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Summary. This regulation updates the recruitment and 
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Suggested improvements.  Users are invited to send 
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Chapter 1 

General 

 

1-1 Purpose 

Civil Service employment benefit package is generally competitive with the civilian sector.  

There are times and localities where additional incentives may be warranted.  This regulation 

provides guidelines for the recruiting and retention program designed to attract and keep the best 

qualified technicians.  It is applicable to technicians (excepted and competitive). 

 

1-2. References 

Recruitment and retention under 5 U.S.C. §5753/5754 and 5 CFR 575, superior qualification 

appointments under 5 U.S.C. §5333 and 5 CFR 531 203, and Relocation Bonuses under 5 U.S.C. 

§5753 and 5 CFR 575 sub B.  Student loan repayment under 5 U.S.C. §5379 and 5 CFR part 537. 

 

1-3. Policy 

Recruiting and relocation bonuses and retention allowances – sometimes dubbed the “three Rs” 

were authorized by the Federal Employees Pay Comparability Act of 1990 (P.L. 101-509).  In 

2002, the student repayment program became available for Federal Agencies.  The Adjutant 

General supports the use of recruitment bonuses, retention allowances, superior qualification 

appointments, relocation bonuses and student loan repayment programs whenever these are 

affordable, justifiable and necessary to assure that Wisconsin Nation Guard technicians have the 

requisite competence to perform demanding functions in a highly competitive employment 

market.    

 

1-4. Definitions 

The terms used in this regulation are defined as follows: 

a. Recruitment Bonus.  A one-time payment to entice a candidate to accept an offer of 

Federal employment 

b. Relocation Bonus.  A one-time payment to entice a current Federal employee to accept a 

position in a different commuting area. 

c. Retention Allowance.  A periodic payment to entice a current employee to remain in 

Federal employment 

d. Advanced In-hiring Rates Based on Superior Qualifications.  An appointment to a 

General Schedule Federal position at an initial rate of pay above the minimum due to the 

superior qualifications of the candidate or the special need of the agency for the 

candidate’s service 

e. Student Loan Repayment Program.  Payments made to the loan holder of up to a 

maximum of $10,000 for an employee in a calendar year and a total of not more than 

$60,000 for any one employee. 

 

1-5. Responsibilities 

The Adjutant General is the highest level of authority in the State concerning the overall 

application of this regulation.  He or she is charged by law with employing Federal technicians 

and with administering Federal employment including the staffing authorities described in this 

regulation.  He or she has delegated these authorities to the J1. 
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The J1 is responsible to The Adjutant General for ensuring that the requirements of law, 

Technician Personnel Regulation, NGB Guidelines, and this regulation are properly applied to 

actions taken under these delegated authorities.  In addition, the J1 is responsible for: 

a. Providing sufficient staff resources to ensure that delegation of authority are administered 

effectively and to assist managers and supervisors in the workforce analysis required to 

justify use of the authority. 

b. Providing initial training to managers and supervisors on the statutory and regulatory 

requirements of each authority, and for conducting refresher training on a continuing 

basis. 

c. Ensuring that each manager/supervisor has a copy of the delegation of authority available 

to assist him or her. 

d. Conducting an internal assessment to determine the effectiveness and proper application 

and implementation of this regulation. 

e. Reporting on program usage to NGB as required. 

f. Taking any corrective action necessary to ensure proper application of these regulations. 

 

 

Chapter 2 

Recruitment Bonus 

 

2-1. Authority 

5 U.S.C. §5753 and 5 CFR 575, sub A. 

 

2-2. Eligibility Criteria 

A recruitment bonus may be used to recruit for hard-to-fill positions and/or occupations that are 

critical to the organization’s mission.  A recruitment bonus may be paid to any technician newly 

appointed to a General Schedule position.  This includes 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 one year, and whose appointment is permanent, temporary indefinite or temporary for 

a period of not less than two years.  A recruitment bonus may be combined with a superior 

qualification appointment but not with a retention allowance or a relocation bonus. 

 

2-3. Approval Procedures 

All proposed offers of recruitment bonuses will be reviewed by the J1 and must be requested on 

the SF-52 with full justification in PART D (see example SF-52, Attachment A). 

a. Must be submitted prior to advertising the position 

b. Must provide specific amount. 

c. Explain in detail what special qualification are needed for the position and must describe 

previous, unavailing efforts to fill the position or similar positions absent a recruitment 

bonus 

d. Consider turnover rates in similar positions, the number of similar pending vacancies and 

the length of time required to fill similar positions 

e. Describe any labor market factors affecting the agency’s ability to recruit candidates (for 

example, similar openings in the private sector with substantially higher pay) 
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2-4. Service Agreement 

The prospective recipient must sign a service agreement to continue working in the position for a 

specified period of 6 months but not more than 4 years which will be provided by the J1 (See 

example letter, Attachment D).  The recipient must agree to repay the bonus if he or she fails to 

fulfill the agreement.  Repayment is not required if the individual is involuntarily separated for 

reasons other than misconduct or delinquency. 

 

2-5. Certification 

The J1 or designated representative will certify the SF-52 indicating that without paying a bonus 

it would be difficult to fill the position with a highly qualified candidate. 

 

2-6. Payment 

The bonus will consist of a lump sum, onetime payment of up to 25% of base pay.  It will not be 

considered part of an employee’s rate of basic pay for any purpose.  It also may not exceed the 

statutory aggregated limitation on pay (as per 5 CFR 530.202) 

 

2-7. Documentation and Reporting 

As a minimum, the following information will be maintained by the J1 on a fiscal year basis and 

reported to higher headquarters by November 15 of each year: 

a. The number of technicians offered/accepting a recruitment 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. 

 

 

Chapter 3 

Relocation Bonus 

 

3-1. Authority 

5 U.S.C. §5753 and 5 CFR 575, sub B 

 

3-2. Eligibility Criteria 

Current Federal employees (regardless of tenure) who possess unique qualifications that are 

critical to the organization’s mission may be offered a relocation bonus to accept a General 

Schedule position in a different commuting area.  The prospective recipient must be appointed 

without a break in service to a position in a different commuting area, must not yet have entered 

on duty in the new position and must establish a residence in the new commuting area before the 

bonus has been paid.  A relocation bonus may be used in combination with retention allowance 

but not a recruitment bonus or superior qualifications appointment. 

 

3-3. Approval Procedures 

All proposed offers of relocation bonuses will be reviewed by the J1 and must be requested on 

the SF-52 with full justification in PART F (See example SF-52, Attachment A) 

a. Must be submitted prior to advertising the position 

b. Must provide a specific amount 
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c. Explain in detail what special qualification are needed for the position and must describe 

previous, unavailing efforts to fill the position or similar positions absent a relocation 

bonus 

d. Consider turnover rates in similar position, the number of similar pending vacancies and 

the length of time required to fill similar positions 

e. Describe any labor market factors affecting the agency’s ability to recruit candidates (for 

example, similar openings in the private sector with substantially higher pay). 

 

3-4. Service Agreement 

The prospective recipient must sign a service agreement to continue working in the position for a 

specified period of six months but not more than four years which will be provided by the J1.  

(See example letter, Attachment D).  The recipient must agree to repay the bonus if he or she 

fails to fulfill the agreement.  Repayment is not required if the individual is involuntarily 

separated for reasons other than misconduct or delinquency. 

 

3-5. Certification 

The J1 or designated representative will certify the SF-52 indicating that without paying a bonus 

it would be difficult to fill the position with a highly qualified candidate. 

 

3-6. Payment 

The bonus will consist of a lump sum, onetime payment of up to 25% of base pay.  It will not be 

considered part of an employee’s rate of basic pay.  It also may not exceed the stator aggregated 

limitation on pay (5 CFR 530-202). 

 

3-7. Documentation and Reporting 

As a minimum, the following information will be maintained by the J1 on a fiscal year basis and 

reported to higher headquarters 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. The 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 

 

 

Chapter 4 

Retention Allowance 

 

4-1. Authority 

5 U.S.C. §5754 AND 5 CFR 575, sub C 

 

4-2. Eligibility Criteria 

A current General Schedule technician is eligible for a retention allowance if the unusually high 

or unique qualifications of the technician or a special need for the technician’s services make it 

essential to retain him/her.  Award of a retention bonus is especially appropriate where demand 

for a technician’s qualifications is so high that he/she is likely to leave Federal service if the 

allowance is not provided.  The technician must have completed a minimum of one year 

continuous service.  A retention allowance may not be combined with a superior qualifications 
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appointment.  Any prior service agreements deriving from recruitment or relocation bonuses 

must have expired before a technician is eligible for a retention allowance. 

 

4-3. Approval Procedures 

All proposed offers of retention allowances will be reviewed by the J1 and must be requested on 

the SF-52 with full justification in PART F (See example SF-52, Attachment B). 

a. Must be specific as to amount/percentage. 

b. Explain in detail what unusually high or unique qualifications, possessed by the proposed 

recipient, exceed those normally expected in the individual’s position. 

c. Rule out the possibility that other employees could, with minimal training or disruption 

of the agency’s operations, perform the full range of duties of the position. 

d. Describe difficulties encountered recently in recruiting or retaining employees with 

similar qualifications to fill similar positions. 

e. Describe any labor market factors affecting the agency’s ability to recruit candidates (for 

example, similar openings in the private sector with substantially higher pay). 

f. Describe why the employee’s services are therefore especially important to the agency 

and how the employee’s departure would affect the agency’s ability to carry out an 

essential function 

 

4-4. Service Agreement 

The prospective recipient must sign a service agreement to continue working in the position for a 

specified period of six months but not more than four years which will be provided by the J1 

(See example letter, Attachment D).  The recipient must agree to repay the bonus if he or she 

fails to fulfill the agreement.  Repayment is not required if the individual is involuntarily 

separated for reasons other than misconduct or delinquency. 

 

4-5. Certification 

The J1 or designated representative will certify the SF-52 indicating that without paying an 

allowance the prospective recipient would be likely to leave the agency and it would be difficult 

to fill the resultant vacancy with a higher qualified candidate.  He or she must review the award 

of the allowance on an annual basis to ascertain whether it continues to be justified. 

 

4-6. Payment 

The allowance consists of a percentage of base pay up to 25%.  It is paid at the same time and in 

the same manner as basic pay but it is not part of base pay.  It is not considered to be pay for 

purposes of lump sum payment for annual leave and may not exceed the statutory aggregated 

limitation on pay (5 CFR 530-202). 

 

4-7. Documentation and Reporting 

As a minimum, the following information will be maintained by the J1 on a fiscal year basis 

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 highest quality technicians in key positions. 
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Chapter 5 

Advance In-Hire Rates Based on Superior Qualifications 

 

5-1. Authority 

5 U.S.C §5333 and 5 CFR 531 212 

 

5-2. Eligibility Criteria 

Individuals hired at advanced rates under this authority must either have unusually high 

qualifications for the particular position and be forfeiting income that would justify a salary 

above the base pay for the grade or have a unique combination of education and experience that 

meets a special need of the agency.  Individuals hired at advanced rates must be entering Federal 

service for the first time or must be returning to Federal employment after a break in service of 

90 days or more. 

 

5-3. Approval Procedures 

All proposed offers of advance in-hire will be reviewed by the J1 or designated representative 

and must be requested on the SF-52 with full justification in PART F (See example SF-52, 

Attachment C). 

a. Must be submitted prior to position assignment 

b. Must provide a specific amount (Not to exceed 20% of current actual pay but within the 

rate of the grade scale which employee placed) 

c. Statement of the candidate’s income considered in determining the requested pay rate 

d. Consider turnover rates in similar positions, the number of similar pending vacancies and 

the length of time required to fill similar positions 

e. Describe any labor market factors affecting the agency’s ability to recruit candidates (for 

example, similar openings in the private sector with substantially higher pay). 

f. To complete the package, the J1 must add a copy of each eligible candidate’s application, 

a copy of the vacancy announcement, and a comparison of the candidate’s qualifications 

and those of other well-qualified and available candidates.  This analysis must comprise a 

comparison of the candidates with respect to the specific qualification standards and 

evaluation criteria used. 

 

5-4. Payment 

The allowance consists of a percentage of current actual pay up to 20%, but within the rate of the 

grade scale which the employee is being placed. 

 

5-5. Documentation and Reporting 

As a minimum, the following information will be maintained by the J1 

a. The number of actions taken under this authority; 

b. The titles, series, grade levels and duty locations of positions on which action was 

authorized; 

c. The rationale for using this authority rather than a recruitment bonus; 

d. Significant problems, if any, encountered with use of the authority; 

e. Benefits, if any derived from the use of the delegation. 
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Chapter 6 

Student Loan Repayment Program 

 

6-1. Authority 

5 U.S.C. §5379 and 5 CFR 537 

 

6-2. Eligibility Criteria 

The Student Loan Repayment Program applies to General Schedule (GS) and Federal Wage 

System (FWS) positions.  Payments are applied only to the outstanding indebtedness at the same 

time the service agreement is made and may not begin prior to appointment as a technician.  The 

incentive may be paid provided there is a written determination by the supervisor stating that 

unless the loan repayment program is an option there would be difficulty recruiting or retaining 

an employee in that particular position.  Determinations for recruitment purposes must be made 

prior to appointment as a technician.  Determinations for retention purposes must be based on the 

qualification of the technician or the special need for the technician’s services and, if the student 

loan repayment were not an option, the technician would be likely to leave the Federal service.  

This determination must be based on a written description of the extent to which the technician’s 

departure would affect the organizations ability to carry out an activity or perform a function that 

is deemed essential to the mission of the organization. 

 

6-3. Approval Procedures 

All proposed offers of a student loan repayment will be reviewed by the J1 or designated 

representative and must be requested on the SF-52 with full justification in PART F.  (See 

example SF-52, Attachment A). 

a. Verify that the technician has a qualifying outstanding student loan must be made.  More 

than one loan can be paid as long as the payments do not exceed the legally prescribed 

limits 

b. Consider turnover rates in similar position, the number of similar pending vacancies and 

the length of time required to fill similar positions 

c. Describe any labor market factors affecting the agency’s ability to recruit/retain 

candidates (for example, similar openings in the private sector with substantially higher 

pay) 

 

6-4. Service Agreement 

A student loan repayment is made directly to the lender under the terms, limitations, and 

conditions of a written service agreement between the J1 and the technician for a specified 

period of employment (minimum of 3 years) (See Attachment E) 

 

6-5. Certification 

The J1 or designated representative will certify the SF-52 indicating that without the student loan 

repayment program it would be difficult to fill the resultant vacancy with a highly qualified 

candidate. 

 

6-6. Payment 

Employee will complete a loan information form with a designated J1 representative.  (See 

Attachment F).  The amount paid is subject to all the following maximum limits: 
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a. $10,000 per employee per calendar year; and  

b. A total of $60,000 per employee 

 

6-7. Documentation and Reporting 

As a minimum, the following information will be maintained by the J1 on a fiscal year basis. 

a. The number of technicians offered/accepting a student loan repayment; 

b. The amount of loan repayment offered/accepted in each case; 

c. A summary statement assessing the effect of student loan repayment program has on the 

state’s ability to retain highest quality technicians in key positions. 

 

 

Chapter 7 

Credit for Non-Federal and Uniformed Service for Determining Annual Leave 

 

7-1. Authority 

5 U.S.C §6303, as amended by section 202 of P.L. 108-441 and IN-06-41 

 

7-2. Eligibility Criteria 

a. Use of this authority is necessary to meet an important mission or performance goal 

b. Skills and experience of prospective recipient are essential to the new position and were 

required for performance of duties in a non-Federal position or active duty uniformed 

services position that directly related to the position for which appoint.  Justification must 

be provided to the J1 office in writing. 

 

7-3. Certification 

The J1 or designated representative will certify the application 

 

7-4. Documentation 

a. A copy of the position description and vacancy announcement for the position being 

filled 

b. Prospective recipient application or resume which clearly document the length and nature 

of the service to be credited or supplemented by supporting documentation.  The 

documentation must clearly distinguish the claimed creditable service; provide specific 

beginning and ending dates (month/day/year); and provide evidence the duties performed 

directly relate to those of the position being filled. 

c. For each period of service for which credit is requested, an explanation of how the duties 

related to the position being filled with respect to the requirements. 

d. For active duty uniformed service credit, prospective recipient will also provide a copy of 

the form DD 214, Report of Separation, or other official documentation from the 

uniformed service concerned documented on SF-144.  A remark must be included 

indicating the SCD-Leave includes creditable non-Federal or active-duty service work 

experience that would otherwise not be credited. 
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