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HISTORY.  This is the third change to be applied to the original AMCOMR 690-3 dated 

18 June 1993, AMCOMR 690-3, C1 dated 25 July 2002 and AMCOMR 690-3, C2 dated 21 October 2004.  This change will incorporate interim changes established by DA, dated 24 May 2005. 

SUMMARY.  This change provides the implementation of recruitment, relocation, retention, and student loan repayment incentives provided by OPM 13 May 2005.
APPLICABILITY.  This regulation is applicable to all organizations serviced by the Redstone Civilian Personnel Advisory Center (CPAC), and any new or renamed Commands or activities, except where serviced Command or activity regulations/policies, or subsequent union agreements provide for different procedures.

PROPONENT AND EXCEPTION AUTHORITY.  The proponent of this regulation is the Redstone Arsenal Civilian Personnel Advisory Center.  The proponent has the authority to approve exceptions to this regulation.

SUPPLEMENTATION.  Further supplementation is prohibited without prior approval of the Redstone Arsenal Civilian Personnel Advisory Center, ATTN:  PECP-SCR-E, Redstone Arsenal, AL 35898-5000.

SUGGESTED IMPROVEMENTS.  Users are invited to send comments and suggested 

improvements on DA Form 2028 (Recommended Changes to Publications) to 

Commander, US Army Garrison, ATTN: PECP-SCR-E, Redstone Arsenal, AL 

35898-5000.
DISTRIBUTION STATEMENT.  This publication has been approved for public release, 

distribution unlimited.
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1.  Purpose.  This regulation establishes policy, assigns responsibilities, and prescribes procedures for payment of recruitment, relocation, and retention bonuses and student loan repayment incentives.  It is designed to attract and retain the best employees that can help an organization meet the challenges of the future.
2.  References.

    a.  Section 208, Federal Employees Pay Comparability Act of 1990.

    b.  5 United States Code (USC) 5753.

    c.  Part 575 of Title 5, Code of Federal Regulations (CFR).

    d.  Section 5379 of title 5, USC, and Part 537 of title 5, CFR.
3.  Policy.  

    a.  Approval of payments will be contingent upon the availability of funds and evidence that potential candidates/payees are well qualified for hard-to-fill positions/occupations that are critical to the organization's mission.

    b.  Payments should be reviewed against other recruitment incentives, i.e., advanced-in-hire pay rates, length of service agreements, dual compensation restriction waivers, etc., to ensure the most economical balance obtainable.

    c.  The appropriate management official must approve these payments.
    d.  No payment should be made unless a prospective candidate provides written documentation which indicates he/she will not remain, relocate or accept an appointment in the absence of the payment.

    e.  Retention payments will not be made to individuals during the service period established by a recruitment or relocation bonus incentive.  A relocation bonus may be paid to an employee already receiving a retention incentive. 
    f.  The appointee must sign a written agreement to serve a specified amount of time with DOD stating the terms, limitations or conditions of service.  The minimum period shall be 6 months with a maximum period of 4 years.  The written agreement must be signed before the prospective employee enters on duty.

    g.  Incentives may be paid only when the employee’s rating of record (or an official performance appraisal or evaluation under a system not covered by 5 USC chapter 43 or 5 CFR part 430) for the position held immediately before the move is at least “Fully Successful” or equivalent.

    h.  An authorizing official may unilaterally terminate service agreements based solely on management needs such as reduction in force or insufficient funds.  Service agreements must be terminated when an employee is demoted or separated for cause or receives a rating of record of less than “Fully Successful” or equivalent.

    i.  The authorizing official must notify an employee in writing when an employee’s service agreement is terminated.  Decisions to terminate the agreements may not be grieved or appealed.

    j.  An employee who fails to complete the period of service because the authorizing official unilaterally terminates a service agreement based solely on a management need is entitled to all incentive payments already received.

    k.  An employee who fails to complete the period of service specified in the service agreement for the reasons stated in Appendix  A, B or C 4d  must reimburse the Department for the amount of all benefits received under the existing agreement that are in excess of the amount attributable to completed service.
    l.  Recruitment, relocation, and retention incentives may not exceed 25 percent of the employee’s annual rate of basic pay in effect at the beginning of the service period multiplied by the number of years (including fractions of a year) in the service period (not to exceed 4 years).  
    m.  Recruitment, relocation, and retention incentives are not part of an employee’s rate of basic pay for any purpose.
    n.  Payment of a recruitment, relocation, and retention incentive is subject to the aggregate limitation on pay.
4.  Responsibilities.  

    a.  The appropriate management official will review and approve these payments.

    b.  The chief of each primary organizational element will:  

        (1)  Request payments by submitting a decision memo to the appropriate approving official with coordination by the Redstone CPAC and others as determined by each Command/Activity internal procedures.
        (2)  Submit approved documentation for payment to the Redstone CPAC.

    c.  The Civilian Personnel Advisory Center Director will:

        (1)  Review and coordinate approved incentive.

        (2)  Make initial offer of payment.

        (3)  Provide approved incentive to the South Central Civilian Personnel Operations Center (SCCPOC) for processing.
    d.  The Finance and Accounting Office will issue payment of incentives upon notification of approval and fund citation.

5.  Procedures:

    a.  The appropriate management official will approve/disapprove each request for payment submitted.

    b.  The chief of each primary organization will:

        (1)  Prepare required documentation for payment and submit to the approving management official for decision.

        (2)  Obtain required statement and service agreement from individuals for which payment is requested.

        (3)  Provide appropriate fund citation for payment of incentives.

        (4)  Prepare necessary actions to effect payment and coordinate with Redstone CPAC.
        (5)  Once the review and coordination with CPAC is complete, the requesting official will prepare and submit a Request for Personnel Action (RPA) and a copy of the written service agreement to the supporting SCCPOC to initiate the payment action. These documents must be submitted for each employee at the time the employee is initially authorized to receive an incentive. 

        (a)  The RPA will include, at a minimum, the following:  the employee’s position (title, occupational series, and grade or pay band level); the period of service specified in the service agreement; the effective date of the agreement; the student loan repayment amount authorized, if applicable; and the mailing address of the loan holder. 

        (b)  Management will only submit the initial RPA with the copy of the student loan repayment agreement for initiating the repayment; however, a new RPA must be processed by the CPOC for each year the student loan repayment incentive is being paid.  The CPOC must initiate any subsequently required RPAs based on the initial RPA and agreement submission.

        (c)  If the loan-approving official increases, decreases, extends, or renews payments, or otherwise amends the conditions specified in an existing student loan repayment service agreement, whether initially given for recruitment or for retention purposes, the amended service agreement will be sent to the supporting CPOC for transmission to DFAS. 

    c.  The Civilian Personnel Advisory Center Director will:

        (1)  Forward approved incentive to the SCCPOC.

        (2)  Extend offer to individuals after approval of payment.

    d.  The Civilian Personnel Operations Center Director will:

        (1)  Process the RPA for payment of the approved incentive.
        (2)  Maintain appropriate records.

        (3)  Submit required reports.

    e.  The Finance and Accounting Officer will:

        (1)  Issue payment of recruitment and relocation incentives.

        (2)  Include payment of retention incentive in employee's bi-weekly salary.
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RECRUITMENT INCENTIVE
1.  A recruitment incentive of up to 25 percent of base pay, in one year increments, may be offered to newly appointed employees to a position in the General Schedule (including GM).  For the purpose of this regulation, a newly appointed employee is defined as 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 1 year, and whose appointment is for a period of not less than 2 years.  The minimum period of recruitment incentive shall be 6 months with a maximum period of 4 years.  The written agreement must be signed for the total number of months/years before the prospective employee enters on duty.

2.  Request for payment of Recruitment incentive should include:

    a.  Certification that, absent a recruitment incentive, the organization would have difficulty filling the position with a highly qualified candidate and a written determination is made to pay the incentive before the prospective employee enters on duty.

    b.  Written statement from candidate that he/she will not accept an appointment in the absence of the payment of recruitment incentive.

3.  Statement describing:

    a.  Efforts and results of recent efforts to attract quality candidates for similar positions to include offer, acceptance rates, number of pending vacancies, and/or length of time required to fill similar positions to justify past difficulties in filling position.

    b.  Recent turnover in similar positions.

    c.  Labor-market factors that may affect the organization's ability to recruit high quality candidates for similar positions.

    d.  Special qualifications needed for position.

    e.  The feasibility of using an advanced-in-hire rate separately or in conjunction with a recruitment incentive.

    f.  Amount of Recruitment Incentive to be paid.

4.  The service agreement will: 

    a.  State the period of service agreed to by the employee;
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    b.  State the beginning and ending dates (must begin on the first day of a pay period and end on the last day of a pay period) of the service period and the total amount authorized for payment;

    c.  State the total amount and method of payment of the incentive;

    d.  State the conditions under which the agency must terminate the agreement (i.e., if an employee is demoted or separated for cause, or receives a rating of record of less than “Fully Successful”);
    e.  State any other terms or conditions established by the agency that, if violated, also would result in termination of the service agreement;

    f.  State the consequence of decisions to terminate service agreements.
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RECRUITMENT INCENTIVE AGREEMENT

    a.  Employee Name:  

    b.  Location (Duty Station):  

    c.  Title, Series, Grade, and Step:   

    d.  Annual Rate of Pay (Base Salary before Locality Pay):  

    e.  Amount of Incentive:   

    f.  Job Description Number:  

    g.  Effective Date of Service Agreement:  

    h.  Expiration Date of Service Agreement:  

EMPLOYEE’S STATEMENT

I understand that:

    a.  As a condition of accepting payment, I will remain in the above position from the effective date, at least through the expiration date of this agreement, unless the agreement is terminated sooner as indicated below.  This recruitment incentive may not exceed        $ ____ per year for __ years and will be included as part of my basic pay at the beginning of each service year.

    b.  If my employment in the position shown above is terminated during the period of this agreement, at the convenience of the Government, I will be entitled to retain the pro rata portion of the incentive already paid.

    c.  This service agreement will be terminated if demoted or separated for cause (i.e., for unacceptable performance or conduct) or receive a rating of record lower than “Fully Successful” or the equivalent during the service period, or otherwise fail to fulfill the terms of the service agreement.  I will be able to retain payments for completed service but will repay any portion of the incentive for uncompleted service.

    d.  If my employment in the position shown above is terminated during the period of this agreement, at my request, I may be required to refund the incentive on a pro rata basis.

    e.  This incentive is not considered basic pay for computing overtime, retirement, insurance entitlement, or other benefits based on basic pay.
    f.  This agreement does not in any way commit the Government to continue my employment until the expiration date.
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EMPLOYEE:_________________________________________________________

                                                                                                                             DATE

APPROVING OFFICIAL:_______________________________________________

                                            






DATE

      CPAC DIRECTOR:____________________________________________________

                     Donald L. Dixon,  CPAC Director                                   DATE     
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1.  A relocation incentive of up to 25 percent of basic pay, in one year increments, may be offered to current employees who must relocate to accept a position in a different commuting area.  The relocation must be without a break in service and to a position in the General Schedule (including GM).  The minimum period of recruitment incentive shall be 6 months with a maximum period of 4 years.  The written agreement must be signed for the total number of months/years before the prospective employee enters on duty.
2.  Request for payment of Relocation Incentive must include:

    a.  Certification that, absent a relocation incentive, the organization would have difficulty filling the position with a highly qualified candidate and a written determination is made to pay the incentive before the prospective employee enters on duty.

    b.  Written statement from candidate that he/she will not accept the position in the absence of the payment of relocation incentive and a written determination is made to pay the incentive before the prospective employee enters on duty.

3.  Statement describing:

    a.  Efforts and results of recent efforts to attract quality candidates for similar positions to include offer, acceptance rates, number of pending vacancies, and/or length of time required to fill similar positions to justify past difficulties in filling position.

    b.  Recent turnover in similar positions.

    c.  Labor-market factors that may affect the organization's ability to recruit high quality candidates for similar positions.

    d.  Special qualifications needed for position.

    e.  The feasibility of using an advanced-in-hire rate separately or in conjunction with a recruitment incentive.

    f.  Amount of Recruitment Incentive to be paid.

4.  The service agreement will: 

    a.  State the period of service agreed to by the employee;
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    b.  State the beginning and ending dates (must begin on the first day of a pay period and end on the last day of a pay period) of the service period and the total amount authorized for payment;

    c.  State the total amount and method of payment of the incentive;

    d.  State the conditions under which the agency must terminate the agreement (i.e., if an employee is demoted or separated for cause, or receives a rating of record of less than “Fully Successful”);

    e.  State any other terms or conditions established by the agency that, if violated, also would result in termination of the service agreement;

    f.  State the consequence of decisions to terminate service agreements.

Redstone Arsenal Regulation 690-3, C3

Appendix B

RELOCATION INCENTIVE

RELOCATION INCENTIVE AGREEMENT

    a.  Employee Name:  

    b.  Location (Duty Station):  

    c.  Title, Series, Grade, and Step:   

    d.  Annual Rate of Pay (Base Salary before Locality Pay):  

    e.  Amount of Incentive:   

    f.  Job Description Number:  

    g.  Effective Date of Service Agreement:  

    h.  Expiration Date of Service Agreement:  

EMPLOYEE’S STATEMENT

I understand that:

    a.  As a condition of accepting payment, I will remain in the above position from the effective date at least through the expiration date of this agreement, unless the agreement is terminated sooner as indicated below.  This relocation incentive may not exceed          $ ____ per year for __ years and will be included in as part of my basic pay at the beginning of each service year.
    b.  If my employment in the position shown above is terminated during the period of this agreement, at the convenience of the Government, I will be entitled to retain the pro rata portion of the incentive already paid.

    c.  This service agreement will be terminated if demoted or separated for cause (i.e., for unacceptable performance or conduct) or receive a rating of record lower than “Fully Successful” or equivalent during the service period, or otherwise fail to fulfill the terms of the service agreement.  I will be able to retain payments for completed service but must repay any portion of the incentive for uncompleted service.
    d.  If my employment in the position shown above is terminated during the period of this agreement, at my request, I may be required to refund the incentive on a pro rata basis.
    e.  This bonus is not considered basic pay for computing overtime, retirement, insurance entitlement, or other benefits based on basic pay.
    f.  This agreement does not in any way commit the Government to continue my employment until the expiration date.
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EMPLOYEE:_________________________________________________________

                                                                                                                             DATE

APPROVING OFFICIAL:_______________________________________________

                                            






DATE

      CPAC DIRECTOR:____________________________________________________

                                         Donald L. Dixon,  CPAC Director                                     DATE     
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1.  A retention incentive of up to 25 percent of basic pay, in one year increments, may be offered to current employees in order to retain their services.  A current employee is eligible for a retention incentive if the unusually high or unique qualifications of the employee or a special need for the employee's services make it essential to retain the employee.  The employee must have completed 1 year of continuous service or, if applicable, a period of employment established under the service agreement required for the payment of a recruiting incentive or a relocation incentive, whichever occurs later.  A retention incentive may be paid to a current employee who holds a position in the General Schedule.  
    a.  The percentage will be determined by the authorizing official based on results of recent efforts to attract quality candidates for similar positions to include offer, acceptance rates, number of pending vacancies, and/or length of time required to fill similar positions.  All retention incentives will be paid in biweekly installments derived by multiplying the rate of basic pay the employee earns by the percentage established for the employee.

    b.  Service agreements are not required for retention incentives paid in biweekly installments unless the incentive is granted under an OPM waiver of the 25 percent limitation.
2.  Request for payment of Retention Incentive should include:

    a.  Certification that, absent a retention incentive, the employee would likely leave the Federal service.

    b.  Description of the extent to which the employee's departure would affect the organization's ability to carry out an activity or perform a mission essential function to include:

        (1)  The results of recent efforts to attract and retain employees with similar qualifications.

        (2)  Availability in the labor-market of candidates for employment with the qualifications necessary to perform the full range of duties of the position with a minimum of training or disruption.

    c.  The amount of Retention Incentive.

3.  A retention incentive shall be paid in the same manner and at the same time as basic pay although it shall not be considered a part of basic pay.
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4.  The retention incentive may be paid for as long as the conditions warranting the incentive continue to exist.  An annual review and recertification of necessity must be made to continue the payment of the retention incentive.

5.  The amount of the retention incentive may be reduced or the incentive terminated when it is determined that:

    a.  A lesser amount, or no incentive, would be sufficient to retain the employee.
    b.  Labor-market conditions have changed and recruitment of employees with needed qualifications would be possible.

    c.  The need for the services of the employee has lessened.

    d.  Budgetary considerations preclude payment.
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RETENTION INCENTIVE AGREEMENT

    a.  Employee Name:  

    b.  Location (Duty Station):  

    c.  Title, Series, Grade, and Step:   

    d.  Annual Rate of Pay (Base Salary before Locality Pay):  

    e.  Amount of Incentive:   

    f.  Job Description Number:  

    g.  Effective Date of Service Agreement:  

    h.  Expiration Date of Service Agreement:  

EMPLOYEE’S STATEMENT

I understand that:

    a.  As a condition of accepting payment, I will remain in the above position from the effective date at least through the expiration date of this agreement, unless the agreement is terminated sooner as indicated below.  The retention incentive will not continue if my projected aggregate compensation in a calendar year will exceed  the aggregate pay limitation.
    b.  If my employment in the position shown above is terminated during the period of this agreement, at the convenience of the Government, I will be entitled to retain the incentive received.
    c.  This service agreement will be terminated if demoted or separated for cause (i.e., for unacceptable performance or conduct) or receive a rating of record lower than “Fully Successful” or the equivalent during the service period, or otherwise fail to fulfill the terms of the service agreement.  I will be able to retain payments for completed service but will not be entitled to the remainder of the allowance.
    d.  If my employment in the position shown above is terminated during the period of this agreement, at my request, I may/will not be entitled to the remainder of the allowance.
    e.  This incentive is not considered basic pay for computing overtime, retirement, insurance entitlement, or other benefits based on basic pay.  I understand this incentive will not exceed 25% of my annual basic pay and will be paid in biweekly increments at the same time as my regular paycheck.
    f.  This agreement does not in any way commit the Government to continue my employment until the expiration date.
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RETENTION INCENTIVE
EMPLOYEE:_________________________________________________________

                                                                                                                             DATE

APPROVING OFFICIAL:_______________________________________________

                                            






DATE

      CPAC DIRECTOR:____________________________________________________

                     Donald L. Dixon,  CPAC Director                                   DATE     
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1.  GENERAL INFORMATION

    a.  Repayment is limited to outstanding federally insured loans made by educational institutions or banks, and other private lenders as made or insured under the Higher Education Act of 1965 and the Public Health Service Act. 

    b.  An authorized management official may offer student loan repayment to facilitate the recruitment or retention of highly qualified employees.  Incentives may be paid, but are not restricted to:

        (1)  General Schedule employees or equivalent;
        (2)  Federal Wage System employees; 

        (3)  Senior Executive Service members; 

        (4)  Employees covered by administratively determined pay systems; 

        (5)  Temporary employees who are serving on appointments leading to conversion to term or permanent appointments; 

        (6)  Term employees with at least three years left on their appointment; 

        (7)  Permanent employees (including part-time employees); and 

        (8)  Employees serving on accepted appointments with conversion to term, career, or career conditional appointments. 

When selecting employees to be recipients, an authorized management official will adhere to the merit system principles. 

    c.  DoD Components must update their existing plans for the use of this authority to comply with the new maximum statutory limitations. 

    d.  DoD Components may repay more than one loan per employee as long as the payments do not exceed the legally prescribed limits, but they shall not authorize payments to cover accrued penalties associated with any loans. 
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2.  APPROVAL PROCEDURES 

    a.  The requesting official must prepare a written determination that, in the absence of student loan repayment, the activity would encounter difficulty in filling the position or retaining an employee in that position. 

    b.  Determinations for recruitment purposes must be made before the employee enters on duty in the position for which loan repayment is authorized.  An activity may not use this authority to recruit current Federal employees from other agencies. 

    c.  Determinations for retention purposes must be based on the qualifications of the employee or the special need of the activity for the employee's services and an assessment that, in the absence of offering loan repayments, the employee would be likely to leave the Federal service.  An activity may not offer to repay a student loan for an employee who is likely to leave for any position in any branch of the Federal government. 

    d.  The requesting official must verify that the employee has a qualifying outstanding student loan before authorizing payment. 

    e.  The requesting official must verify the amount of previous student loan repayments, if any, made by the Department on the recipient’s behalf, prior to submitting a student loan agreement for approval. 

    f.  An employee selected to receive the student loan incentive must sign an agreement stating the terms, limitations, or conditions of service, prior to receiving any repayments. The agreement is available at http://cpol.army.mil/library/benefits/sloan-svc-agreement.doc or at the end of this appendix. 
        (1)  The minimum service agreement is three years unless the employee is involuntarily separated. 

        (2)  The service agreement will state the amount of the loan repayment authorized for each year of the recipient’s service requirement.  The Defense Finance and Accounting Service (DFAS) remits the authorized amount to the lender in biweekly payments prorated over the applicable year of service, starting with the effective date of the employee’s service requirement. 

        (3)  Service requirements begin on the date the employee signs the agreement. Authorized loan-approving officials may extend or renew payments without requiring a new period of service, but must amend service agreements to reflect the extension or renewal of the payments. 
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        (4)  Employees who fail to complete the period of service specified in the service agreement must reimburse the Department for the amount of all benefits received under the existing agreement unless: 

        (a)  The employee is involuntarily separated for reasons other than misconduct or performance, or 
        (b)  The employee leaves voluntarily to enter into service in another agency outside of DoD, and reimbursement to DoD is not specified in the employee’s service agreement.  The debt collection process for continuing employees is outlined in DoD 7000.14-R, Department of Defense Financial Management Regulation (DoDFMR), Volume 8, while that for debtors no longer in Government service is found in DoDFMR, Volume 5.
        (c)  The employee's debt may be waived, in whole or in part, if the authorized loan-approving official determines that recovery would be against equity and good conscience, or against the public interest.

3.  PAYMENT PROCEDURES. 

    a.  DFAS remits the student loan repayment directly to the lender under the terms, limitations, and conditions of the written service agreement.  The incentive is paid biweekly using procedures developed by the appropriate payroll office and is in addition to basic pay or any other form of compensation payable to the employee. 

    b.  Student loan repayments shall not exceed $10,000 for each full year of the employee’s service requirement. 

    c.  Loan repayments will not continue for periods of leave without pay that result in no basic pay, including locality payments, due to the employee during a biweekly pay period.  The suspension of loan repayments during periods of leave without pay will reduce the employee’s total loan repayment incentive unless the authorized loan-approving official extends the service agreement or grants an exception (e.g., employee returns from uniform service or make full recovery from a compensable injury). 

    d.  The Department is not responsible for any late fees or penalties assessed by loan holders prior to, during, or subsequent to this agreement. 

4.  DOCUMENTATION. 
    a.  Each authorized loan-approving official is responsible for ensuring that the justification for each student loan repayment incentive is documented and records are maintained.
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    b.  Documentation will include verification that the employee's outstanding student loan qualifies for repayment and will contain the written determinations of recipient eligibility. 

    c.  Each supporting CPOC will maintain the data necessary to verify the number of employees receiving the loan repayment incentive, the pay plan, series, grade/band level of each recipient, and the total cost of the student loan repayment incentive for each fiscal year.   
5.  REPORTING REQUIREMENTS.
Upon request, DoD Components will provide the Department with fiscal year data on the number of employees receiving the loan repayment incentive, the pay plan, series, grade/band level of each recipient, and the total cost of the student loan repayment incentive. 

6.  ACCOUNTABILITY. 

Managers and supervisors throughout the Department are responsible for the appropriate use of this authority to support mission requirements. 
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DEPARTMENT OF DEFENSE

SAMPLE 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

______(COMPONENT ORGANIZATION)_________ agrees to provide a student loan repayment benefit to:

	EMPLOYEE
	SOCIAL SECURITY NUMBER
	POSITION

	
	
	


subject to the conditions of employment stated in this document.

(STATE CONDITIONS OF EMPLOYMENT SPECIFIC TO EACH AGREEMENT AS DESCRIBED IN 5 CFR 537.107(a) HERE OR ATTACH AS SEPARATE PAGE).

CONDITIONS OF LOAN REPAYMENT

I agree to complete _______ (MINIMUM OF THREE YEARS SERVICE) ___.  My period of service begins on______ (DATE) ______.  In return, ______(COMPONENT ORGANIZATION)__  will make payments on my outstanding federally insured loan to:

(LENDER NAME AND ADDRESS)

	REPAYMENT AMOUNT
	YEARS
	TOTAL

	
	
	


Increases or renewals made under this part not to exceed $10,000 each calendar year up to a lifetime total of $60,000 (may/may not) be made without requiring a new period of service.  If increases or renewals are made, however, the Department of Defense (DoD) Component shall document the changes on a revised service agreement.  The DoD Component shall provide the Defense Finance and Accounting Service (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 on a biweekly basis as appropriate.  The DoD is not responsible for any late fees or penalties assessed by the loan holder(s) prior to, during, or subsequent to this agreement.

LOSS OF ELIGIBILITY FOR LOAN REPAYMENT BENEFIT

I understand I will no longer be eligible for the loan repayment incentive if I voluntarily end my employment with ______(COMPONENT ORGANIZATION)_________, am separated for reasons of misconduct or performance, fail to maintain an acceptable level of performance (as defined by the DoD Component), or in any way violate the terms of this agreement.
REIMBURSEMENT OF LOAN REPAYMENT BENEFIT

If I leave DoD 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.

_________________________________________

________________

APPROVING OFFICIAL SIGNATURE                                            DATE

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

Redstone Arsenal Regulation 690-3, C3

Appendix E

STUDENT LOAN REPAYMENT INCENTIVE

RECORDKEEPING AND REPORTING REQUIREMENTS

1.  Each authorizing official is responsible for ensuring that each incentive is documented and records are maintained.

2.  Incentives will be processed in the Defense Civilian Personnel Data System (DCPDS) in accordance with OPM processing instructions.  Data from DCPDS will be the primary source of numerical information on use of incentive authorities. 

 The proponent agency of this regulation is the Civilian Human Resource Agency (CHRA), Civilian Personnel Advisory Center, Customer Service Branch B, Redstone Arsenal, AL.    
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