
RETENTION INCENTIVE 

Request Worksheet 

If any answer below is “No,” a reten on incen ve cannot be approved. 

1.  Is the individual a current Federal employee in the NCR‐MD Region?     YES     NO 
2.  Does the candidate meet the defini on of employee as defined in 5 CFR 575.302?     YES     NO 
3.  Is the encumbered posi on covered in one of the approved categories provided in  5 CFR 575.303?    YES    NO 
4.  Is the employee’s most recent performance ra ng of record at least “Fully Successful” or equivalent?     YES     NO 
5.  Is the employee likely to leave Federal service in the absence of an incen ve?    YES    NO 

6.  If the employee has received any previous recruitment or reloca on incen ves prior to receiving this 
reten on incen ve, has the employee completed the service agreement? 

 
YES    NO 

7.  Was determina on based on one or more of the following factors, as applicable in the case at hand 

 Factors Considered (Please select all that apply) 
  

YES     NO 

Approved  Disapproved 

Nomina ng Supervisor 

Print 

Name: 

 

Title/

Rank: 

 

Signature:   

Approved  Disapproved 

Second Level Approver (Op onal) 

Print 

Name: 

 

Title/

Rank: 

 

Signature:   

Approved  Disapproved 

Final Level Approver 

Print 

Name: 

 

Title/

Rank: 

 

Signature:   

Approved  Disapproved 

Resource Management 

Print 

Name: 

 

Title/

Rank: 

 

Signature:   

MTF/Center:   

Directorate/Division:   

Department/Service/Branch:   

Hiring Manager:   

Email:   

Telephone:   

RPA # (if applicable):   

Selectee Name:   

Posi on Title:   

Pay Plan:  Series:  Grade:  Step: 

       

A ach Required Jus fica on to this Request 

Jus fica on must include: 

 Explana on of why the posi on is “hard to fill” 

 Explana on of the above factors considered for the incen ve 

  Employee has special qualifica ons needed to 

meet mission requirements 

  Success of recent recruitment efforts involving similar 

posi ons 

  Significant differences in the Federal and non‐

Federal salaries for the skills and competencies 

required in the posi on to be filled 

  Desirability of the du es, work or organiza on 

environment, or geographic loca on of the posi on  

  Recent turnover in the same or similar posi ons    Importance/cri cality of the posi on to be filled and the 

effect on the agency or mission if the posi on is not filled 

or there is a delay in filling it 

Annual Rate of Basic Pay 

(including locality/special rate): 

$ 

Proposed Reten on Incen ve Amount  
(up to 25% of annual rate of basic pay, including locality/special rate): 

 

Sticky Note
Employee has the meaning given that term in 5 U.S.C. 2105, except that the term also includes an employee described in 5 U.S.C. 2105(c).§2105. Employee(a) For the purpose of this title, “employee”, except as otherwise provided by this section or when specifically modified, means an officer and an individual who is—(1) appointed in the civil service by one of the following acting in an official capacity—(A) the President;(B) a Member or Members of Congress, or the Congress;(C) a member of a uniformed service;(D) an individual who is an employee under this section;(E) the head of a Government controlled corporation; or(F) an adjutant general designated by the Secretary concerned under section 709(c) of title 32;(2) engaged in the performance of a Federal function under authority of law or an Executive act; and(3) subject to the supervision of an individual named by paragraph (1) of this subsection while engaged in the performance of the duties of his position.

Sticky Note
§ 575.303 Eligible categories of employees.(a) Except as provided in §575.304, an Executive agency may pay a retention incentive to a current employee who holds—(1) A General Schedule position paid under 5 U.S.C. 5332 or 5305 (or similar special rate authority);(2) A senior-level or scientific or professional position paid under 5 U.S.C. 5376;(3) A Senior Executive Service position paid under 5 U.S.C. 5383 or a Federal Bureau of Investigation and Drug Enforcement Administration Senior Executive Service position paid under 5 U.S.C. 3151;(4) A position as a law enforcement officer, as defined in 5 CFR 550.103;(5) A position under the Executive Schedule paid under 5 U.S.C. 5311–5317 or a position the rate of pay for which is fixed by law at a rate equal to a rate for the Executive Schedule;(6) A prevailing rate position, as defined in 5 U.S.C. 5342(a)(3); or(7) Any other position in a category for which payment of retention incentives has been approved by OPM at the request of the head of an executive agency.(b) Except as provided in §575.304, a legislative agency may pay a retention incentive to a current employee who holds a General Schedule position paid under 5 U.S.C. 5332 or 5305 (or similar special rate authority).[70 FR 25747, May 13, 2005, as amended at 72 FR 67839, Dec. 3, 2007]
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