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U.S. Army Corps of Engineers (USACE)
RECRUITMENT, RELOCATION, AND RETENTION INCENTIVES - JUSTIFICATION AND APPROVAL 
For use of this form, see ER 690-1-1217; the proponent agency is CEHR-E.
Principal Purpose: The requested information will be used to justify and approve a recruitment, relocation, or retention incentive for a current 
                                 employee or a candidate for employment. This form is not used for group incentives.
Instructions:           Organizations with delegated approval authority must maintain a copy of each written determination authorizing a recruitment, 
                          relocation, or retention incentive.  See footnotes on last page for detailed instructions. Pen and ink changes are not accepted on
                   this form.
SECTION I - EMPLOYEE INFORMATION
SECTION II - INCENTIVE INFORMATION
1. Type of Incentive
6. Payment Schedule (select one from a. through d. schedule options) 
                 Date of each installment payment from start of service period
                 Insert row for each installment payment. For example: "6 months; 12 months; 18 months"
Installment Payment Amount ($)
SECTION III - EMPLOYEE ELIGIBILITY
PART A - Recruitment Incentive
Employee's appointment status is one of the following: 	* Newly appointed, the first appointment as an employee of the Federal Government OR  	* Appointed following a break in service of at least 90 days from a previous appointment as an employee of the Federal Government OR  	* Appointed following a break in service of less than 90 days from a previous appointment as an employee of the Federal Government in the 	  categories listed in 5 CFR 575.102(3).	
PART B - Relocation Incentive
(1) The employee will relocate to a different geographic area to accept the position that is 50 or more miles from the worksite of the position held 
      immediately before the move.
         -OR-
(2) The worksite of the new position is less than 50 miles from the worksite of the position held immediately before the move, but the employee must 
      relocate to accept the position AND a waiver has been granted within the requirements of 5 CFR 575.205 and ER 690-1-1217.
PART C - Retention Incentive
(1)  High or unique qualifications of the employee or a special need of the agency to retain the employee AND that employee would be likely to leave
      Federal service in absence of the incentive.                  -OR-         (2) Essential to retain the services of the employee in their current position during a period of time prior to the base realignment or closure AND the 
      employee would be likely to leave for a different position in the Federal service in the absence of a retention incentive. Employee must have 
      received general or specific written notice that their position may, or would, be affected by BRAC. The retention incentive must be terminated if the  
      employee moves to another position not affected by BRAC.         
SECTION IV - DIFFICULT-TO-FILL JUSTIFICATION
(This section serves as the written justification that this position has been determined likely to be difficult-to-fill in the absence of an incentive.) 
This position is covered by an Office of Personnel Management (OPM)-approved direct-hire authority (DHA) under 
5 CFR 337, subpart B, or a DHA Approved by DoD under 5 USC 9902(b)(2). 
        *     Provide description of DHA in Notes block below.
        *     Blocks 1-9 are not required. Skip to Section V.
This position has been determined difficult-to-fill through separate justification. 
        *     Reference justification document(s) in Notes block below.
        *     Attach approved justification that this position was determined likely to be difficult-to-fill in the absence of an incentive.
        *     Complete blocks 1-9  with either “see attachment” or with written justification to ensure each required criterion is fully evaluated
               and discussed.
SECTION V - TERMS AND CONDITIONS OF SERVICE AGREEMENT/STATEMENT OF UNDERSTANDING
(ENG Forms 6099, 6100, and 6266 establish all terms and conditions required by regulation. List additional terms and conditions below that are specific to this incentive. See footnote 8.)
SECTION VI - RECOMMENDATION
SECTION VII - APPROVAL9
(Must be approved by a delegated approving official at least one level higher than the employee's supervisor)
3. Delegated Approving Official's Determination:
Footnotes
1
This is the organization for which the employee will be required to complete the service period (i.e. District, Division, Center, Lab)
2
Up to 25% of annual basic pay (including locality or special salary rate) per year of the service period.	
3
For recruitment and relocation incentive, this is the annual basic pay (including locality or special salary rate) at the beginning of the service period. N/A for retention incentives, which are calculated based on the total basic pay that the employee actually earned during the service period.
4
Minimum is six (6) months / maximum is four (4) years.
5
Multiply blocks 2 (incentive percentage) x 3 (annual basic pay) x 4 (length of service period) for total incentive authorized.
6
N/A for retention incentive
7
Employee must establish and provide proof of a residence in the new geographic area before any incentive payments can be made.
8
Terms and conditions should document:
*How period of time on detail, in a paid leave status, or non-pay status are creditable toward completion of the service period and if installments payments will continue as scheduled or how they will be modified.
*How changes in positions within the approving organization will/will not affect the incentive service agreement, e.g. temporary or permanent moves to other positions within the District/Division.
*If probationary period or training period must be successfully completed before the service period commences.
*If there will be a repayment penalty if the employee does not complete the service period.
*If employee is serving under a mobility agreement, conditions under which this incentive may be terminated.
*If changes in work schedules will affect completion of the service period.
9
Recruitment incentive: this Form must be signed before the prospective employee enters on duty. Relocation incentive: this Form must be signed before the employee enters on duty in the position to which relocated. Retention incentive: this Form must be signed before the agency pays the incentive to the employee.
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