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Subject:  Demonstration Project


To: 
All Bureau Employees.
1.  Purpose.
This Order provides detailed instructions on the administration of human resources processes and procedures under the Department of the Treasury Demonstration (Demo) Project.  The primary objectives of this project include increasing the quality of new hires, enhancing the ability to motivate and retain good performers, and improving individual and organizational performance.  There is also a secondary objective of providing support to equal employment opportunity (EEO) and diversity goals. 

 2.  Effective Date.
This Order and the Memorandum of Understanding between the Alcohol and Tobacco Tax    and Trade Bureau and the National Treasury Employees Union (NTEU) is effective upon issuance.

3.  Authority.
a.  
Section 1111(d) of the Homeland Security Act of 2002 established the Tax and Trade Bureau within the Department of the Treasury. Treasury Order No. 120-1 (Revised), dated January 24, 2003, designated the Tax and Trade Bureau as the Alcohol and Tobacco Tax and Trade Bureau (TTB).  It grants the Administrator full authority, powers, and duties to administer TTB affairs and to perform TTB functions, including, without limitation, all management and administrative authorities and responsibilities similarly granted and assigned to Bureau Heads or Heads of Bureaus in Treasury Orders and Treasury Directives.  In addition to section 1512(a) of the Homeland Security Act of 2002 (the "savings clause"), this Order affirms and ratifies any action taken that is consistent with what is prescribed in this Order.

b.   The Departments of Commerce, Justice, and State, the Judiciary and related Agencies Appropriations Act, 1998, Public Law (P.L.) 105-119, 111 Stat. 2469; Oct. 21, 1998 as amended by P.L. 105-277, Div C, Title I, section 102, 112 Stat. 2681-585; Nov. 12, 2001, P.L. 107-67, Title I, section 120, 115 Stat. 525; Feb. 20, 2003, P.L. 108-7, Div J, Title I, section 119, 117 Stat. 439; Jan. 23, 2004, P.L. 108-199, Div F, Title II, section 216, 118 Stat. 320; Dec. 8, 2004, P.L. 108-447, Div H, Title II, section 216, 118 Stat. 3241; Nov. 30, 2005, and P.L. 109-115, Div A, Title II, section 216, 119 Stat. 2439, authorizes the Department of Treasury’s personnel management demonstration project at TTB on an annually renewable basis.  See 5 U.S.C. 3104 Note.

c.
The Department of the Treasury Demonstration Project Operating Plan for Designated Critical Positions, March 1999.
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Chapter A. General.
4.  
Responsibilities. 

The nature of the Demo Project may potentially impact other segments of TTB and the Treasury Department not specifically identified in the Department of the Treasury Demonstration Project Operating Plan for Designated Critical Positions (hereafter referred to as the Operating Plan).  Therefore, decisions that affect program modifications, coverage, and project budget require approval of the Demo Project’s Personnel Policy Review Board (PPRB).

a.  The PPRB is a Departmental level review board within the Department of the Treasury that is responsible for the oversight of the Demo Project in TTB in accordance with the Operating Plan.  

b. 
The Bureau Advisory Board (BAB) is the TTB Board that oversees the implementation and management of all aspects of the Demo Project within the Operating Plan, this Order, and PPRB policies.  The BAB is comprised of the Deputy Administrator and the Assistant Administrators for Management/Chief Financial Officer, Field Operations, Headquarters Operations, and Information Resources/Chief Information Officer.  The Deputy Administrator is the Chair of the BAB. The Chair has final authority to delegate decisions to a member or members of the BAB or render decisions for the BAB.   

The BAB will:

(1)  
Develop generic position descriptions consistent with pay bands and resolve classification issues.

(2)  
Develop qualification standards (when Office of Personnel Management (OPM) standards are not used). 

(3)  
Develop recruiting procedures, including approving or delegating the approval of individual recruitment, relocation, and retention bonuses; and oversee the application of probationary/trial periods.

(4)  
Oversee the performance appraisal process including the development of performance plans.

(5)  
Develop procedures for setting entry and promotion salaries; establish pay pools; determine the pay for performance pay out percentages annually and the manner of payment; approve or delegate authority to approve exceptions to pay for performance salary increases; and assure budget discipline.

(6)  
Approve or delegate the approval of service agreements (where applicable), or waiver of service agreements, if warranted.

(7)  
Develop procedures to use the Developmental Opportunities Program and Voluntary Emeritus Program.

(8)  
Establish procedures and guidelines for employee Summary of Accomplishments. See section 36a.
(9)  
Establish procedures for reduction-in-force.

(10)  Oversee and assure participation in Demo Project evaluations.

(11)  Ensure that all employees are treated in a non-discriminatory manner.

(12)  Withdraw delegated authorities when warranted.

(13)  Assure adequate resources for implementing and operating the Demo Project within TTB.

(14)  Oversee the training of employees affected by this Order as well as managers, supervisors, and administrative staff prior to implementation and throughout the duration of the Demo Project. 

(15)  Provide a continuous assessment of the operation of the Demo Project and conduct an annual review of the overall effectiveness of the Demo Project. 

Chapter B. Demo Project Conversion.

5.  
Designated Position Coverage.  

The BAB:

a.  
Determines the specific positions to be included in the Demo Project based upon geographical area, grade level, series, and/or other needs of TTB.

b.  
Consistent with statute, may add or delete positions as deemed necessary, based on recruiting and retention problems with all changes approved by the PPRB.  

6.  
Covered Occupational Series.  

TTB has identified the following positions for inclusion in the Demo Project:
	TITLE
	SERIES

	Program Manager (Director of National Revenue Center)
	340

	Deputy Assistant Administrator for Field Operations
	340

	Financial Manager
	505

	Auditor, including supervisory positions 
	511

	Supervisory Contract Specialist 
	1102

	Chemist, including supervisory positions
	1320

	Division Director, GS-15
	1801

	Executive Liaison for Industry and State Matters
	1801

	Supervisory Alcohol and Tobacco Investigator (District Director)
	1801

	Wine Technical Trade Advisor 
	1801

	Industry Analyst
	1801

	Information Technology Specialist, including supervisory positions
	2210


7.  
Pay Bands.  

The Operating Plan for the Demo Project calls for the establishment of four broad pay bands (pay banding), which are derived from the traditional 15-grade structure under the General Schedule (GS) classification system. 

a.  
Locality-based comparability pay is added where applicable based upon the geographic area in which the position is located.  Under no circumstance should the addition of locality-based comparability pay cause an employee’s salary to exceed the rate of pay for level III of the Executive Schedule (the statutory limitation). 

b.  
Bands 1, 2, and 3 correlate to at least two of the former GS grades. The minimum rate of pay for each band is equivalent to the minimum rate of pay of the lowest GS grade equivalent for that band.  For example, both the GS-5 and band 1 minimum salaries are equal. 

c.  
The maximum rate of pay for bands 1, 2, and 3 exceed the maximum rate of pay for the highest GS equivalent by 4.5 percent, 3.5 percent, and 2.5 percent, respectively.  This provides an opportunity for pay movement for employees who are at the top step of their GS grade at the time of conversion into the Demo Project.

d.  
Adjustments to the salary ranges of the pay bands including adjustments to the staffing supplement (where established) are based on changes to the General Schedule salary ranges and occur at the same time as the General Schedule pay increase.  Refer to the Operating Plan, section 5.3.1 for more information on staffing supplements. 
e.  
The Knowledge Management Staff posts changes to the pay bands on the TTB web.

8.  
Election from GS Positions to the Demo Project for Current Employees.  

When the PPRB approves currently occupied GS positions for inclusion into the Demo Project, the following procedures are used to convert the employees who occupy those GS positions into Pay Demo.  (If TTB selects an employee into an advertised Demo Project position, Demo Project processes and procedures will automatically cover that employee, and this election procedure does not apply.)

a.
TTB’s Director, Human Resources Division (HRD) will announce an open season to all affected employees. 

b.  
If an employee elects to participate in the Demo Project, he or she will be converted at the beginning of the first full pay period following receipt of his or her election enrollment and the HR Connect action to convert the position to the Demo Project.  The Human Resources (HR) service provider must receive both the election enrollment and the HR Connect action no later than the close of business on the Monday preceding the beginning of the pay period. All elections to participate or not participate must be in writing.

c.  
When a TTB employee elects conversion into the Demo Project, the HR service provider will place the employee into the appropriate pay band as follows: 

(1)  
If the employee changes geographic areas, the employee’s GS pay entitlement in the new geographic area will be determined first. 

(2)  
If the employee is converting into the Demo Project from his or her  current grade and pay, the HR service provider compares the employee’s current GS grade to the corresponding pay band.  Each employee’s initial base salary under the Demo Project will be at least equal to the base salary received immediately before conversion.

(3)  
Employees on temporary promotions at the time of conversion will be converted to a pay band commensurate with the grade of the position to which temporarily promoted.  At the conclusion of the temporary promotion, the employee will revert to the pay band that corresponds to the position from which promoted.  

(4)  
Any employee who was covered by special salary rates, prior to conversion to the Demo Project, will no longer be considered a special rate employee under the Demo Project. However, TTB will set that employee’s base pay rate to ensure no loss in adjusted pay. 

(5)  
If an employee, who converts from a special salary rate, has a new base pay that exceeds the maximum rate of the pay band in which the supervisor has placed the employee, the employee will—
(a)
Be placed on a retained rate of pay,

(b)
Receive 50 percent of subsequent general pay increases until his or her rate of base pay falls within the range of pay for that pay band, and  

(c)
Receive a full locality adjustment, which the HR service provider will add to the new base pay rate.  
(6)  
The HR service provider will award employees a prorated portion of the next higher GS step increase based upon the portion of the waiting period they have completed prior to the date of conversion into the Demo Project.  Waiting period refers to that period of time between GS steps. 

Chapter C. Position Classification.

9.  
Classification System. 

All positions within the Demo Project have an official pay plan designator of PD (for example, PD-0511-02) replacing the GS designator.  The HR service provider will use OPM classification standards and guides as a reference for determining placement of a position under the Demo Project band level.  

a.  Supervisors will write new position descriptions at the highest level of the pay band. The position description will reference other lower band level position descriptions when there is a career ladder involved.   

b.  
Four pay bands have been established for positions covered by the Demo Project authority and are structured to include the grade level equivalents as indicated in the Operating Plan section 5.3.  Each pay band represents a broad level of work with an associated range of pay. 

c.  
Required position data.  The HR service provider will prepare a position description cover sheet which will include the position description number, position sensitivity, financial statement requirement, drug testing requirement, and the following: 

(1)  
Fair Labor Standards Act (FLSA) Determination.  Under FLSA, the HR service provider will designate positions as exempt or non-exempt in accordance with 5 CFR Part 551. See Operating Plan, section 5.4.3 for specific exemptions covering overtime rates and premium pay under the FLSA.

(2)  
Competitive levels.  The HR service provider will assign appropriate competitive levels to all positions in a competitive area (see section 62), for RIF purposes only.  Positions within a competitive level will be in the same pay band and series and similar enough in duties, qualification requirements, and working conditions that an incumbent may be reassigned from one position to any other position in the band without undue interruption. Competitive levels for Demo Project positions will be Demo Project specific for RIF purposes. 

(3)  
Supervisory level. Identifies whether the position meets the requirements for a supervisor or manager title as set forth in the OPM classification standards.

(4)  
Bargaining unit status (BUS) code.  Identifies eligibility for inclusion in a bargaining unit.  The HR service provider identifies:
(a)
Positions eligible for inclusion in a bargaining unit but not represented by a specific labor organization as BUS 7777. 

(b)
Positions ineligible for inclusion as BUS 8888.

(c)
Professional and scientific positions represented by the National Treasury Employees’ Union (NTEU) as BUS 0056.

(d) All other positions represented by NTEU as BUS 0058. 
10.  
Format for Position Descriptions.  

Supervisors should use standard position descriptions contained in the HRConnect position description library to the maximum extent possible to streamline the classification process.  If a standard position description is not available, supervisors must use the following format when submitting position descriptions to the HR service provider for classification. The requesting official should work closely with the HR service provider in preparing the position description as follows: 

a.
Title/Series.  Indicate the proposed title, series, and pay band level for the full performance level of the position. 

b.
Introduction. The introduction contains the organizational location and the main purpose of the position along with the position’s relationship to the goals of the organization. 

c.
Major Duties and Responsibilities.  Clearly define the major duties assigned and the nature and extent of responsibility for carrying out those duties. The major duties occupy a minimum of 25 percent of the incumbent’s time. Each duty must be numbered and the approximate percentage of time to be spent performing that duty indicated.  
d.
Level of Authority.  Indicate the type of supervision required by the position. 

e.
Knowledge, Skills, and Abilities (KSAs).  KSAs are a set of job-related criteria that are determined to be necessary and essential to successful performance of the duties. 

f. 
Other Special Requirements.  This section is only for unique or special qualifications not readily apparent from the description, for example, a foreign language requirement, frequent travel, lifting heavy objects, or any selective placement factors (factors that selectees cannot readily acquire within a reasonable amount of time after placement, therefore, they must possess these selective placement factors at the time of placement into the position).

11.  
Classification Appeals. 

An employee may appeal the occupational series or pay band of his or her position at any time according to the provisions in the Operating Plan, section 5.3.2.  A supervisor must notify TTB’s HR Director in writing upon receipt of a classification appeal. 

Chapter D. Recruitment and Retention Strategies.

Pay band levels are designed to facilitate pay progression and allow recruitment of quality applicants at differing rates.  In most instances, movement between bands is a competitive action.  The HR service provider will process all competitive recruitment actions in accordance with TTB’s Merit Promotion and Placement Plan, TTB O 2335.1 or OPM’s Delegated Examining Operations Handbook. 

12.  
Appointment Authority. 

TTB will use all OPM authorized appointing authorities for filling Demo Project positions as determined appropriate by the HR service provider in coordination with the supervisor responsible for the recruitment action.  For all Pay Demo appointments, the HR service provider will cite the authority UDM, PL 105-277 as amended.  In addition, the HR service provider will document in the remarks section on the SF-50, Notification of Personnel Action, the number and date of the selection certificate used and/or any other OPM required remarks of the position appointment.  

13.  
Veteran’s Preference. 

In accordance with the Operating Plan, section 5.8.2, preference eligibles will continue to have all of the staffing, appeal, reduction in force, and other rights afforded to them as preference eligibles. 

14.  
Qualification Standards. 

The HR service provider will use OPM’s Operating Manual Qualification Standards for General Schedule Positions or any TTB-developed qualification standards to determine an applicant’s basic qualifications. Minimum qualifications for each Demo Project position are set at the lowest level of the pay band (for example, a band 1 position, equivalent to a GS-5 through GS-10, would require an applicant to meet the minimum qualification requirements for the GS-5).  

a.  
Applicants must meet any previously established selective placement factors identified for the position. Applicants must submit qualifying information in writing within their application package. 
 b.
If the supervisor uses selective placement factors in the hiring process, they must be clearly described in the vacancy announcement.

15.  
Non-Competitive Promotions. 

a.  
When an employee is hired at a band level lower than the full performance level of the position, (for example, hired at a band 1 in a position that has growth potential to a band 2 full performance level), to be eligible for a non-competitive promotion, the employee must meet the minimum qualification standards for the next higher band and the supervisor must make a determination that the employee is performing at least at the Meets Objectives level in accordance with section 37. This determination requires an employee to have worked under a performance plan in his or her current position for a minimum of at least 90 days before the supervisor can evaluate the employee’s performance. 

b. 
Employees must have at least one year of appropriate specialized experience that fully qualifies the employee to perform the higher band level work consistent with OPM qualification standards. 
16.  
Term and Temporary Appointments.

The HR service provider may offer a selectee a term appointment for a period up to five years and a temporary appointment for up to one year (with an additional one-year extension).  Both appointments are non-status appointments in the competitive service.  Either appointment may not exceed the life of the Demo Project.

a.
The HR service provider, upon a supervisor’s request, may non-competitively convert an employee hired under a term or temporary appointment to a permanent appointment, provided the following conditions have been met: 

(1)  
The HR service provider initially notified all applicants of the potential for conversion to a permanent appointment. 

(2)  
The employee has completed a minimum of two years of current continuous service under any combination of term and/or temporary appointments.

(3)  
The HR service provider appointed the employee under competitive procedures. 
(4)  
The supervisor rated the employee’s performance under the appointment(s) at the overall Meets Objectives level or above.  

(5)  
The employee successfully completed the one-year probationary/trial period. 

b.  
Upon conversion, the HR service provider will convert an employee with less than three years of continuous service to a career-conditional appointment.  The HR service provider will convert an employee with three or more years of continuous service to a career appointment.  

c.  
Service under a term/temporary appointment, immediately prior to a permanent appointment, will count toward the probationary period requirements, provided the employee’s performance under the appointment met established standards, and the permanent position is in the same line of work as the current term/temporary appointment. 

17.  
Other Non-Competitive Recruitment Strategies.

a. 
A detail is a temporary assignment of an employee to a different position or established duties (at the same or lower band level) for up to one year, with the employee returning to his or her regular duties at the end of the detail.  Employees do not have to meet minimum qualification requirements for the supervisor to detail the employee; however, they must meet minimum educational requirements as prescribed by OPM for the position to which detailed.  Managers may detail employees to a supervisory position for a maximum of 120 days without competition. 

b.  
A temporary promotion is a temporary assignment of an employee to a different position at a higher band level.  Supervisors may temporarily promote employees to any position for which they meet OPM qualifications for a maximum of 120 days without competition. 

c.  
A reassignment is a non-temporary assignment of an employee to another position at the same band level, without a change in promotion potential.  Reassignments must be in accordance with OPM qualification standards.

d.  
A change to lower band is a non-temporary assignment of an employee to a position in a lower pay band with no higher promotion potential than the position currently held or held in the past on a permanent basis.

e.  
Managers may establish a staffing supplement for a category of positions where it can be shown that higher pay is necessary to address severe staffing problems. The PPRB must approve this supplement. Refer to the Operating Plan, section 5.3.1.

18.  
General Restriction on Movement after Initial Competitive Appointment.

An employee, selected from a competitive examination, must serve at least 90 days after initial appointment to be eligible for competitive promotion or reassignment to a different position.

19.  
Probationary Period. 

Demo Project employees entering the Federal workforce for the first time and/or selected from a competitive examination are required to serve a one-year probationary/trial period. Employees who have successfully completed the initial probationary/trial period will be required to complete an additional one-year probationary period for an initial appointment to a supervisory position. Refer to the Operating Plan section 5.2.1.2. 

Chapter E. Pay Administration. 

The four pay bands are structured to include the salary ranges and grade level equivalents as indicated on the next page. 
	Pay Band
	1 

Entry/ 

Developmental
	2

Full Performance
	3

Senior
	4

Expert/

Manager

	Salary

Range Formulas for Minimum (MIN) to Maximum (MAX)
	MIN = GS-5, step 1

MAX = GS-10, step 10 + 4.5%
	MIN = GS-11, step 1

MAX = 

GS-12, step 10 + 3.5%
	MIN = GS-13, step 1

MAX = GS-14, step 10 + 2.5%
	MIN = GS-15, step 1

MAX = Level III of the Executive Schedule

	GS Equivalent
	5 – 10
	11 – 12
	13 – 14
	15+


20.  
Pay Setting Guidelines.  

Zones and terciles have been established to distinguish between levels of work, to regulate an employee’s rate of progression, and to calculate the percentages for annual pay for performance pay outs.  Refer to section 43 and 44 for more information. 
21.  
Limitations on Pay.   

Employees are subject to the aggregate limitation on pay set forth in 5 U.S.C. 5307.  An employee's aggregate compensation (base pay, locality-based comparability pay, premium pay, allowances, differentials, bonuses, awards, or other compensation under this authority) must not exceed the maximum rate of pay for level I of the Executive Schedule in any calendar year.  

22.  
General Pay Increases and Locality-Based Comparability Payments.  

Demo Project employees will receive any applicable general pay increases and locality-based comparability payments at the same time as GS employees, unless the employee is receiving a staffing supplement (see section 17.e.) or the employee receives an overall performance rating of Needs Improvement or Unsatisfactory/Unacceptable (see sections 40.b. and 40.c.). 

a.  
Adjustments to locality-based comparability pay (where applicable) will continue in accordance with 5 CFR Part 531, Subpart F. 

b.  
The HR service provider will ensure employees receive locality-based comparability pay only to the extent that it does not cause an employee’s total salary to exceed level III of the Executive Schedule.

23.  
Premium Pay.  

All existing premium pay entitlements (for example, overtime, Administratively Uncontrollable Overtime), as well as provisions of the Fair Labor Standards Act of 1938 (FLSA), as amended, will continue to apply to Demo Project employees, except as otherwise noted in section 5.4.3 in the Operating Plan. 

24.  
Rate of Pay Determination Provisions for Initial Entry into the Demo Project.

a.  
Minimum Rate of Pay Determination.

(1)  
If a current Federal employee enters TTB’s Demo Project from a pay system with a within range increase (WRI) entitlement, the HR service provider will advise the supervisor of the minimum rate of pay determination.  This rate of pay includes the WRI buy out provision as addressed in section 5.8.3 of the Operating Plan.  Attachment A is a worksheet for determining the minimum rate of pay upon initial entry into the Demo Project. 

(2)  
For all other new Demo Project employees, the minimum rate of pay is the minimum rate of the pay band level in which the HR service provider places the employee.  

b.  
Above the Minimum Rate of Pay Determination.

(1)  
When supervisors recommend setting pay above the minimum rate of pay, supervisors must consider the following factors:  

(a)
Labor market conditions

(b)
Competing job offers

(c)
Related Governmental and non-governmental work experience and salary history 

(d)
Lowest acceptable pay

(e)
Level of professional attainment, for example, certifications, professional publications

(f)
Leadership ability

(g)
Possession of special qualifications that uniquely equips the individual to perform the duties of the position  

(2)  
The supervisor completes TTB F 2050.4, Demonstration Project Salary Determination, when he or she requests above the minimum rate of pay determinations, relocation or recruitment bonuses, or retention allowances.  
(3)  
Normally supervisors will recommend that pay be set at or below the mid point of the pay band into which the supervisor places the employee.  If supervisors recommend a pay rate above the mid point, then the supervisor must prepare a written justification. The written justification must 

(a)
Address the amount of income the candidate will forfeit by accepting the Demo Project position; 

(b)
Address whether the candidate’s qualifications are demonstrably superior to what the supervisor expects from a well-qualified candidate for the position and what the candidate will bring to the job that the Bureau could not otherwise obtain;
(c)
Include, if applicable, a copy of the candidate’s application showing current salary and verification of that salary, for example, pay statement or W-2, Wage and Tax Statement; and
(d)
Include, if applicable, a copy of a competing job offer. 

(4)  
Assistant Administrators or equivalent, as appropriate, must approve all pay setting above the minimum rate of pay and recommend any pay rates above the mid point to the BAB for final approval.  Managers must coordinate all pay rate determinations above the minimum pay rate with TTB’s HRD to ensure regulatory compliance before final approval.
25.  
Pay Setting Provisions for Competitive and Non-Competitive Position Changes within the Demo Project. 

A promotion is movement, either temporary or permanent, from one pay band to a higher pay band. The HR service provider will set an employee’s pay using the employee’s existing base pay without locality pay for the following provisions:
a.
All permanent promotions to positions will occur with a pay increase of at least six percent (6%) to the employee’s current base pay.  However, upon promotion, an employee’s base pay will not be less than the minimum pay established for the pay band to which the supervisor/selecting official promotes the individual.  Proposed increases in excess of 6% require additional written justification and BAB approval.  See section 24.b. for the approval process. 

b.
All temporary promotions will occur with a pay increase of six percent (6%) of the employee’s current base pay. In addition, all temporary promotions to first-level supervisory positions may receive a supervisory differential of up to ten percent (10%) of the employee’s current base pay, and all temporary promotions to second-level supervisory positions may receive a supervisory differential of up to fifteen percent (15%) of the employee’s base pay. All supervisory differentials are subject to BAB approval. See section 24.b. for the approval process. Supervisory differentials will be considered as base pay for all purposes and are subject to the pay limitations of Level III of the Executive Schedule. 

At the conclusion of a temporary promotion, the HR service provider terminates the increase in pay and any supervisory differential, and the employee returns to the position of record. The employee’s pay returns to the previous salary earned prior to the temporary promotion along with any appropriate adjustments that reflect pay events that occurred during the temporary promotion.

c.
The salary for all reassignments may be the same as the salary the employee is currently earning or may be set anywhere within the band subject to section 24.b. 

d.
An employee’s salary will normally not change as a result of a detail. However, if the supervisor is detailing the employee to a supervisory position from a non-supervisory position at the same band level, the employee may be approved for a supervisory differential consistent with section 25.b. In order for the employee to receive a supervisory differential during a detail, once approved by the BAB, the supervisor must fax or e-mail documentation of the BAB’s approval to the HR service provider. The supervisor must also request the detail action through HR Connect and indicate the following on the request, “Supervisory differential approved by the BAB. Documentation faxed to HR service provider.”  At least one pay period prior to expiration of the detail, the supervisor must submit a termination of detail action in HR Connect to return the employee to his or her position prior to the detail. 

e.
The salary for a change to lower band (other than from a temporary promotion) will be set anywhere within the lower band subject to section 24.b. However, the salary will be set no lower than the employee’s current salary up to the maximum salary of the lower band.

f.
A pay adjustment cannot increase the base pay for the position of record beyond the maximum rate of pay of the employee’s pay band.

26.  
Performance-Based Pay Increases.  

The HR service provider processes an approved performance-based increase (pay-for-performance increase) for an employee occupying a pay demo position either as an increase to base pay or as a lump sum payment. The increase is based on an employee’s annual performance appraisal rating of Meets Objectives or above, as approved by the BAB annually, and by an employee’s pay within the employee’s existing band level.  Refer to Chapter G, Translating Performance Ratings into Pay. 
a.
The HR service provider pays a performance-based increase as a lump sum payment, when:

(1)
The BAB decides that the annual pay out will be paid as a lump sum to all eligible Demo Project employees.

(2)
An employee’s pay increase causes the employee’s pay to exceed the top of zone 1 of the pay band, and the BAB does not approve a supervisory recommendation to move to zone 2. Refer to section 45 for additional information on zone movement. 

(3)
A performance based pay increase causes an employee’s pay to exceed the top of their current band.

b.
In instances where an employee receives a promotion and has not been on a performance plan consistent with the higher-level position for at least 90 days, the employee will receive a pay for performance pay out based on the employee’s prior position and salary. In instances where the employee has not served on the prior performance plan for at least 90 days, the provisions of sections 34.c. and 34.d. apply. 

27.  
Pay Protection.

When an employee first enters into the Demonstration Project, he or she has full employee protection that ensures an initial place in the appropriate pay band without loss of pay. Refer to section 5.8.3 in the Operating Plan for further information.

28. 
Retained Pay.  

Provisions for retained pay authorized under 5 U.S.C. §§ 5361 through 5366 have been waived.  The HR service provider will administer retained pay as follows:

a.
The HR service provider will convert employees previously granted retained pay entitlements under another pay system into the Demo Project in the following manner:

(1)
If the HR service provider can accommodate the employee’s retained base pay within the pay band he or she is converting into, the HR service provider will convert the employee into the Demo Project at his or her current base pay, and further entitlement to retained pay is eliminated. 

(2)
If the HR service provider cannot accommodate an employee’s base pay  within the pay band he or she is converting into because the employee’s base pay exceeds the maximum salary range of the band, the HR service provider will convert the employee into the Demo Project at his or her current rate of base pay and the employee will continue to receive retained pay.

(a)
The employee will receive 50 percent of the general pay increases until such time as the employee’s rate of base pay falls within the pay band.  

(b)
Where applicable, the employee will receive full locality-based comparability pay for the area to the extent that it does not cause an employee’s total salary to exceed Level III of the Executive Schedule. 

(c)
The supervisor may request performance-based pay increases for the employee depending on his or her contributions to the band level but the payment will be limited to a lump sum only and will be based on the top of the applicable band base pay. 
b.
When an employee becomes entitled to pay retention (based on management action, reclassification, RIF, etc.) or moves to another position while receiving retained pay, the HR service provider will compare the employee's rate of base pay held immediately prior to such eligibility or movement with the range of base pay for the band level of the position to be occupied.

(1)
If the HR service provider can accommodate an employee’s base pay within the pay band of the position to be occupied, the HR service provider will set the employee’s base pay at the employee’s current base pay, and further entitlement to retained pay is eliminated.  

(2)
Should the employee's rate of base pay exceed the maximum base pay of the band he or she occupies, the employee would be entitled to retained pay at the rate of base pay received immediately before the eligibility or movement occurred.  

(a)
The employee will receive only 50 percent of any general pay increases until such time as his or her rate of base pay falls within the pay band.

(b)
The employee will receive the full amount of any applicable locality-based comparability pay for the area to the extent that it does not cause an employee’s total salary to exceed Level III of the Executive Schedule.

c.
If an employee voluntarily accepts a change to lower band, the employee will not be eligible for pay retention. 

29.  
Voluntary Change to Lower Band Level.

When an employee accepts a voluntary change to a lower band level, the salary may be set at any point within the band level to which appointed, except that the new salary will not exceed the employee’s current salary or the maximum salary of the band level to which assigned, whichever is lower. 

30.  
Involuntary Reduction in Pay to include Change to Lower Band Level due to Adverse Action.

An employee may receive a reduction in pay within his or her existing band level or be changed to a lower band level due to an adverse action.  In these situations, the HR service provider will reduce the employee’s salary at least 6%, but will set his or her salary no lower than the minimum salary of the band level to which assigned.  Employees placed into a lower band level due to adverse action are not entitled to pay retention.

31.  
Recruitment and  Relocation Bonuses and Retention Allowances.

Supervisors use recruitment and relocation bonuses and retention allowances to provide incentives for individuals to enter and/or remain with the Bureau.  The HR service provider will process the payment of each approved incentive if the Bureau determines that absent such an incentive, it would encounter difficulty in filling a specific position.  The supervisor makes decisions on these bonuses based on market factors such as salary comparability and salary offer issues, relocation issues, programmatic urgency, emerging technologies, turnover rates, special qualifications, and/or shortage of positions unique to the Bureau.  The approval authority for all incentives rests with the BAB. The supervisor must provide written justification for the action and route it through the supervisory chain to the Assistant Administrator or equivalent, as appropriate, using TTB F 2050.4, Demonstration Project Salary Determination.  

a.
The supervisor may request a recruitment bonus for an employee newly appointed to a difficult to fill position or a relocation bonus for an employee who must relocate to accept a difficult to fill position in a different commuting area.  This may include transfers from other Federal agencies. Where justified, the supervisor may request a relocation bonus in addition to a recruitment bonus. 

b.
A retention allowance may be paid to an employee if the unusually high or unique qualifications of the employee or a special need of the Bureau for the employee’s services makes it essential to retain the employee, and the Bureau determines that the employee will leave TTB without the allowance. The employee must submit documentation of a firm offer of employment within or outside Government, or submit resignation/retirement paperwork to the HR service provider. The supervisor must review this allowance at least annually to determine whether to continue the allowance, and submit a new request (TTB F 2050.4, Demonstration Project Salary Determination) each year as indicated above.  

c.
Prior to receiving any incentive, selectees/employees must sign a TTB F 2050.7, Demonstration Project Continued Service Agreement, which obligates service to the Bureau for a specified period of time.  The HR service provider must receive the service agreement prior to payment of any bonus or allowance.  

(1)
To receive an incentive of up to and including 15 percent of base pay, an employee must sign a service agreement with a one-year employment commitment to TTB. 

(2)
To receive an incentive greater than 15 percent but not more than 25 percent of base pay, an employee must sign a service agreement with a two-year employment commitment to TTB unless the Administrator approves a lesser commitment. 

(3)
Employment commitment requirements may be served concurrently for employees receiving both recruitment and relocation bonuses.  

(4)
Any continued service agreement written in conjunction with a recruitment and relocation bonus or a retention allowance will require pro-rated repayment of the incentive if an employee does not satisfy the full conditions of the agreement.  

d.
The HR service provider will calculate all incentives as a percentage of the employee’s rate of base pay and pay them either—

(1)
On a bi-weekly basis for a period of one year, or  

(2)
As a lump sum. 

e.
Lump sum payments for recruitment and/or relocation bonuses may be made at any time following BAB approval, the execution of the continued service agreement, and the entry on duty or relocation of the employee as appropriate.  Lump sum payments for retention bonuses may only be paid after completion of three months service towards completion of the total amount of the TTB F 2050.7, Demonstration Project Continued Service Agreement.
f.
The approved continued service agreement is retained in the employee’s Official Personnel Folder (OPF).

Chapter F. Performance Management. 

32.
Objectives.  

Supervisors evaluate Demo Project employees under the Demonstration Project Performance Appraisal System (DPPAS).  Through the DPPAS, the following basic management and supervisory responsibilities are executed:
a.
Communicating and clarifying agency goals and objectives.

b.
Identifying individual accountability for the accomplishment of organizational goals and objectives.

c.
Evaluating and improving individual accomplishments. 

d.
Using the results of the performance appraisal process as a basis for determining base pay, pay increases, bonuses, and other incentives, as well as training, reassignments, promotions, retention, changes to lower bands, and removals of employees (as warranted).

33.  
Performance Plans.  

Performance Plans are the critical elements and standards that describe expected performance.  Supervisors will prepare and discuss performance plans with employees.  Supervisors are ultimately responsible for the contents of performance plans.  Supervisors will appraise employees on the following mandatory competency based critical elements:  Job Knowledge, Teamwork and Interpersonal Skills, Customer Focus, and Communications.  Managers will appraise supervisors on an additional competency based critical element, Managing People. In addition, each employee’s and supervisor’s performance plan will include at least one critical element directly related to the strategic goals of the Bureau that is referred to as a Mission Commitment.  For more information, see TTB F 2430.01-S and TTB F 2430.01. 

a.
Mission Commitments are a critical component of TTB’s performance management system. They are individual goals that serve to motivate effort and act as a key measure of an employee’s contribution to organizational success. Mission Commitments must align with at least one of the organizational goals that are included in the Bureau’s Strategic Plan. Alignment should be clear and transparent so that employees can see how their performance plans support organizational goal achievement.  Commitments describe individual accountability for accomplishing organizational goals. Job duties and responsibilities, behaviors, and individual goals that are linked to the Bureau’s goals are to be utilized in determining performance.  Refer to Attachment B for guidance on developing Mission Commitments.

b. Performance Plans will contain only critical elements.  Performance at the Unsatisfactory/Unacceptable level in any one of the critical elements will place the employee on a Performance Improvement Plan (PIP).  

c. Each critical element will be measured using a five-level rating system, as follows:   
(1)  
Outstanding – Performance consistently exceeds what is required in the position. Performance is at a level that results in an exceptionally positive impact on the achievement of the organization’s goals, or the employee overcame significant obstacles to achieve desired results. Performance on the majority of the components clearly surpasses the criteria for Exceeds Objectives performance, and no components are rated below Exceeds Objectives. 

(2)  
Exceeds Objectives – Performance is greater than the Meets Objectives level but less than the Outstanding level. Employees can exceed the standard in a variety of ways.  First, performance on several aspects of the standard might clearly exceed the standard while performance on other parts meets the standard.  Next, performance on all aspects could be so consistently solid and dependable that the overall performance for the element exceeds the standard.  Meeting the standard under extraordinary circumstances could also be considered exceptional. 

(3)  
Meets Objectives – Performance fully satisfies position requirements.  It is not necessary to meet each and every aspect described in a standard for any given element, however, supervisors expect performance will normally meet the requirements on a regular basis. 

(4)  
Needs Improvement – Performance falls short of what is needed to meet responsibilities of the position; however, the level of an employee’s performance is sufficient to justify the employee’s retention.  Employee is lacking in some aspects of the job and is not complying with all requirements. Performance deficiencies or gaps in proficiencies exist and performance improvement is required to fully and consistently meet the standard. The supervisor must provide the employee with a written plan to improve the level of performance. 

(5)  
Unsatisfactory/Unacceptable – Performance fails to meet the level needed to justify retention in the position. Performance regularly falls short of the standard in several areas.  Constant higher-level assistance or intervention is required.  Damaging the organization’s credibility through an action or lack of action would also constitute unacceptable performance.  The supervisor must issue a PIP. 

34.  
Performance Appraisal Period.  

a.
The annual performance appraisal period for Demo Project employees normally begins on October 1 of each year and ends on September 30 of the following year.

b.
The supervisor will place each employee on a Performance Plan: 

(1)
Within 30 days of conversion into the Demo Project. 

(2)
Within 30 days of entry into a new position.

(3)
Within 30 days of the beginning of each appraisal cycle.

(4)
Within 30 days of being detailed or temporarily promoted, when the detail/temporary promotion is expected to last 90 days or more.

c.
An employee must serve a minimum of 90 days under a performance plan before the supervisor can evaluate and rate the employee against the plan.  If the supervisor has to revise a mission commitment for an employee during the appraisal period, the employee must serve under that new mission commitment for at least 90 days before the employee can be rated on that commitment. 
d.
The supervisor will not rate an employee who enters the Demo Project less than 90 days before the end of the appraisal period (after June 30) for that period.  The supervisor will rate that performance along with subsequent performance as part of the next annual performance appraisal, and if applicable, may result in a subsequent pay for performance increase and/or bonus. 

e.  If an employee moves to another Demo Project position less than 90 days prior to the end of the performance appraisal period (after June 30), the losing supervisor must prepare a closeout appraisal, which will serve as the official rating of record until the next annual performance appraisal. 

f.
If an employee is detailed or temporarily promoted to a position for more than 90 days, the employee must be given at least one Mission Commitment for the position to which assigned.  The supervisor must communicate the Mission Commitment as set forth in section 33.  At the end of the detail/temporary promotion or when the annual appraisal is due, whichever comes first, the temporary supervisor will write a memorandum to the regular supervisor evaluating the employee’s performance as compared to the performance plan including the Mission Commitment for the position to which detailed or temporarily promoted.  If detailed to a supervisory position from a non-supervisory position, this will include the additional critical element, Managing People. The regular supervisor will then take this information into consideration when rating the employee at the end of the appraisal period. 
g.
If an employee moves to another position within the Bureau outside of the Demo Project and he or she has been on a performance plan for at least 90 days, the losing supervisor must prepare a closeout rating. 

35.  
Progress Reviews.  

Supervisors are encouraged to continuously monitor and provide constant feedback on performance to their employees. 

a.
Supervisors must, at a minimum, conduct a progress review with each employee approximately midway through the appraisal cycle (usually around March 31 of each year for Demo Project employees on board as of October 1 of the previous year). Supervisors must communicate with the employee about his or her performance compared to the performance standards specified for each critical element. 
b.  TTB F 2430.01-S, Performance Plan for Supervisors, or TTB F 2430.01, Performance Plan for Non-Supervisors, are used to document the mid-year progress review.
c.
During the progress review, the supervisor will review each critical element and provide feedback. If the mission commitment(s) is/are modified, the supervisor should enter the changes into the automated performance management system and a new mission commitment report prepared, attached to the initial performance plan,. The second-line supervisor must review and approve the changes by initialing the employee’s performance plan (TTB F 2430.01-S or TTB F 2430.01), and the supervisor then provides a copy of the revised mission commitment(s) to the employee.  The supervisor will also track that the progress review took place in a log event in the Bureau’s electronic performance management system, print the log event page, and provide to the employee. 

d.  By signing and dating the appropriate sections of TTB F 2430.01-S or TTB F 2430.01, the supervisor and the employee document the progress review was conducted, and the employee’s performance is at least at the Meets Objectives level.  The supervisor provides the original form to the employee and keeps a copy for his or her records. 
e.
If the employee’s performance in any critical element is below the Meets Objectives level at the time of the mid-year progress review, or at any other time during the performance appraisal period, the supervisor will advise the employee of this in writing, and must include specific plans for raising the employee’s level of performance.  Refer to section 37.a. and 37.b.  

f.
If, at any time during the performance appraisal period, it is determined that an employee’s performance is Unsatisfactory/Unacceptable in any critical element, the supervisor must (with assistance and guidance from the HR service provider) immediately place the employee on a PIP for a specified period of time, up to six months.  Refer to section 37.d. for guidance on what is included in a PIP. 

36.  
Annual Performance Review.  

The annual performance review is a multi-phased process. 

a.
Employee Summary of Accomplishments. By September 15, the employee may prepare a written summary of accomplishments and submit it to the immediate supervisor.  While not mandatory, employees are strongly encouraged to provide this summary of accomplishments for each critical element, as input into their performance appraisal

(1)
Supervisors will give employees a reasonable amount of duty time to complete their summary of accomplishments.

 (2)
Summaries are limited to no more than one page per critical element.

 (3)
Employees should not assign ratings to any critical element.
 (4)   If an employee does not want to provide the supervisor with a summary of accomplishments, the employee must advise the supervisor in writing. Use of an e-mail is sufficient. 

b.
Performance Feedback.  Employees are also encouraged to provide supervisors with written feedback on their performance from up to three individuals, such as their team leaders, peers within their organization, and/or  supervisors or employees in other TTB organizations the employee may have supported during the performance appraisal period.  To avoid the appearance of a conflict of interest, employees may not solicit feedback from taxpayers or regulated industry members.  Employees may use TTB F 2050.8, Demonstration Project Feedback for Annual Performance Appraisal, for this purpose.  

(1)
The employee must identify the critical element(s) on which the individual will provide first-hand knowledge of the employee’s performance during the appraisal period. 

(2)
The selected individuals are to return the written feedback to the employee.  The employee will be responsible for ensuring timely return of the feedback and for submitting it to his or her supervisor no later than September 15 of each year.

(3)
If an employee does not want to provide the supervisor with input from any selected individual, the employee must advise the supervisor in writing. Use of an e-mail is sufficient. 

c.
Performance Conversation.  The supervisor will conduct a performance conversation with each employee not later than October 15 and usually after receipt of the employee’s summary of accomplishments and performance feedback, if any. The performance conversation must take place even if the employee elects not to submit a summary of accomplishments and/or feedback from selected individuals.
(1)
The supervisor will conduct a thorough performance conversation with the employee.  When the employee has provided a summary of accomplishments, the supervisor will emphasize those areas of agreement with the summary of accomplishments, as well as identify those areas of departure in agreement.  The supervisor will also discuss areas in which the employee needs to show improvement in performance.

(2)
The supervisor will also discuss any performance feedback received.  If the employee elects not to submit performance feedback, the supervisor will base the performance conversation on his or her own observations and records of the employee’s performance throughout the appraisal period.   
d.
Performance Review. The supervisor will recommend ratings for each critical element as well as the annual overall rating.  The supervisor will forward his or her recommendations, the employee’s summary of accomplishments, and feedback, as applicable, to the employee’s second line supervisor.

(1)
The second level supervisor will consistently apply the critical elements and performance standards to all employees within his or her organization.

(2)
The second level supervisor must complete the annual review and recommended ratings for each employee no later than October 31 of each year. 

(3)
The second level supervisor must electronically provide a list of the demo project employees identifying each of their critical elements, the recommended rating for each element, and the overall recommended performance rating to the HR service provider no later than November 1 each year. If there is disagreement between the first and second level supervisors on any critical element rating or the overall rating, the first level supervisor must document the disagreement in writing (with the second level supervisor’s concurrence) and provide this documentation to the HR service provider for presentation to the BAB.  

e.
BAB Review and Approval.  The HR service provider will provide a compilation of all ratings to the BAB for final review and approval.  Additionally, the HR service provider will provide to the BAB the documentation that the second level supervisor reviewed and considered for recommended ratings below the Meets Objectives level and ratings where there was disagreement between the first and second level supervisor. Prior to approval, the BAB may request clarifying information from the appropriate supervisor.  The BAB will document in writing any changes in the rating of a critical element or overall rating by the BAB and provide this documentation to the respective first and second level supervisors. After action by the BAB, the immediate supervisor will finalize the performance appraisal.  The immediate supervisor will ensure the second level supervisor signs the appraisal approving the final performance rating. The HR service provider will retain copies of all documentation provided to supervisors regarding rating changes for a period of three years. 

37.  
Overall Rating. 

Supervisors will use a five level scale to determine the annual overall performance rating of record as follows: Outstanding, Exceeds Objectives, Meets Objectives, Needs Improvement, or Unsatisfactory/Unacceptable.  The automated performance management system will automatically compute the overall rating by averaging the ratings on each of the critical elements. If at least one critical element is rated Unsatisfactory/Unacceptable, the overall rating will be Unsatisfactory/Unacceptable.  If at least one critical element is rated Needs Improvement, the overall rating will be no better than Needs Improvement.  
a.
A rating of Needs Improvement in any element indicates the need to strengthen employee performance.  Supervisors should address this performance at the time it becomes apparent by counseling the employee on how to improve performance, documenting the counseling sessions in writing, and providing a copy to the employee. 


During the counseling meetings, the supervisor will:

(1)
Review the performance plan and clearly articulate performance expectations, 

(2)
Discuss weaknesses in the employee’s performance, 

(3)
Specifically identify what is required of the employee to meet expectations and improve performance, and 

(4)
Describe assistance, for example, closer supervision, on-the-job training, mentoring, and formal training, to help the employee strengthen performance. 
b.
If a supervisor appraises an employee as Unsatisfactory/Unacceptable, the supervisor should address this performance at the time it occurs by preparing a PIP.  

(1)  The supervisor will conduct the PIP in accordance with TTB O 2432.1. 

(2)  When the unsatisfactory/unacceptable performance occurs near the end of the performance year, and the supervisor schedules the PIP period to be completed no later than September 30, the supervisor completes the appraisal at the end of the PIP period. If the employee is successful at improving performance to Needs Improvement or higher, the supervisor will give that rating to the employee. If not, the supervisor will rate the employee Unsatisfactory/Unacceptable. 

(3) When the unsatisfactory/unacceptable performance occurs near the end of the performance year, and the supervisor schedules the PIP period to be completed after September 30, the supervisor will issue the appraisal with an Unsatisfactory/Unacceptable rating.  This is the official rating of record for the performance year.
c.
The supervisor may determine the employee’s performance is at the Needs Improvement or Unsatisfactory/Unacceptable level at any time during the performance appraisal period.

d.
Management may remove a probationary Pay Demo employee who receives an Unsatisfactory/Unacceptable rating in any one critical element from Federal service without benefit of a PIP.
38.  
Issuance of Performance Appraisals to Employees. 

The immediate supervisor gives the original completed and signed performance appraisal to the employee no later than November 30, in order to accomplish the January performance pay out process.  The supervisor must keep a copy of the signed appraisal and must provide a signed copy to the HR service provider. 

39.
Performance Rating while on Administrative or Military Leave. 

If an employee has served less than 90 days on a performance plan, and is on administrative leave or military duty, the supervisor will give the employee an overall annual rating consistent with the last rating of record prior to the administrative or military leave.  The pay for performance pay out will be based on the employee’s overall annual rating. The supervisor must appraise the employee if the employee has served at least 90 days in a position prior to administrative leave or military duty when the supervisor anticipates the employee will not return before September 30.  

40.
Pay for Performance Eligibility. 

a.
Performance at or above the Meets Objectives level. 

(1)  
Employees whose overall performance is rated at the Outstanding level will receive the annual general increase, as well as a performance-based pay increase, locality increase as applicable, and may also be eligible for an outstanding performance bonus.

(2)  
Employees whose performance is rated at the Exceeds Objectives and Meets Objectives levels will receive the annual general increase, as well as a performance-based pay increase and locality increase as applicable 

b.
Performance at the Needs Improvement level.  An employee whose overall rating is Needs Improvement will not receive any annual general increase, and will not be eligible for a performance-based pay increase.  The employee will receive a locality pay increase, if applicable.  The supervisor must, at a minimum, provide counseling to advise the employee of the need to improve his or her performance.

c.
Performance at the Unsatisfactory/Unacceptable level.  An employee whose overall rating is Unsatisfactory/Unacceptable will not receive any annual general increase, and will not receive a performance-based pay increase. The employee will receive a locality pay increase, if applicable.  The supervisor must place a non-probationary employee on a PIP for a specific period of time up to 6 months.  At the end of the PIP, the supervisor will review the employee’s performance and a new rating will be issued. 

(1)
If the employee’s performance improves to the Needs Improvement level, the supervisor removes the employee from the PIP and the employee remains in his or her position.  The employee remains ineligible for any performance-based pay increase and any annual general increase for the remainder of the appraisal period following the date the supervisor issued the Unsatisfactory/Unacceptable rating.

(2)
If the employee’s performance improves to the Meets Objectives level (or higher), the supervisor removes the employee from the PIP and the general pay increase will be restored effective at the beginning of the pay period following written notification to the HR service provider.  The employee remains ineligible for any performance-based pay increase for the remainder of the appraisal period following the date on which the supervisor issued the Unsatisfactory/Unacceptable rating.

(3)
If the employee’s performance does not improve to at least the Needs Improvement level during the PIP, the rating will remain Unsatisfactory/Unacceptable, and the supervisor may reassign, demote, or remove the employee from Federal service in accordance with TTB O 2432.1.

41.  
Grieving the Annual Performance Appraisal Rating. 

a.
A Demo Project Grievance Board (DPGB or Board) will be constituted annually to hear grievances.  The Board will consist of senior managers, GS-15/PD 4 and above.  At least three Board members must be present for a quorum, including one representative from the grievant’s directorate. 

b.
Step 1 of the Grievance Process

(1) The employee must file a written grievance with the HR service provider within twenty-one (21) calendar days of receipt of the completed annual performance appraisal that includes:

(a)  An explanation or description of the complaint,

(b)
  The section of this Order alleged to have been violated, and 

(c)  The personal relief sought.

(2)
The HR service provider will forward all properly filed grievances to the rating official for the annual performance appraisal being grieved. The rating official must hear the grievance and decide whether to make any changes to his or her  initial evaluation and/or narrative.  If the grievant requests, the rating official will meet with the grievant within ten (10) workdays of receipt of the grievance in order to discuss the grievance in an attempt to resolve it.  The rating official will make a decision within ten (10) workdays after the meeting is held or within ten (10) workdays of receipt of the grievance if no meeting is held.  Once the rating official makes a decision on whether or not to make any changes to the initial appraisal, he or she will forward the employee’s grievance package, along with the decision, to the HR service provider.  If the grievance is denied, the written decision will contain an analysis of the reasoning and evidence supporting the denial.   
c.  Step 2 of the Grievance Process

(1)  Employees appealing decisions made under Step 1 may, within ten (10) calendar days of the grievant’s receipt of the Step 1 decision, submit the Step 2 grievance to the HR service provider.

(2)  The HR service provider will forward all properly filed Step 2 grievances to   the DPGB. 

(3)  The DPGB will schedule a hearing date. 

(4) 
The employee and/or his or her representative, if any, will have the opportunity to make an oral presentation to the Board at the beginning of the scheduled grievance hearing.

(5)
The DPGB will make a written recommendation within 10 workdays of the grievance hearing to the appropriate Assistant Administrator or Chief Counsel, as appropriate, or to the Administrator (depending on the level of the grievant) who issues the final written decision within fifteen workdays. 

(6)  The employee, with the consent of NTEU, may invoke arbitration if the employee is not satisfied with the final decision. 

d.
Employees covered by the bargaining unit must submit all other issues that are eligible to be grieved in accordance with the negotiated agreement; non-bargaining unit employees must submit all other issues that are eligible to be grieved in accordance with TTB O 2770.1, Administrative Grievance System.

Chapter G. Translating Performance Ratings into Pay. 

42.
Pay for Performance Increases. 

Expected performance for employees increases as the band level increases. A main component of the Demo Project is to link job performance to compensation.  To accomplish this, the Demo Project has a pay for performance system that provides for a performance based pay increase determined by an annual performance rating.  Pay for performance increases are directly related to an employee’s performance rating of Meets Objectives or above.

a.
Pay out percentages are applied to the employee’s base salary prior to applying any applicable general pay increase and/or locality-based comparability payment. Refer to section 44 for the pay out percentages that correspond to each performance rating within each band level. Refer to section 28 for guidance on performance based pay increases for employees on retained pay.  
b.
If an employee’s pay out percentage causes his or her base salary to exceed the top of a band or zone within a band, the pay out amount will be applied to the base salary up to the top of the band or zone and any remaining pay out amount will be paid to the employee in the form of a one-time lump sum payment. 
c.  If an employee’s pay out percentage causes the employee’s total salary (base pay plus locality pay) to exceed Level III of the Executive Schedule then the employee’s performance pay out will be added to the base salary up to the point where the employee’s base pay plus locality pay equals Level III of the Executive Schedule and any remaining pay out amount will be paid as a lump sum payment up to the aggregate limitation on pay (Level 1 of the Executive Schedule). See section 21. 

d.
Pay outs are effective the first day of the first full pay period beginning on or after January 1 each year.

e.
The HR service provider will not process pay for performance increases for employees who retire, separate from the Bureau, or report to a non-Pay Demo position within the Bureau prior to a pay out date.  

43.
Pay for Performance Terciles.

Each pay band is divided into three equal terciles.  Employees will be in tercile 1 if their base pay falls in the lower third of their band level, tercile 2 if their base pay falls in the middle third of their band level, and tercile 3 if their base pay falls in the top third of their band level. Each tercile has its own performance pay out percentage which is dependent upon the overall annual performance rating.  Refer to the pay out percentage chart in section 44.  

44.
Pay for Performance Zones.

Zones have been set up within bands 3 and 4 only to distinguish between levels of work and to regulate an employee’s rate of progression within each of these bands.  

The following pay out percentages are based on overall annual performance ratings and band/zone/tercile level. 

	Pay out Percentages: 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Band
	1
	2
	
	3
	
	4

	Zone
	 
	 
	 
	 
	 
	 
	
	1
	2
	
	1
	2

	Tercile
	1
	2
	3
	1
	2
	3
	
	1
	2
	3
	
	1
	2
	3

	Meets
	5%
	4%
	2%
	4%
	3%
	2%
	
	3%
	2%
	1%
	
	2.5%
	2%
	1%

	Exceeds
	15%
	12%
	6%
	7%
	5%
	4%
	
	6%
	4%
	2%
	
	4%
	3%
	2%

	Outstanding
	20%
	15%
	10%
	11%
	7%
	6%
	
	9%
	6%
	4%
	
	6%
	4%
	3%


45.
Movement from Zone 1 to Zone 2 within a Band. 

a. Movement from Zone 1 to Zone 2 within a pay band is not a promotion, nor is it automatic.  Zone movement is applicable to band 3 and band 4 only.  An employee must receive an annual performance rating of Outstanding to be considered for zone movement.  If the performance pay out added to the employee’s base salary causes the employee’s salary to exceed the top of Zone 1 for the impending January pay out, the employee may be eligible to be recommended for movement into Zone 2.
Band 3 and Band 4 Zones (Refer to Chapter E for Band minimum and maximum salary ranges.) 







b.  Process 

(1)
Annually, following the end of the performance appraisal period, the HR service provider provides each supervisor with a list of employees eligible for movement from Zone 1 to Zone 2. The supervisor must prepare a written justification for each employee recommended for zone movement.  This must be coordinated through the supervisory chain to the Assistant Administrator, Chief Counsel, or the Deputy Administrator (depending upon the level of the employee), and forwarded to the HR service provider by October 31st each year. The HR service provider will provide the recommendations to the Chair of the BAB for final approval unless the Deputy Administrator is the recommending official.  In such cases, the Administrator will be the approving official.   

(2)
The justification must describe the employee’s unique or extraordinary mission supporting contribution or accomplishment above and beyond the expected performance described in the employee’s performance plan.  
The following is provided as a guide for the type of information that may be included in the justification as it pertains to the current rating cycle:

(a)
Employee’s contribution to the mission.
(b)
Documented recognition by professional associations and/or peer groups.
(c)
Publication in professional journals.
(d)
Completion of significant projects.
(e)
Education.
(f)
Certifications.
(g)
Experience.
(3)
If the employee’s final annual performance rating is not at the Outstanding level and the addition of the associated performance pay out does not result in the employee’s salary exceeding the top of Zone 1, the HR service provider will void the approved recommendation for movement to Zone 2. 

b.
Zone movement within band 3 and band 4 is not grievable.  For bargaining unit employees refer to the Memorandum of Understanding between the Alcohol and Tobacco Tax and Trade Bureau and the National Treasury Employee’s Union, section 8.
46.  
Outstanding Performance Bonus. 

Supervisors may consider employees who receive an annual overall rating of Outstanding for a performance bonus of no more than 5% in addition to any performance based pay increase.  The HR service provider will process this bonus, if approved,  as a one-time lump sum payment.

a.
The outstanding performance bonus is neither guaranteed nor automatic. 

b.
The supervisor must prepare a written recommendation, with justification for the bonus.  This must be coordinated through the supervisory chain to the Assistant Administrator, Chief Counsel, or the Deputy Administrator (depending upon the level of the employee), and forwarded to the HR service provider by October 31st each year. The HR service provider will provide the recommendations to the Chair of the BAB for final approval unless the Deputy Administrator is the recommending official.  In such cases, the Administrator will be the approving official. Justifications should show an unusual or extraordinary contribution providing a direct link between an employee’s exceptional performance and TTB’s achievement of at least one strategic goal.

47.
Establishing the Pay Pool.

All TTB Demo Project employees’ performance pay outs will be paid from a single TTB “pay pool.” The BAB establishes the dollar amount of the pool each year as a certain percentage of the sum of all Demo Project employees’ base salaries employed as of the end of the rating year (September 30 each year).  The percentage used is set as a sliding average of the previous three years’ pay out percentages. The BAB retains authority to adjust both the pay out percentages (the amounts set by band, zone, tercile and overall rating) and/or the pay pool percentage consistent with TTB budget and mission constraints.  The Administrator must approve any such change in percentages in advance of their use.  The first year’s percentage to be used for pay outs in January 2008, is 6.43%. Sliding averaging will commence the following year using 2008’s percentage as the base (since no full track record will be available for the calculation until the 2011 pay out).

48.
Training Opportunities.  

HRD will provide training to all Demo Project employees and supervisors on DPPAS every two years. 

Chapter H. Incentive Programs.

This chapter identifies the various incentives available under the Demo Project.

49.
Awards.  

a.
Employees will continue to be eligible for monetary and non-monetary awards, such as On-the-Spot, Beneficial Suggestion, Special Act or Service, and Time-Off.

b.
The supervisor may not use the same justification/information used to evaluate, rate, and reward an employee’s performance that resulted in a pay-for-performance pay increase as the justification for any of the above type of awards.

50.
Education Supplements. 

An education supplement is a payment made to an employee that rewards completion of a degree that is position relevant.

a.
After entry or conversion into the Demo Project, an employee who receives a degree in a field directly related to his or her profession, which is expected to enhance job performance, may be eligible to receive an education supplement.

b.
The HR service provider will calculate an education supplement as four (4) percent of base pay and pay the supplement as a lump sum payment.

c.
To be considered for the education supplement, the employee must submit a completed TTB F 2050.12, Demonstration Project Education Supplement Request and an official transcript.  The employee must submit this to the immediate supervisor for review and concurrence prior to forwarding up the supervisory chain to the Assistant Administrator or Chief Counsel, as appropriate.  The Assistant Administrator must forward approved packages to TTB’s HRD for final approval. After final approval, the supervisor must submit an HR Connect request. 

d.
The Assistant Administrator will ensure consistency and fairness in the award of any education supplement.

51.
Certification and Licensure Bonuses.  

An employee, who after entry or conversion into the Demo Project, receives an approved professional certificate or license directly related to his or her position may receive a bonus.  The supervisor must show that the license or certificate is  likely to enhance the employee’s performance, and was obtained at the employee’s own initiative and at his or her own expense.  The HR service provider will pay the bonus as a lump sum payment calculated as a percentage of base pay up to a maximum of two (2) percent.  The supervisor determines the percentage amount to be paid based on his or her discretion but the supervisor’s decision must be applied consistently for each type of certificate or license.  Attachment C identifies the certifications and licenses that have been approved for bonuses.

a.
The employee must submit TTB F 2050.13, Demonstration Project Certification and Licensure Bonuses Request and proof of completion of the certification or licensure.  The justification must show how the certification or licensure is directly related to the current position and will enhance performance, and must certify that the certification or licensure was obtained based on his or her own initiative and expense.  The employee must submit this justification to the immediate supervisor for review and concurrence prior to forwarding up the supervisory chain to the Assistant Administrator or Chief Counsel, as appropriate, for final approval. The Assistant Administrator or Chief Counsel, as appropriate, must forward approved packages to HRD for final approval.  After final approval, the supervisor must submit an HR Connect request. 

b.
The Assistant Administrator will award certification or licensure bonuses in a fair and consistent manner.

52.
Developmental Opportunities Program.  

Developmental opportunities are available consistent with the Operating Plan.  

a.
If the developmental opportunity is within TTB, the employee submits the request to the supervisor who forwards it through the chain of command to the Assistant Administrator or equivalent, as appropriate, for final approval.   

b.
If the developmental opportunity is outside of TTB, the employee submits the request to the supervisor who forwards it through the chain of command to the Assistant Administrator or Chief Counsel, as appropriate, for initial approval and the BAB for final approval.

c.
Supervisors will coordinate all developmental opportunities with the Training and Professional Development Division and the HR service provider to ensure that all opportunities are properly effected and documented.  

53.
Sabbatical. 

A sabbatical will afford a Demo Project employee the opportunity to engage in full time study or uncompensated work experience that will contribute to his or her development and effectiveness. The sabbatical provides opportunities for employees to acquire knowledge and expertise that cannot be acquired in the standard working environment.  These opportunities should result in enhanced employee contributions.  The sabbatical must contribute to TTB’s mission and to the employee’s development.  It enables an employee to spend time in an academic or industrial environment or to take advantage of the opportunity to devote full-time effort to technical or managerial research. 

a.
Each sabbatical may be 3 to 12 months in duration and must result in a product, service, report, or study that will benefit TTB as well as increase the employee’s effectiveness. A sabbatical can be used for: 

(1)
Teaching, study (independent or structured), research, or a combination of these at a college or university.

(2)
Non-institutional study or research (independent or guided).

(3)
Periods of relevant and developmental training and work experience with industry, non-profit organizations, other private sector organizations, or with state, local, or foreign governments.

b.
Upon the completion of a sabbatical, the employee will be returned to the same position, if available.  If the employee’s position is no longer available, the employee will be placed in a similar position for which he or she qualifies. 

c.
To be eligible for a sabbatical, an employee must:

(1)
Be a permanent, career status employee.

(2)
Have seven or more years of Federal service.

(3)
Be ineligible for voluntary (optional) retirement prior to, or during the program.

(4)
Have an overall performance appraisal rating of at least Exceeds Objectives during the last performance appraisal cycle prior to the sabbatical.

(5)
Have not had a sustained disciplinary or adverse action or been issued a PIP within the last two years. 

d.
A sabbatical may not violate conflict-of-interest regulations. 

e.
Employees approved for a sabbatical must sign a continued service agreement to serve double the duration of the sabbatical after the completion of the program (for example, if a sabbatical is for a 6-month period, the employee must serve a one year period). 

f.
An employee may only serve on one sabbatical in any 10-year period.

g.
While on sabbatical, an employee:

(1)
Continues to occupy his or her position of record and has his or her pay and any other allowable and approved expenses of the sabbatical funded by their organization. 

(2)
Continues to earn leave and is charged for any leave taken.  Time and attendance will continue to be tracked through webTA. 

(3)
May receive such travel expenses (including per diem) as the Administrator determines to be essential for the sabbatical.  TTB may arrange with organizations hosting sabbatical participants to pay or share in travel and certain other expenses.  

54.
Requesting a Sabbatical.

a.
The employee will prepare a request to participate in the sabbatical program, providing sufficient detail on the purpose and length of the sabbatical.  The employee forwards the request to his or her supervisor for approval.

b.
The supervisor will determine the employee’s eligibility for participation and whether the program benefits both the Bureau and the individual employee.  After a successful eligibility determination, the request is forwarded through the supervisory chain to the BAB and then to the Office of Chief Counsel and HRD for final approval.  

c.
The employee must sign TTB F 2050.14, Demonstration Project Sabbatical Continued Service Agreement.
d.
The employee remains subject to the guidelines of DPPAS as described in Chapter F. 

e.
The HR service provider will retain records of personnel actions documenting the sabbatical.

55.
Voluntary Emeritus Program.  

The Voluntary Emeritus Program (VEP) offers to those who have previously retired or separated from Federal Service non-paying assignments that are not considered employment by the Federal government, except for purposes of injury compensation, Federal Tort Claims Act, conflicts of interest and 5 U.S.C. § 552a (records maintained on individuals).

a.
These assignments do not affect an employee’s entitlement to annuities, buyouts or severance payments based on earlier separation from Federal service.

b.
The program allows retired or separated employees to provide valuable on-the-job training and/or mentoring to less experienced employees for a specified period of time.

c.
The program allows individuals to accept retirement incentives that may be offered (for example, early retirement and/or buyout) and to maintain a presence in the technical community.

d.
The BAB has the authority to offer voluntary assignments to individuals retired or separated from the Federal service, a state or local government, or the private sector.

e.
This voluntary service will not be used to replace or substitute for work performed by employees occupying regular positions required to perform the mission of the Bureau or interfere with career opportunities of current employees.

56.
Processing Requests for the VEP.

a.
To be accepted into the VEP, an applicant must submit a written request stating the reasons for wanting to volunteer, what he or she hopes to contribute to the mission, and a brief statement of relevant experience.  The applicant forwards the request to the appropriate supervisor; the supervisor forwards it to the Assistant Administrator or equivalent, as appropriate, who will present the request to the BAB for final approval.

b.
HRD will retain all relevant documentation for program requests and approvals for two years. 

(1)
The BAB selects the applicant for participation in the program; the Assistant Administrator or Chief Counsel, as appropriate, will sign TTB F 2050.15, Demonstration Project Voluntary Emeritus Work Agreement, and return it to the applicant. 

(2)
If not selected for participation in the program, the division director or equivalent level or higher will advise the employee in writing of the reason(s) for non-selection. 

c.
Retired or separated Federal employees may accept these positions without a break in service or a mandatory waiting period.

d.
Supervisors must not permit volunteers to monitor contracts on behalf of the Government or to participate in any contracts or solicitations where a conflict of interest may exist.

e.
VEP participants may be subject to a background investigation. 

Chapter I. Conversion or Movement from a Demo Project Position to a GS Position.

57.
Objective.  

To provide procedures for converting a Demo Project employee’s pay band to a GS-equivalent grade and the employee’s Demo Project rate of pay to a GS-equivalent rate of pay, when the employee is moving to a GS position or if the Demo Project ends and each Demo employee must be converted back to the GS system.

58.
Conversion into the General Schedule. 

The HR service provider converts the employee from Pay Demo to GS by following these steps:

Step 1.  Determining Appropriate GS Grade Level. 

The HR service provider converts an employee in a pay band which includes two or more GS grades to one of the grades according to the following rules: 

a.
Compare the employee’s total salary (including any staffing supplement and locality pay) with the applicable GS locality pay schedule/special rate schedule for the employee’s current official duty location.

b.
If the series is a two-grade interval series, only odd-numbered grades (5,7, and 9) are considered below GS-11.

c.
If the employee’s total pay equals or exceeds the applicable step 4 rate of the highest GS grade rate range, the HR service provider converts the employee  to that grade.

d.
If the employee’s total pay is lower than the applicable step 4 rate of the highest GS grade rate range, the HR service provider compares the rate with the step 4 rate of the next lower grade. If the employee’s rate equals or exceeds step 4 rate of the next lower grade, the HR service provider converts the employee to that grade.

e.
The HR service provider repeats this process for each successively lower grade until a grade is found in which the employee’s Demo Project total rate equals or exceeds the applicable step 4 rate of the grade.  The HR service provider converts the employee to that grade.  The HR service provider will not convert the employee to a GS grade level that is lower than their current equivalent band level. 

f.
The HR service provider will not convert an employee to a lower grade than the grade held by the employee immediately preceding movement into the Demo Project, unless since that time the employee has undergone a change to lower band.

g.
The HR service provider will not convert an employee to a higher grade than the grade held by the employee immediately preceding movement into the Demo Project, unless since that time the employee has received a promotion, or moved to a position under the Demo Project that would have been a promotion under the General Schedule System.

Step 2.  Determining Appropriate Pay. 

The pay conversion is done before any other action is completed that may coincide with the employee’s movement out of the Demo Project. The HR service provider sets an employee’s pay within the converted GS grade by converting the Demo Project rate to GS pay rates in accordance with the following rules:

h.
The HR service provider converts an employee’s Demo Project rate to a rate on the highest applicable rate range for the converted GS grade including a rate range in the applicable locality rate schedule or a rate range in a special rate schedule for the employee’s occupation. If this rate falls between two steps, the rate must be set at the higher step.

i.
If an employee’s Demo Project rate exceeds the maximum rate of the highest applicable rate range upon conversion to the General Schedule, the affected employee’s Demo Project rate will be converted to a retained rate under 5 U.S.C. § 5363. 

j.
After conversion or movement out of the Demo Project, the HR service provider uses an employee’s converted GS rate in applying GS pay administration rules, as necessary, in lieu of using his or her Demo Project rate.  For example, the employee’s converted GS pay will be used when applying current GS pay setting rules for promotion, maximum payable rate determinations, and pay retention, as appropriate.

Step 3.  Determining the new within grade increase waiting period.

k.
The new within grade increase waiting period will begin on the day of conversion into the GS position. 

59.  
Exit Surveys.   

TTB O 2715.1, Employee Exit Procedures, requests employees to complete an exit survey when they leave TTB.  Supervisors must review this Order promptly as soon as they are aware that an employee is leaving TTB in order to facilitate the exit process. The exit survey will:

a.
Help assess the Project’s strengths and weaknesses.

b.
Form the basis for needed policy changes.

c.
Provide an additional data source for any evaluation report to Congress.

Chapter J.  Reduction in Force (RIF) Procedures. 

60.  
Objective.  

TTB policy is to accomplish personnel reductions through attrition whenever possible.  Involuntary separations through RIF will occur only when attrition, reassignment and other management actions fail to accomplish the necessary reductions.  

61.
Provisions.  

RIF will be conducted according to the provisions of 5CFR 351, except as otherwise specified in this chapter. 

62.
Competitive Area. 

A competitive area is the geographical location within which employees within the same occupational series compete. This competitive area includes only employees covered under the Demo Project within a given occupational series and located within the same commuting area.  The HR service provider will establish competitive levels based on a position’s pay band level and occupational series.  Refer to Chapter C, section 9.c.(2). 
63.
Adjusted Service Computation Dates. 

Employees are entitled to additional years of retention service credit in RIF based on annual performance appraisal results.  This credit will be based on the employee’s three most recent annual appraisal ratings of record received under the DPPAS or the previous performance management system during the 4-year period prior to the issuance of a RIF notice. 

a.
Employees with three performance ratings will receive credit for performance ratings based on the value (Outstanding = 5, Exceeds Objectives = 4, Meets Objectives = 3, Needs Improvement = 0, and Unsatisfactory/Unacceptable = 0) of the actual ratings of record divided by three.  An employee who has received at least one but fewer than three previous ratings of record will receive credit for performance based on the value of the actual rating(s) of record divided by the number of actual ratings received. 

b.
In cases where an individual employee has no annual performance rating of record, the HR service provider will assign and use an average performance rating to determine the additional service credit for that individual.  This average rating is derived from the current ratings of record for the employees in that individual’s pay band level within the competitive area affected by a given RIF.  

 Retention Service Credit Associated with Appraisal Results

	Retention Service Credit
	Appraisal Rating Level

	20
	Outstanding or equivalent 



	16
	Exceeds Objectives or equivalent



	12
	Meets Objectives or equivalent



	0
	Needs Improvement or equivalent



	0
	Unsatisfactory/Unacceptable or equivalent




64.
Retention Registers.  

When a competing employee is to be released from his or her position due to RIF, the organization will establish separate retention registers ordered by:

a.
Band.

b.
Type of work schedule.

c.
Series.

65.
Order of Retention.  

Within the above groups, the HR service provider will list competing employees on the retention register in descending retention standing order as defined by their tenure of employment, veterans’ preference, and length of service as determined by their adjusted service computation date.  The HR service provider will list employees as follows: 

a.
By tenure group I, group II, or group III.  Tenure is governed by the type of appointment under which an employee is currently serving. 
b.
Within each group, by veterans’ preference subgroup AD (preference eligible employees with a compensable service-connected disability of 30 percent or more), subgroup A (other preference eligible employees), and subgroup B (non-preference eligible employees).

c.
Within each group, by adjusted service computation date, beginning with the earliest service date.

66.
Ranking.  

The HR service provider will rank employees in order of lower retention standing, beginning with the most senior employee.  This employee may displace an employee of lower retention standing occupying a position that is at the same or lower pay band level and that is in a series for which the senior employee is fully qualified. TTB will establish competitive levels consisting of all positions in a competitive area which are:

a.
In the same band and occupational series.

b.
Similar enough in duties, qualification requirements, and working conditions so  the HR service provider may reassign employees from one position to any of the other positions in the band level without undue interruption.  

67.
Displacement Rights.  

Displacement is the movement via RIF procedures of an employee into a position held by an employee of lower retention standing.  The HR service provider must appoint a displaced employee under the same authority and in the same work schedule.  An offer of assignment will be to the position that requires no reduction or the least possible reduction in pay band.  Where more than one such position exists, the HR service provider must offer the employee the position encumbered by the employee with the lowest retention standing.

68.
Preference Eligibles.  

Displacement rights are normally limited to two pay band levels below the employee’s present position. However, a preference-eligible employee with a compensable service-connected disability of 30 percent or more may displace up to three pay band levels below the employee’s present position (or the equivalent of five General Schedule grades) below the employee’s present level. 

69.
Grade and Pay Retention.  

Employees covered by the Demo Project are not eligible for grade retention. The HR service provider will grant pay retention to employees involuntarily changed to a lower band by reduction in force whose rate of base pay exceeds the maximum salary range of the pay band level to which assigned.  Such employees will be entitled to retain the rate of base pay received immediately before the reduction. Additional information on retained pay may be found in Chapter E, Pay Administration, section 28.

70.
RIF Appeals.  

All Demo Project employees affected by a RIF action, other than a reassignment, maintain the right to appeal to the Merit Systems Protection Board (MSPB) if they believe the process/procedures were not properly applied.

71.
Vacant Positions.  

Prior to RIF, the HR service provider may offer affected employees any vacant position for which they qualify non-competitively.  The HR service provider may also offer these employees a reassignment or change to a lower band into vacant positions for which management has waived the qualification requirements and there is no greater promotion potential than a position previously held by the employee.  If the HR service provider does not place an employee into a vacant position and cannot offer an assignment via displacement, management must separate the employee.

Administrator

Attachment A

Department of the Treasury

Alcohol and Tobacco Tax and Trade Bureau

Demonstration Project 

MINIMUM SALARY ENTITLEMENT WORKSHEET
For Current Federal General Schedule (GS) Employees entering TTB’s Demonstration Project

Name of Selectee:  ______________________________________________

Current Grade and Step: ___________


Date Last Within Range Increase (WRI) Occurred: _______________

Proposed Band Level/Zone: ____________

Date of Proposed Effective Date to New Position: __________

CURRENT BASE SALARY (USE BASE SALARY TABLE) =  $_________________

AMOUNT OF WRI INCREASE FOR CURRENT GRADE LEVEL


 

(USE BASE SALARY TABLE) = (A): $ ________ ________ 

NUMBER OF PAY PERIODS TO GO TO NEXT WRI STEP = (B): ______________

  (26 pay periods to go to step 2, 3, 4; 52 to go to 5, 6, 7; 78 to go to 8, 9, 10)




(A) DIVIDED BY (B) EQUALS (C) = ______________

NUMBER OF PAY PERIODS COMPLETED IN CURRENT WRI STEP (X): __________

(C) TIMES (X) EQUALS (Y) = $______________ 

BASE ADDED TO (Y) EQUALS NEW BASE SALARY = $______________

LOCALITY RATE OF DUTY STATION: _____________%

Current Base Salary plus (3, 2, or 1) % = $______________

NEW BASE SALARY PLUS (Y) = $______________
  NEW BASE SALARY TIMES applicable locality rate in decimal form = ___________
Estimate Completed on (Date): ______________

Attachment B

Establishing Mission Commitments for Employees

Mission Commitments are a critical component of the TTB Performance Management System.  Mission Commitments are outcome based individual goals that focus on achieving results.  They serve to motivate effort and act as a key measure of employee contribution to organizational success. Mission Commitments enable employees to develop action items that will, in turn, carry out day-to-day operations, and link their activities to organizational goals and objectives. Mission Commitments describe individual accountability for accomplishing organizational goals.  Each employee is required to have at least one Mission Commitment defined in their individual performance plan that describes what the employee must do.  Mission commitments must consist of items over which the employee can exercise control.

Managers and employees should strive for Mission Commitments that are—

· Outcome based – the objective clearly states what result will be achieved;

· Aligned with TTB’s goals and objectives – the nature of the Mission Commitment is to support directly or indirectly TTB strategic goals. 

This document provides guidance for setting and writing effective Mission

Commitments within the TTB Performance Management System.

Characteristics of Effective Mission Commitments

Effective Mission Commitments—

· Derive from mission, strategic business goals, and business plans;

· Reflect consultation between employees and their supervisors;

· Indicate expected outcomes or results;

· Describe distinct actions and desired results to be achieved during the performance period; and

· Incorporate timely, specific and measurable performance levels that provide for results that are tangible and can be seen, experienced and/or quantified.

Linking Mission Commitments to Strategic Goals and Objectives

The TTB Performance Management System requires that performance plans clearly link individual performance with organizational success. Through a cascading process, Mission Commitments must demonstrate an explicit alignment that helps individuals see the connection between their daily activities and organizational goals.

Components of Mission Commitments

Mission Commitments are typically comprised of two components that should be

aligned with organizational goals:

(1) Objectives

(2) Measures/Milestones

Objectives are statements that describe the actions, tasks, functions, and/or assignments an employee will take and the expected outcomes or results.  Objectives are supported by measures that address factors, such as quality, quantity, timeliness, and cost effectiveness.  

Measures give an employee and rating official a basis to judge whether or not the employee has been successful in achieving the desired outcome(s).  Measures answer questions, such as:  what is the intended accomplishment, product, outcome or deliverable tied to organizational goals that the employee will accomplish during the performance cycle. The measures/milestones describe performance expectations in terms of quantity, quality, timeliness, and cost.

Quantity – How much? How many will be provided or done?

A quantity measure addresses how much the employee or work unit produced.

Quantity measures can be expressed as a number of products produced or

services provided.

Quantity measures may be expressed as “no more/fewer than,” “at least,” and “no more/less often than.”

Quality – How well or how thoroughly will the work be done (subjective and objective measures of satisfaction)?

A quality measure addresses how well the work is performed and/or how accurate or how effective the final product is. Quality refers to accuracy, appearance, usefulness, or effectiveness.

Quality measures may include expressions of service attributes, such as “courteous,” “helpful,” “tactful,” and “resourceful.”

Timeliness – When? How quickly? By what date will the work be finished?

Timeliness measures should be set realistically in view of other performance

requirements and needs of the organization.

Cost/Cost Effectiveness – How much money, effort, or time has been saved?
Cost-effectiveness measures may include such aspects of performance as

maintaining or reducing unit costs, reducing the time it takes to produce/provide a

product or service, or reducing waste.

Templates for Developing Mission Commitments

It is important that Mission Commitments clearly articulate what an employee

should be doing during the year, worded in terms of an expected level of performance, not a responsibility or job duty. The following template may be used to create Mission Commitments.

Template 1

Step Action Component

1. 
Begin by writing “I will”

EXAMPLE: “I will…”

2.
 Write an action verb  

EXAMPLE: “I will reduce…”

3. Write an object noun for the action verb; answer the following questions.

· What will be accomplished?

· Which stakeholder interests will be affected?

EXAMPLE: “I will reduce the backlog of customer requests for telephone service...”

4. 
Write a quantitative or qualitative measure relating to the object noun; answer the following questions.

· How much? How many? What kind of?

· How much money, effort, or time will be saved?

EXAMPLE: “I will reduce the backlog of customer requests for telephone service by 10 percent…”

5.
 Write a target time-frame for achieving the objective; answer the following questions.

· When? How quickly? By what date?

EXAMPLE: “I will reduce the backlog of customer requests for telephone service by 10 percent no later than the 3rd quarter FY2008.”

6. 
(Optional) Write other context clauses to clarify the commitment; answer the following questions.

· How will the work be performed?

· Where will it happen?

· Who will be involved?

EXAMPLE: “I will reduce the backlog of customer requests for telephone service by 10 percent no later than the 3rd quarter FY2008 in the five regional offices;” or

“I will reduce the backlog of customer requests for telephone service by 10 percent no later than the 3rd quarter FY2008 by establishing specialized customer service centers.”

Example of a Mission Commitment:

Mission Commitment Description:  Relationships with Clients

OR

Establish and maintain a positive relationship with clients and significantly contribute to the accomplishments of the client’s goals.

Link to Strategic Plan Organizational Goals:

Goal 1 – Collect the Revenue

Goal 2 – Protect the Public

Goal 3 – Refine Management Practices

Mission Commitment:

I will actively pursue a positive working relationship with clients and significantly contribute to the accomplishment of the client’s goals (objective) by providing legally sound advice that considers the client’s interests and anticipates concerns in time to impact the final outcome (measure/milestone).

Sample Mission Commitments (Using Template 1 Format):

· I will develop a strategy to reengineer the compliance process (objective) to increase overall compliance levels and resolve or eliminate controversy before or as close to the filing date as possible (measure/milestone).

· I will review and evaluate spending plans/operating budget (objective) to identify unneeded funds that can be reallocated to other programs and offices by the fourth quarter (measure/milestone).

· I will develop and enhance the automation of administrative processes (objective) through the further expansion of the Intranet site to improve customer access to business tools and provide increased customer service by the end of the fiscal year (measure/milestone).

Another template that may be used to create Mission Commitments appears below.

Template 2

What  (Verb + Noun)

When/How/Why  (For example, Timeframe/Method/Purpose)

EXAMPLE

What:  “Reduce overtime in XYZ office from 150 hours/month to 50 hours/month…”
When/How/What:  “Reduce overtime in XYZ office from 150 hours/month to 50 hours/month by 4th Qtr FY08 to improve organizational efficiency.”
Example of a Mission Commitment:

Mission Commitment Description:  Financial Integrity IMF financial systems

OR

Provide analysis and administer programs/policies that conserve, improve, and sustain IMF financial systems.

Link to Strategic Plan Organizational Goals:

Goal 1 – Collect the Revenue

Goal 2 – Protect the Public

Goal 3 – Refine Management Practices

Mission Commitment:

Provide analyses and documents on IMF finances and preferred creditor status promptly (what) as warranted by developments in order to protect U.S. interests (when/how/why).

Sample Mission Commitments (Using Template 2 Format):
· Meet 90% of Washington and Fort Worth manufacturing and delivery orders (what) to provide high quality currency to the Federal Reserve Board in a timely and cost effective manner (when/how/why).

· Expand access to program data both domestically and internationally (what) by the end of fourth quarter 2008 through negotiation and drafting of memoranda of understanding that reflect the access priorities established by the client (when/how/why).

· Provide relevant information on changes, issues, etc. (what) in sufficient time for superiors to address short and long term impacts and consequences on pending actions or decisions (when/how/why).
Useful Action Verbs for Preparing Mission Commitments

The focus of effort for each job can vary significantly. However, some basic rules of thumb can help in writing Performance Commitments based on whether an employee primarily works with people and/or data.

Data
Analyzing Appraise, audit, evaluate, examine, experiment, identify, investigate, recommend, report, research, scan, scrutinize, study, suggest, summarize, test, verify.

Comparing Arrange, choose, classify, contrast, distinguish, grade, index, inspect, match, rank, segregate, select, sort.

Compiling Accumulate, collect, count, inventory, measure, observe, time.

Computing Estimate, figure.

Coordinating Authorize, control, decide, deliberate, determine, develop, direct,

execute, formulate, implement, manage, organize, regulate, schedule.

Synthesizing Calculate, compose, design, devise, forecast, interpret, invent, plan, solve, translate.

People
Exchanging information Dictate, discuss, indicate, inform, meet, relay, request.

Instructing Demonstrate, explain, instruct, lecture, teach, train.

Mentoring Advise, arbitrate, counsel, diagnose, prescribe, reconcile.

Negotiating Bargain, confer, debate, mediate, reason, settle.

Persuading Convince, influence, motivate promote, solicit.

Supervising Appoint, assign, enforce, lead, rate.

	DEMONSTRATION PROJECT CERTIFICATIONS                        Attachment C

	 
	 
	 
	 
	 

	Name of Certification
	Eligibility
	Certifying Organization
	Re-Certification Requirements
	LINK

	INFORMATION TECHNOLOGY
	 
	 
	 
	 

	Project Management Professional (PMP)
	All Divisions
	PMI
	 
	http://www.pmi.org/certification/     

	Program Management Professional (PgMP) 
	All Divisions
	PMI
	 
	 

	Advanced Management Program
	All Divisions
	National Defense University, Information Resources Management College
	 
	http://www.ndu.edu/irmc/prog_crs_svcs1.htm

	Cisco Certified Network Professional (CCNP)
	OCIO
	Cisco Systems
	 
	http://www.cisco.com/web/learning/le3/le2/le37/le10/learning_certification_type_home.html

	Cisco Certified Network Design Professional (CCDP)
	OCIO
	Cisco Systems
	 
	http://www.cisco.com/web/learning/le3/le2/le37/le5/learning_certification_type_home.html

	Microsoft Certified System Engineer (MCSE)
	OCIO
	Microsoft
	 
	http://www.microsoft.com/traincert/mcp/mcse/

	Microsoft Certified Professional (MCP)
	OCIO
	Microsoft
	 
	http://www.microsoft.com/traincert/mcp/mcp/

	Oracle Internet Developer Certification Program
	OCIO
	db-Training  (or other recognized organization)
	 
	http://www.databasetraining.com/ol_idp.htm

	Oracle Database Administration Certification Program
	OCIO
	db-Training  (or other recognized organization)
	 
	http://www.databasetraining.com/ol_dba.htm

	Oracle Java Developer Certification Program
	OCIO
	db-Training  (or other recognized organization)
	 
	http://www.databasetraining.com/ol_jdp.htm

	XML Development Certified Professional 
	OCIO
	Learning Tree  (or other recognized organization)
	 
	http://www.learningtree.com/certification/7158.htm

	Javascript Development Certified Professional
	OCIO
	Learning Tree  (or other recognized organization)
	 
	http://www.learningtree.com/certification/cert9.htm

	Master's Certification in Project Management
	All Divisions
	GWU/ESI or other accredited institution
	 
	 

	Information Assurance Certification Program (NSTISSI)
	OCIO
	National Defense University, Information Resources Management College
	 
	http://www.ndu.edu/irmc/pcs_ia_4011.htm

	Master's Certificate in Government Contracting
	All Divisions
	GWU/ESI or other accredited institution
	 
	 

	Professional Certificate in Business Analysis
	All Divisions
	GWU/ESI or other accredited institution
	 
	 

	Certified Information Systems Security Professional (CISSP) 
	OCIO
	International Information Security Certification Consortium (ISC)  (or other recognized organization)
	 
	 

	Master's Certificate in IT Project Management
	All Divisions
	CIO Institute | Carnegie Mellon University
	 
	http://cioi.web.cmu.edu/programs/mcipm.jsp

	Federal CIO Certificate Program
	All Divisions
	CIO Institute | Carnegie Mellon University
	 
	http://cioi.web.cmu.edu/programs/ccp.jsp

	Chief Information Officer (CIO) Certification                          
	OCIO
	National Defense University, Information Resources Management College
	 
	http://www.ndu.edu/irmc/prog_crs_svcs1.htm

	Enterprise Architecture (EA) Certificate
	OCIO
	National Defense University, Information Resources Management College
	 
	http://www.ndu.edu/irmc/prog_crs_svcs1.htm

	Information Technology Project Management (IT-PM) Certificate
	All Divisions
	National Defense University, Information Resources Management College
	 
	http://www.ndu.edu/irmc/prog_crs_svcs1.htm

	Cisco Certified Voice Professional (CCVP)
	OCIO
	Cisco Systems
	 
	 

	Advanced Master's Certificate in Project Management
	All Divisions
	GWU/ESI 
	 

	 

	AUDITING
	 
	 
	 
	 

	Certified Public Accountant (CPA)
	All Divisions
	State of Licensure
	State Board of Accountancy sets requirements standards designated by AICPA, i.e., 80 hours of accounting or related study every 2 years.
	 

	Certified Fraud Examiner (CFE)
	All Divisions
	Association of Certified Fraud Examiners
	20 hours of CFE annually
	 

	Certified Internal Auditor (CIA)
	All Divisions
	The Institute of Internal Auditors
	Practicing CIAs must complete 80 hours of CPEs every 2 years.
	 

	Certified Government Auditing Professional (CGAP)
	All Divisions
	The Institute of Internal Auditors
	20 hours of CPEs annually
	 

	Certified Information Systems Auditor (CISA)
	All Divisions
	Information Systems Audit and Control Association
	Minimum 20 hours CPEs required annually.  In addition, minimum 120 hours required during fixed 3-year period.
	 

	Certified Government Financial Manager (CGFM)
	HQ's positions only
	Association of Government Accountants
	80 hours CPEs every other year
	 

	Certification in Control Self-Assessment (CCSA)
	All Divisions
	Institute of Internal Auditors
	40 hours of CPEs every 2 years
	 

	Certified Financial Planner
	All Divisions
	Certified Financial Planners Board of Standards
	30 hours of CPEs every 2 years
	 

	Certified Managerial Accountant (CMA)
	All Divisions
	Institute of Management Accountants
	30 hours of CPEs annually
	 

	Certification in Financial Management
	All Divisions
	Institute of Management Accountants
	30 hours of CPEs annually
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