sector with substantially higher pay), and that absent the retention allowance, the technician would be likely to leave the Federal Service for the private sector.

        b.  The HRO will only consider fully documented requests.  Approval is contingent upon:

              (1)  The factors listed in paragraph 4-5a above;

              (2)  The impact on the organization of paying or not paying a retention allowance; and

              (3)  The availability of funds as verified by the appropriate position manager.

4-6.  Payment.
        a.  A retention allowance shall be calculated as a percentage of the technician’s rate of basic pay (not to exceed 25%) and paid in the same manner and at the same time as basic pay. The retention allowance will not considered part of a technician’s rate of basic pay for any purpose (promotion, severance pay, retirement, lump sum payment for annual leave, etc.).

        b.  The total pay received by the technician after adding the retention allowance can not exceed the amount specified in subpart C, part 575 of title 5, Code of Federal Regulations.
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        c.  The retention allowance may be paid for as long as the conditions giving rise to the original determination for the allowance still exist.  The first line supervisor of a technician receiving a retention allowance will submit justification for continuation of the allowance through the supervisory channels to the HRO.  The justification for continuation will be submitted on an annual basis (commencing with the date the retention allowance is first paid.).  The justification will be reviewed to determine whether the allowance is still warranted and the determination will be certified by the HRO.

4-7.  Reduction or Termination.  The amount of the retention allowance may be reduced or terminated by the HRO when it is determined that:

        a.  A lessor amount, or no allowance at all, would be sufficient to retain the technician;

        b.  Labor market conditions have changed and recruitment of individuals with needed qualifications would be possible;

        c.  Need for the services of the technician have lessened;

        d.  Budget considerations preclude continued payment;

        e.  The technician’s level of work no longer warrants the allowance; or

        f.  The technician is likely to leave for another position within the Federal Government, or has indicated intent to resign irregardless of the retention allowance.
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4-8.  Retention Allowances for Groups or Categories of Technicians.
        a.  A retention allowance of up to 25% of a technician’s rate of basic pay may be approved for a group or category of technicians based on a written determination that the group or category of technicians has unusually high or unique qualifications, or the organization has a special need for the technicians’ services that makes it essential to retain the technicians in that category, and that it is reasonable to assume that there is a high risk that a significant number of technicians in the targeted category are likely to leave Federal Service, for the private sector, in the absence of the allowance.  The determination that there is a high risk that a significant number of technicians in the targeted category are likely to leave may be based on evidence of extreme labor market conditions, high demand in the private sector for the knowledge and skills possessed by the technicians, significant disparities between Federal and private sector salaries, or other similar conditions.

        b.  Requests for allowances up to 10% of basic pay will have a determination made by the Deputy Assistant Secretary of Defense (Civilian Personnel Policy), after having been reviewed by the National Guard Bureau.  Any requests for an allowance in excess of 10% will also require a final determination by the U.S. Office of Personnel Management.

        c.  Group retention allowance requests must include:

              (1)  A description of the group or category and number of technicians to be covered by the proposed retention allowance;

              (2)  A written determination that the group or category of technicians meets the criteria listed in paragraph 4-8a above;

              (3)  The proposed percentage for the retention allowance payment and a justification for that percentage;

              (4)  The expected duration of retention allowance payments; and
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              (5)  Any other information pertinent to the case at hand.

        d.  All other criteria and requirements for payment must be met before a retention allowance may be paid to any technician under this paragraph.

4-9.  Documentation and Reporting.  As a minimum, the following information will be maintained by the HRO on a fiscal year basis and reported to the National Guard Bureau by November 15 of each year:

        a.  The number of technicians offered/accepting a retention allowance;

        b.  The percentage of salary offered/accepted in each case;

        c.  A summary statement assessing the effect of allowance authority on the state’s ability to retain quality technicians in key positions.
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CHAPTER 5

ADVANCED IN-HIRING RATES BASED ON

SUPERIOR QUALIFICATIONS

5-1.  Authority.  5 USC 5333 and 5 CFR 531.203.

5-2.  Eligibility.
        a.  A superior qualifications appointment may be used for a GS position if the unusually high or unique qualifications of the candidate, or a special need for the candidate’s services make it essential to hire the candidate.  The candidate must be entering Federal Civilian Service for the first time or after a minimum 90 day break in service.  The candidate must possess unusually high qualifications coupled with potential pay loss or a unique combination of education and experience that would meet a special agency need.  It is NOT appropriate to request a superior qualifications appointment based on the existing pay of an individual who is serving on a Title 10 or Title 32 military tour with an Active Component, the Reserves, or the National Guard.

        b.  The superior qualifications appointment can be used in combination with a recruitment bonus and/or with travel and transportation expenses/new appointees and interviews.  The superior qualifications appointment can not be combined with a retention allowance or a relocation bonus.

5-3.  Delegation Condition.  Any supervisor of GS positions may request that a superior qualifications appointment be offered.  The request, along with documentation supporting the need for a superior qualifications appointment, must be processed through the supervisory chain of command to the appropriate position manager.  The Illinois National Guard HRO will be the final approval authority.  Approval, by the HRO, must be obtained prior to any offer of a superior qualifications appointment being made.  The offer of a superior qualifications appointment may not be greater than 20% above the candidate’s current actual earnings.
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5-4.  Certification.  The HRO must certify in writing that, based on the supporting documentation provided, absent a superior qualifications appointment, the organization would have difficulty filling the position with a highly qualified candidate.

5-5.  Request and Approval Procedures.  

        a.  All proposed offers of superior qualifications appointments must be submitted with full justification, to include:

              (1)  The amount of the candidate’s current actual earnings, as well as the grade and step desired for the superior qualifications appointment;

              (2)  The superior qualifications of the candidate or the special need of the organization that would justify the use of this authority;

              (3)  Rationale for a superior qualifications appointment verses a recruitment bonus; and

              (4)  A comparison of the candidate’s qualifications and those of other well-qualified and available candidates with respect to the specific qualification standards and criteria used to evaluate the candidate.

        b.  The HRO will only consider fully documented requests.  Approval is contingent upon:

              (1)  The factors listed in paragraph 5-5a above;

              (2)  Avoidance of any possible delays in affecting personnel actions;

              (3)  Avoidance of any possible adverse impact on the morale of current technicians;

              (4)  Verification that the appointment is not being made to circumvent other restrictions such as reduction in retired pay; and
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              (5)  Determination that the appointment would be more appropriate than using a recruitment bonus.

5-6.  Payment.  The appointment will be at the appropriate step, NTE 20% above the candidate’s current actual earnings, in the grade assigned to the position.  Normal with-in-grade increases will occur after the required waiting periods.

5-7.  Documentation and Reporting.  As a minimum, the following information will be maintained by the HRO on a fiscal year basis and reported to the National Guard Bureau by November 15 of each year:

        a.  The number of superior qualifications appointments made;

        b.  Significant problems encountered with the use of this authority;

        c.  Benefits derived from the use of this authority.
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CHAPTER 6

SPECIAL QUALIFICATIONS APPOINTMENT

6-1.  Authority.  5 CFR 532.403(b).

6-2.  Eligibility.
        a.  A special qualifications appointment may be used for a Federal Wage System (FWS) position if the unusually high or unique qualifications of the candidate, or a special need for the candidate’s services make it essential to hire the candidate.  The candidate must be entering Federal Civilian Service for the first time or after a minimum 90 day break in service.  The candidate must possess unusually high qualifications coupled with potential pay loss or a unique combination of education and experience that would meet a special agency need.  It is NOT appropriate to request a special qualifications appointment based on the existing pay of an individual who is serving on a Title 10 or Title 32 military tour with an Active Component, the Reserves, or the National Guard.

        b.  The special qualifications appointment can be used in combination with travel and transportation expenses/new appointees and interviews.  The special qualifications appointment can not be combined with a recruiting bonus, a retention allowance or a relocation bonus.

6-3.  Delegation Condition.  Any supervisor of FWS positions may request that a special qualifications appointment be offered.  The request, along with documentation supporting the need for a special qualifications appointment, must be processed through the supervisory chain of command to the appropriate position manager.  The Illinois National Guard HRO will be the final approval authority.  Approval, by the HRO, must be obtained prior to any offer of a special qualifications appointment being made.  The offer of a special qualifications appointment may not be greater than 20% above the candidate’s current actual earnings.

6-4.  Certification.  The HRO must certify in writing that, based on the supporting documentation provided, absent a special qualifications appointment, the organization would have difficulty filling the position with a highly qualified candidate.
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6-5.  Request and Approval Procedures.  

        a.  All proposed offers of special qualifications appointments must be submitted with full justification, to include:

              (1)  The amount of the candidate’s current actual earnings, as well as the grade and step desired for the special qualifications appointment;

              (2)  The superior qualifications of the candidate or the special need of the organization that would justify the use of this authority;

              (3)  A comparison of the candidate’s qualifications and those of other well-qualified and available candidates with respect to the specific qualification standards and criteria used to evaluate the candidate.

        b.  The HRO will only consider fully documented requests.  Approval is contingent upon:

              (1)  The factors listed in paragraph 6-5a above;

              (2)  Avoidance of any possible delays in affecting personnel actions;

              (3)  Avoidance of any possible adverse impact on the morale of current technicians;

              (4)  Verification that the appointment is not being made to circumvent other restrictions such as reduction in retired pay; and

6-6.  Payment.  The appointment will be at the appropriate step, NTE 20% above the candidate’s current actual earnings, in the grade assigned to the position.  Normal with-in-grade increases will occur after the required waiting periods.

6-7.  Documentation and Reporting.  As a minimum, the following information will be maintained by the HRO on a fiscal year basis and reported to the National Guard Bureau by November 15 of each year:
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        a.  The number of special qualifications appointments made;

        b.  Significant problems encountered with the use of this authority;

        c.  Benefits derived from the use of this authority.
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CHAPTER 7

Travel and Transportation Expenses

New Appointments and Interviews

7-1.  Authority.  5 CFR 572 and JTR Volume 2.

7-2.  Eligibility.
        a.  The travel and transportation expenses allowance may be used to offer a recruiting incentive to a tentative selectee, that is not currently a Federal Civilian Employee, when there is a shortage of eligible candidates.  It may be offered for both GS and FWS positions.

        b.  This allowance may also be used, for payment of travel expenses, if it is determined that a pre-employment interview is necessary because the position is so unique in terms of duties, responsibilities and/or performance requirements.  If this allowance is to be offered for a pre-employment interview, it must be offered to all qualified candidates referred for that particular vacancy, who would be required to travel for the interview.

        c.  A decision to approve a travel and transportation expenses allowance for a particular vacancy, does not require a like decision in connection with future vacancies.

        d.  A travel and transportation allowance can be used in combination with a superior qualifications appointment, special qualifications appointment, and the recruiting bonus.I

7-3.  Delegation Condition.  Any supervisor may request that a travel and transportation expenses allowance be offered.  The request, along with documentation supporting the need for the travel and transportation expenses allowance, must be processed through the supervisory chain of command.  The Illinois National Guard HRO will be the final approval authority.  Approval, by the HRO, must be obtained prior to any offer of a travel and transportation expenses allowance being made.
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7-4.  Certification.  The HRO must certify in writing that each authorized use of this allowance complies with 5 CFR 572 and Volume 2 of the JTR, and that this allowance is not being routinely used without first doing adequate recruiting.

7-5.  Request and Approval Procedures.

        a.  All proposed offers of travel and transportation expenses allowance must be submitted with full justification.  The proposal must explain the recruiting efforts made when the request is to pay for expenses in connection with a selectee not currently a Federal Civilian Employee.  The proposal must explain how the position is so unique in terms of duties, responsibilities and/or performance requirements, that a face-to-face interview is required.

        b.  The HRO will only consider fully documented requests.  Approval is contingent upon:

              (1)  The factors listed in paragraph 7-5a above;

              (2)  The decision whether offering a recruiting bonus might be more appropriate; and

              (3)  The availability of funds as verified by the appropriate position manager.

7-6.  Payment.  The allowance will be paid in accordance with Volume 2 of the JTR.

7-7.  Documentation and Reporting.  As a minimum, the following information will be maintained by the HRO on a fiscal year basis and reported to the National Guard Bureau by November 15 of each year:

        a.  The number of allowances authorized under this authority;

        b.  The titles, series, grade levels, and duty locations of positions on which allowance was authorized;
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        c.  Significant problems encountered with the use of this authority, if any; and

        d.  Benefits, if any, derived from this authority.
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CHAPTER 8

ADVANCEMENT OF PAY

8-1.  Authority.  5 USC 5522 and 5 CFR 550, sub B.

8-2.  Eligibility.  

        a.  An advance payment of basic pay may be provided to an employee newly appointed to a position with the Illinois National Guard.  A newly appointed employee is described as:

              (1)  The first appointment of an individual as an employee of the Federal Government, OR

              (2)  A new appointment following a break in service of at least 90 days.

        b.  An advancement of pay may be made to an employee no earlier than the date of appointment with the Illinois National Guard, and no later than 60 days after the date of appointment.

        c.  An employee scheduled to receive an advance in pay must sign an agreement to repay any amount for which repayment has not been waived.  Waiver of repayment in whole or in part can be made if it is determined that recovery would be against equity and good conscience or against the public interest.

        d.  Before making an advance of pay, a statement will be provided to the employee indicating how the advance in pay will be recovered.
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8-3.  Delegation Condition.  Any supervisor of technicians may request an advancement of pay.  The request, along with documentation supporting the need for the advancement of pay, must be processed through the supervisory chain of command to the appropriate position manager.  The Illinois National Guard HRO will contact the National Guard Bureau, who is the final approving authority.  The offer of an advancement of pay may be up to 2 pay periods of basic pay, and may be provided to the employee in one or more installments.

8-4.  Request and Approval Procedures.
        a.  All proposed offers of advancement of pay must be submitted with full justification.  The proposal must be specific as to amount.

        b.  The HRO will only endorse fully documented requests.  Approval is contingent upon:

             (1) The factors listed in paragraph 8-4a above;

             (2) The impact on the employee and the organization of paying or not paying an advancement of pay;

             (3) The availability of funds as verified by the appropriate position manager.

8-5.  Repayment.  The advance in pay will be recovered by one of the following methods:

        a.  Payroll deduction over an established recovery period, not to exceed 14 pay periods; OR

        b.  Salary offset as prescribed in 5 CFR 550 sub K.
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CHAPTER 9

STUDENT LOAN REPAYMENT

9-1.  Authority.  5 USC 5793, 5 CFR 537 and Title 32 National Guard Technician Student Loan Repayment Plan.

9-2.  Eligibility.  

         a.  A student loan repayment may be used to recruit for, or retain technicians in, hard-to-fill positions and/or occupations that are critical to the organization’s mission.  It may be granted to any technician newly appointed to, or currently occupying, a General Schedule (GS) or Federal Wage System (FWS) position, provided the appointment is for a period equal to or longer than the period specified on the service agreement. 

         b.  In order for a student loan to be eligible for repayment it must be made, insured, or guaranteed under parts B, D, or E of title IV of the Higher Education Act of 1965 or is a health education assistance loan made or insured under part A of title VII or part E of title VIII of the Public Health Service Act.

             1.  Some examples of loans made or insured under the Higher Education Act of 1965 include:

                 (a)  Federal Family Education Loans (FFEL)

                       (1)  Subsidized Federal Stafford Loans.

                       (2)  Unsubsidized Federal Stafford Loans.

                       (3)  Federal PLUS Loans.
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                       (4)  Federal Consolidation Loans.

                (b)  William D. Ford Loan Program (Direct Loans)

                       (1)  Direct Subsidized Stafford Loans.

                       (2)  Direct Unsubsidized Stafford Loans.

                       (3)  Direct PLUS Loans.

                       (4)  Direct Subsidized Consolidation Loans

                       (5)  Direct Unsubsidized Consolidation Loans.

                 (c)  Federal Perkins Loan Program

                       (1)  National Defense Student Loans (made before 1 July 1972).

                       (2)  National Direct Student Loans (made between 1 July 1972 and 1 July 1987).

                       (3)  Perkins Loans (made after 1 July 1987).

             2.  Examples of loans made or insured under the Public Health Service Act include:

                 (a)  Loans for Disadvantaged Students (LDS).

                 (b)  Primary Care Loans (PCL).
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                 (c)  Nursing Student Loans (NSL).

                 (d)  Health Professional Student Loans (HPSL).

                 (e)  Health Education Assistance Loans (HEAL).

         c.  An individual scheduled to receive a student loan repayment must sign a written agreement to continue working as a civilian Federal employee for the Department of Defense (DoD) for the period of time specified on the service agreement.  The minimum time period for a service agreement is three years.  The student loan repayment will cease if the employee leaves the position within the Illinois National Guard Technician Program for which this incentive is being provided, fails to maintain the acceptable level of performance specified on the service agreement, or violates any other conditions specified on the service agreement.  A technician who fails to complete the time period specified on the service agreement, due to being separated involuntarily on account of misconduct or performance, or voluntarily leaves service as a civilian Federal employee within DoD, must repay the entire amount of benefits received.  The Illinois National Guard Human Resources Office (HRO) will be responsible to determine if recoupment of benefits received is required.  The head of the Defense Finance and Accounting Service (DFAS) may waive this recovery if it is shown that recovery would be against equity and good conscience or against the public interest.

        d.  The student loan repayment incentive can be used in combination with any of the other incentives listed in this plan and/or a special salary rate authorized by the National Guard Bureau.

9-3.  Delegation Condition.  Any supervisor of GS, WG, WL or WS positions may request that a student loan repayment incentive be offered.  The request, along with documentation supporting the need for this incentive, must be processed through the supervisory chain of command to the appropriate position manager.  The HRO will be the final approval authority.  Approval by the HRO and completion of the service agreement must be obtained prior to an individual initially entering on duty when this incentive is used for recruitment purposes.

9-4.  Certification.  For recruitment purposes, the HRO must certify in writing, based on the supporting documentation provided, that absent a student loan repayment incentive, the organization would have difficulty filling a hard to fill position with a highly qualified
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candidate.  For retention purposes, the HRO must certify in writing, based on the supporting documentation provided, that absent a student loan repayment incentive, a technician with high or unique qualifications or whose service satisfies a special need of the unit would be likely to leave for employment outside of the civilian Federal service.  

9-5.  Request and Approval Procedures.
        a.  All proposed offers of a student loan repayment incentive for recruitment purposes must be submitted with full justification.  The proposal must be specific as to loan repayment amount.  It must explain in detail what specific qualifications are needed for the position and must describe previous, unavailing efforts to fill the position or similar positions absent a student loan repayment incentive.  It should consider turnover rates in similar positions, the number of similar pending vacancies and the length of time required to fill similar positions.  In addition, it should describe any labor market factors affecting the organizations ability to recruit candidates (for example, similar openings in the private sector with substantially higher pay).

        b.  All proposed offers of a student loan repayment incentive for retention purposes must be submitted with full justification.  The proposal must be specific as to loan repayment amount.  It must explain in detail recent turnover in similar positions, special qualifications needed for the position, success of recent recruitment efforts for similar positions, labor market factors affecting the organization’s ability to recruit and retain candidates (similar openings in the private sector with substantially higher pay), and that absent the student loan repayment incentive, the technician would be likely to leave the civilian Federal service for the private sector.

        c.  The HRO will only consider fully documented requests.  Approval is contingent upon:

              (1)  The factors listed in paragraph 9-5a or 9-5b above;

              (2)  The impact on the organization of paying or not paying a student loan repayment incentive; and

              (3)  The availability of funds as verified by the appropriate position manager.

9-4

15 Sep 02                                                                                                                 TP Plan 335-1










          C1

9-6. Payment and Tax Withholding. 

         a.  The maximum amount for a student loan repayment is $6,000 a year, and $40,000 is the lifetime limit.  Repayment is limited to outstanding federally insured loans that exist at the time the service agreement is completed. DFAS will make payments directly to the lender on a biweekly basis.  DFAS will determine the amount to be paid by dividing the annual repayment amount by the number of pay periods in the year for which payments are made.  This is normally 26 pay periods/payments per year, except for years having 27 pay periods when 27 payments will be made.  DoD is not responsible for any late fees or penalties assessed by the loan holders prior to, during, or subsequent to the service agreement.

          b.  The loan repayment amount will be considered as taxable wages and will be includable in the employee’s gross income and in wages for tax purposes.

               1.  There are two methods to calculate the amount of employment tax due on supplemental wages (such as the loan repayment):

                     (a)  The “regular” method, which is calculated using the following steps:

                            (1)  Calculate the correct amount of employment tax withholding on all wages paid during the payroll period by treating the supplemental wages and the regular wages as a single wage payment for the payroll period.

                            (2)  Calculate the correct amount of employment tax withholding on the regular wages paid to the employee during the payroll period.

                            (3)  Subtract the amount determined in step 2 from the amount determined in step 1 to calculate the amount of any employment tax withholding due with respect to the supplemental wages.

                       (b)  The “flat rate” method is calculated by taking a flat 27 percent of the supplemental wages.  Social security tax and Medicare tax withholding are calculated at the usual rates and are in addition to the 27 percent income tax withholding.
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                  2.  There are three different methods to withhold income taxes when repaying a student loan incurred by an employee:

                       (a)  Withhold employment taxes from regular wages paid to the employee by:

                              (1)  Determine the correct amount of employment tax withholding on all wages paid to the employee during the payroll period, including both the loan repayment and regular wages (either the “regular” or “flat rate” method may be used to calculate the amount);

                              (2)  Deduct the total amount of employment tax withholding from the employee’s regular wages.

                       (b)  Withhold employment taxes directly from a loan repayment:

                              (1)  Calculate the correct amount of employment tax withholding on the loan repayment (either the “regular” or “flat rate” method may be used to calculate the amount);

                              (2)  Deduct the amount of employment tax withholding from the loan repayment.  (Under this method the amount actually repaid toward the loan will be less than the amount approved for the loan repayment benefit.)

                       (c)  Employee’s separate payment of employment taxes for the loan repayment:

                              (1)  Calculate the correct amount of employment tax withholding on the loan repayment (either the “regular” or “flat rate” method may be used to calculate the amount);

                              (2)  Obtain a check or other form of payment directly from the employee for the amount calculated above.

9-7.  Service Agreement.  A service agreement must be completed before DFAS will make any payments to the lender.  The service agreement will contain the following  items:
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a.  The technician’s name, social security number, and their technician position.

b.  A statement that the technician must remain in the position, with the Illinois National Guard Technician Program, for which the student loan repayment incentive is being granted in order to continue to receive benefits.

c.  A statement that specifies that in order to continue to receive benefits, the technician will have to maintain an acceptable level of performance, Fully Acceptable, while obligated by the service agreement.

d.  The length of time that a technician will be obligated by a service agreement will be determined by the amount of the student loan repayment.  The following shows the amount of time required as compared to repayment amounts:









SERVICE AGREEMENT



AMOUNT OF REPAYMENT

TIME PERIOD OBLIGATION


$1 through $12,000



Three (3) Years



$12,001 through $18,000


Four (4) Years



$18,001 through $24,000


Five (5) Years



$24,001 through $30,000


Six (6) Years



$30,001 through $36,000


Seven (7) Years



$36,001 through $40,000


Eight (8) Years

e.  The effective date that the technician’s service obligation commences, will coincide with the date the repayment will commence.

f.  The repayment amount to be disbursed, the number of years the disbursement will be made, and the total repayment amount.

g. The loan repayment procedures will explain the following:
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1.  That DFAS will determine the amount to be paid biweekly based on 26 pay periods per year, except for years having 27, and the annual repayment amount.

2.  That the loan repayment amount is considered as taxable wages and tax withholding will be made based on which withholding method is selected by the technician.

3.  That DoD is not responsible for any late fees or penalties assessed prior to, during or subsequent to the agreement.


h.  A loss of eligibility for continued receipt of benefits statement, explaining what actions will cause the loan repayment to cease.


i.  A reimbursement of loan repayment benefits statement, explaining what action will cause DoD to recoup the entire amount of the loan repayments considered as taxable wages made on behalf of the technician.


j.  The signature of the technician and the Human Resources Officer, or representative.

9-8.  Documentation and Reporting.  Justification for each student loan repayment incentive must be documented and the records must be maintained for a minimum of three (3) years after conclusion of the service agreement.  The following information will be made available, upon request, to the National Guard Bureau on a fiscal year basis:

        
a.  The number of technicians receiving the loan repayment incentive;

        
b.  The job classification of each recipient;

        
c.  The total cost of the student loan repayment incentive.
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FOR THE ADJUTANT GENERAL:








GARY L. BRINNER










LT COL, IL ANG










Personnel Officer

DISTRIBUTION:

A, B

CAO 3

HRO 25
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SAMPLE

ILLINOIS NATIONAL GUARD TECHNICIAN

STUDENT LOAN REPAYMENT SERVICE AGREEMENT

Title 5 USC 5379 allows repayment of outstanding federally insured student loans made by educational institutions or banks and other private lenders as authorized by the Higher Education Act of 1965 and the Public Health Service Act.  Student loan repayments are made directly to the lender subject to the conditions stated in this agreement.  Use of this authority in no way constitutes a right, promise, or entitlement for continued employment or noncompetitive conversion to the competitive service.

CONDITIONS OF EMPLOYMENT

The Illinois National Guard agrees to provide a student loan repayment benefit to:



Employee Name:  ___________________________________________



SSN:                      _____________________



Position:                 ___________________________________________

subject to the conditions of employment stated in this document.

I agree to remain in the position of __________(POSITION TITLE, GRADE AND POSITION NUMBER)__________ with ______(UNIT/ACTIVITY)______, Illinois National Guard Technician Program, and maintain at least a Fully Acceptable level of performance, for the duration of this service agreement.

CONDITIONS OF LOAN REPAYMENT

I agree to complete ______(NUMBER OF YEARS FOR SERVICE AGREEMENT)____.  My period of service begins on ___(DATE)___.  In return, the Illinois National Guard Technician Program will make payments on my outstanding federally insured student loan to:

Lender’s Name:  __________________________________________________

Lender’s Address:  ___________________________________________________________
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Yearly Repayment Amount:  ________________________

Years:                                     ________________________

Total Repayment Amount:     ________________________

Increases or renewals made under this part not to exceed $6,000 each calendar year up to a lifetime total of $40,000 may not be made without requiring a new period of service.  If increases or renewals are made the Illinois National Guard Technician Program shall document the changes on a revised service agreement.  The Illinois National Guard Technician Program shall provide DFAS with a copy of the amended service agreement to ensure the size and duration of payments to the loan holder are adjusted accordingly.

LOAN REPAYMENT PROCEDURES

DFAS will make payments to the lender on a biweekly basis.  It will determine the amount to be paid by dividing the annual repayment amount by the number of pay periods in the year for which payments are made.  This usually will be 26 payments per year, except for years having 27 pay periods.  In those cases, 27 biweekly payments will be made.  The loan repayment amount will be considered as taxable wages and tax withholding will be made as designated below.  The Department of Defense is not responsible for any late fees or penalties assessed by loan holders prior to, during, or subsequent to this agreement.

______  I elect the “regular” method to calculate the amount of employment tax withholding on my loan repayment benefit.

______  I elect the “flat rate” method to calculate the amount of employment tax withholding on my loan repayment benefit.

AND

______  I elect to have employment taxes for my loan repayment benefit withheld from my regular wages.

______  I elect to have employment taxes for my loan repayment benefit withheld directly from the loan repayment.

______  I elect to provide a separate payment, a check or other form of payment, to cover the employment taxes for my loan repayment.
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LOSS OF ELIGIBILITY FOR LOAN REPAYMENT BENEFIT

I understand I will no longer be eligible for the loan repayment benefit if I voluntarily end my employment, as a _____(POSITION)_____, with the Illinois National Guard Technician Program, fail to maintain an acceptable level of performance, (Fully Acceptable), or in any way violate the terms of this agreement.

REIMBURSEMENT OF LOAN REPAYMENT BENEFIT

If I am separated, as a federal employee, from DoD for reasons of misconduct or performance, or if I leave, from being a federal employee with DoD, voluntarily before I complete the period of service specified in this agreement, I will reimburse DoD for the entire amount of all loan repayments considered as taxable wages that DoD has made in my behalf.

_______________________________________________                     ____________________

Employee Signature                                                                                   Date

I certify that I have discussed the conditions of the student loan repayment program with this employee.

_______________________________________________                     ____________________

HRO Representative Signature                                                                  Date

“This information is subject to the Privacy Act of 1974, as amended.”
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