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Office of Homeland Security and Provost Marshal

Standard Operating Procedure (SOP)

Reemployed Annuitant Office Cadre (RAO)

1.    Purpose.  This document provides the standard operating procedures to be used when reemploying and deploying annuitants for emergency operations or other purposes that are in accordance with the provisions of Public Law 108-136, Section 9902 (j) of title 5, as enacted by Section 1101 of the National Defense Authorization Act for FY 2004; the Under Secretary of Defense’s Memo, Subject:  Employment of Annuitants dated March 18, 2004 (attachment 20); and of EC 11-2-190.
2. Applicability.  It applies to the Reemployed Annuitant Office Cadre (CECW-HS-RAO) which is organizationally in Headquarters, USACE, Director of Civil Works, Office of Homeland Security and Provost Marshal.   It also applies to all USACE elements, Major Subordinate Commands (MSC), and district commands that have Civil Works responsibility and use CECW-HS-RAO to administer this program.  

3.   Summary of Procedures.  There are several basic procedures and processes that are required to operate the Reemployed Annuitant Cadre program.  These procedures and processes are organized in a step by step format and include recruitment, application, selection, hiring and deployment procedures.  There is also information on program funding, time and attendance, and travel as it applies to the program.

4.    Definitions.

a.  Annuitant.  A former Federal employee who has retired from the competitive or excepted service and is receiving an annuity from the Civil Service Retirement and Disability Fund (CSRS or FERS) or a retired NAF employee who elected to remain in CSRS or FERS and is receiving an annuity from the Civil Service Retirement and Disability Fund.  Competitive service refers to federal employment that uses OPM's competitive hiring process including Veterans' Preference rules.  Competitive service allows an employee to move freely from one government job to another.  Excepted service is comprised of positions and agencies that are not required to use OPM's competitive hiring process.  Examples of occupations that are excepted positions include attorneys, intelligence, and chaplains.  Examples of excepted agencies include: Tennessee Valley Authority and General Accounting Office.  Excepted agency employees may not move as freely from one government job to another unless that agency has an interchange agreement with OPM or that the employee has previous competitive status or is being selected for an excepted service position.  Eligibility for RAO employment is based on an individual's federal government employment history and will be determined on a case by case basis.

b.   Common Access Card (CAC).  The Department of Defense (DoD) CAC is a smart card that serves as the DoD standard identification for active duty military personnel, selected reserve personnel, civilian employees and eligible contractor personnel.  The CAC is the principal card used for logical access to DoD computer networks and systems and will be the principal card used, as systems are installed, for authentication and physical access to DoD facilities in the future.  Standard expiration is three years.

c. 
 Engineers Link Interactive (ENGLink).  ENGLink is the U.S. Army Corps of Engineers web based Emergency Management command and control system.  It provides the framework for processing information and performing command and control of USACE elements responding to civil and military contingencies.   It is managed by the Readiness Support Center (RSC) and is part of the Corps of Engineers Enterprise Infrastructure System (CEEIS) network.  To access the ENGLink system a user must have a computer with a standard web browser and be on the CEEIS network or have an oracle password which will permit access to the network.  
d.   Ineligible Annuitant.  Applicants are considered ineligible for the program if any of the following apply: 

(1)  The applicant has received a Voluntary Separation Incentive Pay (VSIP) within five years from the date of the potential appointment.  If an applicant who has received a VSIP wishes to be considered for the program, they must repay it, in full prior to performing any paid work.

(2)   If an applicant has a full-time (40 hours per week) appointment with any Federal agency, they are not eligible (The applicant may be considered if they have an intermittent or part-time appointment).

(3)  If the applicant is working for USACE as a contractor, either directly or indirectly, their case will be handled on an individual basis. 

e.   Military Interdepartmental Purchase Request (MIPR).  An official request from one government organization to another for materials or services (done using DD 448).  They are prepared by the requesting agency and accepted by the organization that will provide the materials or services.  In the Corps of Engineers Financial Management System (CEFMS) an outgoing MIPR is called a government order, and an incoming MIPR is called a customer order. For the purpose of this document, MIPRs are used to transfer funds from the Corps District requesting help to the Headquarters S0 database for the services (labor, travel, per diem and overhead) of reemployed annuitants providing disaster related assistance or for other reasons that are in accordance with The Under Secretary of Defense’s Memo (see Attachment 20).
f.   Reemployed Annuitant (RA).  An annuitant that has volunteered to return to work in the event of natural or man-made disasters, or for other reasons, in accordance with The Under Secretary of Defense’s Memo (see Attachment 20 paragraph B, 1 a-c for a complete list of reasons).
g.    Reemployed Annuitant Office Cadre (RAO).  A core group of reemployed annuitants who have been appointed as RAs in CECW-HS-RAO and are available for deployment in the event of natural or man-made disasters or for other reasons that are in accordance with The Under Secretary of Defense’s Memo (reference Attachment 20). 

h.   Tasker.  An official request in the ENGlink system, for disaster related assistance, from a Corps of Engineers Division, through Emergency Operations channels.  Taskers are initially generated by disaster recovery field offices (RFO) or supported District Emergency Operations Centers (EOC) before being released to the supported Division.  The Division EOC directs the tasker to its subordinate commands or to the USACE Operations Center (UOC).  Each tasker is a request for one person (whether it is for initial assignment or for extension of duty).
5.
Personnel Qualifications.  In order to qualify for the RAO, a person must have the following qualifications:
a.   Be a retired Federal civil service employee receiving an annuity   (Reference paragraph 4.a., Annuitant). 

b.   Agree to return to work for the Corps of Engineers to provide disaster related assistance or for other reasons permitted by the Under Secretary of Defense’s Memo (reference Attachment 20).
c.   Pass a medical screening test indicating that they are healthy enough to do the job for which they are being considered.

d. Cannot have received a VSIP within the past five years (unless it is repaid in full) or have a full time job with any Federal agency.

e. May be considered for the Cadre if they currently have an intermittent or part time appointment with a Federal agency.  

f. May be considered if they are currently a contractor, either directly or indirectly, with the Corps of Engineers (each case will be handled on an individual basis).

6.   Conditions of Employment.   Annuitants accepting positions in the USACE RAO will be hired as temporary intermittent employees with an initial appointment of 1 year.  The appointment can be extended for an additional 4 years under a term appointment, for a total of 5 years, after the first year.  Intermittent employees are those employees who are employed on an irregular or occasional basis, with hours or days of work not on a prearranged schedule.  Intermittent employees, unlike full-time and part-time employees, do not have a “regularly scheduled tour of duty”.  The lack of regularly scheduled work impacts the benefits and entitlements afforded to intermittent employees.  The impacts on employees are as follows:
a. Are paid only for those hours that they are in duty status and performing work.  They are not eligible for holiday premium pay or Sunday or night differential.  Employees receive only their salary plus any overtime earned.  The following will be deducted from all RAO pay (additional items may be considered on a case by case basis): 

(1)  Federal Tax 

(2)  State Tax (where applicable)

(3)  Old-age, Survivors and Disability Insurance (OASDI) more commonly known as Social Security 

(4)  Medicare

 b.  Do not accrue annual leave or sick leave.

 c.  Are excluded from coverage under CSRS and FERS.

d.  Pay into Social Security.  Employees under Full Retirement Age (FRA) (depends on date of birth) and drawing Social Security are subject to the Social Security earnings test (Social Security may be offset by excess earnings). 

e. Pay into Medicare.  

f. Are excluded from Federal Employee’s Health Benefit (FEHB) coverage.  However, if an employee has taken it into retirement, the normal premium will continue to be withheld from their annuity.  

 g.   Are excluded from Federal Employee’s Group Life Insurance (FEGLI) coverage.  However, if an employee has taken it into retirement, the normal premium will continue to be withheld from their annuity.  

h.  May not contribute to the Thrift Savings Plan.

 i.   Do not establish or increase survivor benefit entitlements.

j.   Are not eligible for promotions or with-in-grade pay increases with the following exception.  If a person is brought into the program at a grade lower than previously held, they may be converted back to a maximum of the highest grade held in a unique situation.  
k. Are subject to an annual pay cap not to exceed that of a GS-15 step 10 or Executive Level V, which ever is greater, even though they may be under NSPS.
7.    Program Procedures.
       a.   Recruitment Procedures.  All applicants must have an email address to be considered for employment in the Reemployed Annuitant Cadre.  If they do not have a personal email address they may obtain free email through most libraries.  If this is not possible, they should discuss the situation with the RAO Program Manager (PM). 
 (1)    Recruitment Process.  Various means will be used to recruit for the Reemployed Annuitant Cadre.  They are as follows:

 (a)   The Civilian Personnel Advisory Center (CPAC) will periodically issue vacancy announcements on USA Jobs (http://www.usajobs.opm.gov).

 (b)   Information concerning the program will be given to retirees as part of their retirement out-processing.  

 (c)   Information on the program is available on the RAO Deployment Support website http://www.tac.usace.army.mil/rao/.  Information provided includes information on what it takes to qualify for the program, how to make contact, how the program works, medical requirements, deployment preparation, and travel and mission support.  In addition, the forms necessary to apply to become a member of the RAO can be downloaded from the website.

(d)   Periodic articles in Corps publications.

(e)   Articles developed for use in publications external to the Corps that target retired Federal civil service personnel.    

(f)   Information can also be obtained by calling or emailing the Program Manager directly. 

· Telephone – 202-761-7099

· Email - don.binder@hq02.usace.army.mil
(2)  Recruiting Information Packet.  Interested annuitants can request an information packet concerning the program from the Program Manager or download it from the RAO Deployment Support website http://www.tac.usace.army.mil/rao/.  The information packet contains the following:


(a)   A letter introducing the program (Attachment 5)

(b)   US Army Corps of Engineers Emergency Response Cadre (reemployed annuitant) Response Form (Attachment 6)
(c)   OPM Annuitant Form (Notification of Reemployment of an Annuitant)   (Attachment 7)

(d)   Emergency Response Medical Screening and Clearance Packet (Attachment 8)



b.   Application Procedures.  In order to be considered for a position with the RAO, an applicant must provide the following:



(1)  Retirement SF50, Notification of Federal Employment – If an individual does not possess a copy, it can be obtained from the National Personnel Records Center.  

·    Website – http://www.archives.gov/st-louis/ 

·    Address – 111 Winnebago Street, St. Louis, MO 63118-4126

·    Phone – 314-801-9250; Fax – 314-801-9269

·    Email: cpr.center@nara.gov 

(2)   Resume (1 to 2 pages) – Information pertaining to previous emergency management work (or to other positions being applied for) should be included along with education and job experience.  For example, if an applicant has ever been a member of a Planning Response Team (PRT) and if so, what type (water, ice, debris, roofing, housing, etc.).
(3)   Emergency Response Cadre (reemployed annuitant) Response Form – Must be filled out completely.
(4)   OPM Annuitant Form (Notification of Reemployment of an Annuitant) - Only numbers 1, 2, 3 & 6 and the Retirement Claim Number need to be completed. 
(5)   Medical Screening Form – Must be filled out completely and faxed to the Corps contract medical provider at 202-223-6525. 
The SF50, resume and all forms, with the exception of the Emergency Response Medical Screening and Clearance Packet will be faxed or emailed to the RAO PM.   Directions for filling out the forms are on the forms or in the cover letter.  Any questions are to be directed to the RAO PM.  

· Fax:  202-761-0378

· Email:  don.binder@hq02.usace.army.mil  


* No mailed applications will be accepted with the following exception.   If applications are through USAJOBS or CPOL the applications may be mailed or submitted electronically to the HECSA Civilian Personnel Advisory Center (CPAC).  HECSA CPAC then gives them to CECW-HS-RAO for processing.
The Emergency Response Medical Screening and Clearance Packet will be faxed by the applicant to the Corps contract medical provider at 202-223-6525.  They will evaluate the medical screening questionnaire and determine fitness to deploy.   

c.   RAO Cadre Selection and Hiring Process. 

(1)   When the required application forms and medical screening results have been received by CECW-HS-RAO a qualification determination will be made and documented on the Reemployed Annuitant Office Cadre Candidate form (Attachment 10).  GS job series only – An additional step is required for applicants that were employed in a GS job series before retirement.  A pay band and salary determination must be made in the National Security Personnel System (NSPS).  This is done by the RAO PM using the NSPS Salary Determination Process – New Hires, Promotions, Reassignments form (Attachment 11).   If it is determined that the candidate is qualified and that they are physically capable of doing the job, the application, Reemployed Annuitant Office Cadre Candidate form and NSPS Salary Determination form (if applicant was a GS employee) are forwarded to the CPAC for processing.  In addition, a New Hire RAO form (Attachment 12) will be filled out by the RAO support staff and forwarded to CECW-ZD to create the CEFMS database.
(2)   The CPAC will perform the human resource functions necessary to hire the applicant.  When hired, the RA will receive an appointment letter, via email, from CPAC with the effective date of the appointment, duty station location [Walla Walla, Washington (refers to the city, not the District Office) for all RAO employees except those that live in the Washington, D.C. area and are assigned to the Washington, D.C. area – no TDY] and other necessary in-processing information.  CPAC will also forward the necessary employee information to CEHEC-RM-M for input into the CEFMS data base.  This process generally takes two days before the CEFMS profile is active. 
(3)    The RAO support staff will enter all necessary information on the RA into ENGLink. 

d.   Tasker Selection Process.  
(1)  Selected taskers are assigned to RAO through the USACE Operations Center (UOC).
(2)  RAO develops a list of qualified personnel from the cadre, based on tasker job specifications and contacts those persons, via email, to determine availability (note – for certain positions RAO may provide resume(s) to the field office generating the tasker, for review, prior to nomination).  
(3)  Selection of the nominee for a tasker is done on a “first to indicate availability” basis.  In other words, the first qualified person to indicate availability will be nominated in ENGlink for the tasker.  (If there are additional taskers with the same job specifications, additional nominations will be made, based on the order in which positive responses were received.) 
(4) The nominee is then selected in ENGlink by the office originating the tasker.  (In certain instances, the supported district will name request an employee.  The RAO PM will handle such requests on a case by case basis).  
(5) After the selection is made, RAO personnel will enter the necessary information to deploy the RA into ENGLink and complete a memo requesting funds for salary, overhead, travel and per diem.  When entry into ENGlink is complete the RAO PM will notify the RAO Deployment Management Team (DMT) at the Transatlantic Programs Center (TAC) that the RA is ready for pre-deployment processing.   Note – before an RA can be deployed, funding covering the cost of deployment must be received, via MIPR, from the requesting organization and be processed by CEHEC-RM (See Appendix A, Funding).


e.    Deployment Procedures (Tasker Initiated).  TAC, located in Winchester, Virginia will be responsible for the deployment of all RAO personnel selected via ENGLink tasker for all disaster events that occur on or after June 1, 2007.  TAC will have no involvement or responsibility for RAO personnel selected for non-tasker initiated work.  Non-tasker initiated RAO personnel will be supported by CECW-HS-RAO (see section 7f.)
(1)   Pre-deployment.   The RAO DMT is responsible for pre-deployment actions.  They are as follows:  

(a)   Deployment Packet.  The RAO DMT support staff will prepare a deployment packet for each RA.  This packet will be maintained by the team and will contain all documentation and information relevant to the RA’s deployment for the duration of their assignment with USACE in accordance with this SOP.

(b)   Travel Orders.  Travel orders for the RA will be created in CEFMS by the RAO DMT support staff (see Appendix C for travel order information).  RAO personnel will not travel prior to receiving travel orders.  If they do, they will be required to return home at their own expense and will not be selected for future deployment.


(2)   Initial Deployment.  Prior to their first deployment, RAs will report to the USACE Deployment Center (UDC) at TAC in Winchester, Virginia, for processing, prior to deployment to their mission area of responsibility (AOR).  Initial deployment is normally for a period of 60 days but may vary according to need.  


(a)   TAC is responsible for providing the following.
· Common Access Cards (CAC).  To be issued a CAC, personnel must have two forms of valid, current ID.  
· Acceptable forms of Primary ID - Driver’s License or Passport
· Acceptable forms of Secondary ID – Military ID (reserves), expiring CAC, Government issued ID that contains the following [ID number, issue date, Expirary Date (INDEF or Indefinite are acceptable)], Social Security Card, Birth Certificate, Voter Registration Card.
· Immunizations.  All required initial immunizations.  Required follow up immunizations will be the responsibility of the RFO nurse or closest Corps clinic.
· Equipment. TAC will provide all required equipment with the exception of cell phones and lap top computers.  Cell phones and lap top computers, if required, will be provided by the disaster recovery office handling the event.  Required equipment includes such things as safety shoes, hard hats, safety vests, work gloves, safety glasses, red or white shirts, jackets, etc.  All RAO employees will be briefed concerning proper use of and care for the equipment and on other pertinent issues.

· Training.  Typically this will include mission related safety training and how to complete necessary administrative forms such as time and attendance and travel vouchers.  It may also include training more specific to the mission, if required.  

· Briefing about Living and Working Conditions. All RA’s will be briefed concerning the living and working conditions at the AOR to which they are assigned.  Work performed during emergency situations is usually at a field office or disaster site with potentially atypical, primitive or uncomfortable living and working conditions.  They will be reminded that initial assignments are normally for a period of 60 days (may vary in accordance with need) with rigorous work schedules, and a great deal of overtime, and that sleeping arrangements may be of a substandard nature.  


(b)   Documents Required when Deployed.
· RAO Information Sheet (see Attachment 1)

· RAO Information Sheet – NSPS Overtime and R&R (Attachment 21)

· Bank of America Travel Card.    Although not mandatory, all RAO employees are offered the opportunity to apply for and obtain a Bank of America Travel Card for use when paying travel related bills while deployed when they get the initial packet from CPAC.  It is the employee’s responsibility to apply for and safeguard the travel card and to ensure that all bills are paid.  All RAO transportation charges for travel will be billed to the TAC RAO DMT centrally billed account (CBA) set up specifically for RAO travel.  A restricted travel card can be issued to individuals who have low credit scores, no credit at all, or refuse a credit check.  All persons who have the Bank of America Travel Card, and use it for travel, must use split disbursement when filing travel vouchers.  This ensures that the travel card contractor will be paid directly from travel voucher proceeds.  The Travel Card limit is normally set at $5,000.  The amount of increase will be determined on an event by event basis and will be coordinated between the RAO PM and CEHEC-RM-M.  This limit can be temporarily increased during deployment, if necessary, by contacting the RAO DMT support staff (see attachment 1).  RAO DMT will contact the CEHEC-RM Customer Service Representative (CSR) who will coordinate the increase with Bank of America.  When a group or groups of RA’s are deployed, RAO DMT will forward a consolidated request for a temporary increase in the travel card limit for those having travel cards when needed.  This will help streamline the deployment process and prevent the RA’s from exceeding the standard travel card limit of $5,000.
· Travel orders 

·    Immunization record 
(3)   Continued Deployment.  If there is still work to be done and funding is available, employees may extend beyond their initial period of deployment. This may be done at the supervisor’s request (with employee concurrence) or the employee’s request (with supervisory concurrence).  In order to extend, the following must take place.
(a)   Tasker.  The field office will issue an extension tasker in ENGLink.  The extension tasker must be approved by the HQ RAO PM.  When approved, the field office is responsible for performing formal acceptance of the extension in ENGLink.
(b)   Funding.  If necessary, additional funding will be sent by the requesting organization, via MIPR, to the Headquarters S0 database for CEHEC-RM processing to cover travel and labor costs.  (See Appendix A for information on funding).  The employee Deployment Information Sheet (DIS) in ENGLink will be updated with current information when the MIPR is received.

(c)   Travel Orders.  Travel orders for extensions will not be created until the extension tasker has been approved in ENGLink.  Once additional funding (if necessary) is received, CECW-HS-RAO will send a memo to RAO DMT.   RAO DMT will create and issue the travel order amendment.  This amendment will show the extension date.  The travel orders will then be emailed or faxed to the employee. If travel orders are not received before the beginning of the extension, the POC for travel orders should be contacted (see Attachment 1).  

(4)   Post Deployment.  After all deployments, RAs will return to their home of record where they will ensure that all items on the Post Deployment checklist (Attachment 14) are completed as specified.  This will ensure that funding is closed out properly, that ENGLink is updated, that time and attendance is correct, and that travel expenses are paid. Equipment issued to the RA, prior to deployment, will be maintained by the RA for use during subsequent deployments.


f.   Deployment Procedures (non-tasker initiated).  CECW-HS-RAO is responsible for supporting all non-tasker initiated deployments.
(1)   Pre-Deployment.  The CECW-HS-RAO support staff will prepare travel orders (if necessary) in CEFMS (see Appendix C for travel order information).  RAO personnel will not travel prior to receiving travel orders.  If they do, they will be required to return home at their own expense and may not be selected for future deployments.


(2)   Deployment.  RA’s will report to their mission AOR.  Length of deployment will vary according to need.  CECW-HS-RAO will insure that deployed RA’s obtain a CAC (if needed), required training and pertinent information about their mission AOR.
Documents Required when Deployed.
· RAO Information Sheet (see Attachment 2)

· RAO Information Sheet – NSPS Overtime and R&R (Attachment 21)

· Bank of America Travel Card.    Although not mandatory, all RAO employees are offered the opportunity to apply for and obtain a Bank of America Travel Card for use when paying travel related bills while deployed when they get the initial packet from CPAC.  It is the employee’s responsibility to apply for and safeguard the travel card and to ensure that all bills are paid.  A restricted travel card can be issued to individuals who have low credit scores, no credit at all, or refuse a credit check.  All persons who have the Bank of America Travel Card, and use it for travel, must use split disbursement when filing travel vouchers.  This ensures that the travel card contractor will be paid directly from travel voucher proceeds.  The Travel Card limit is normally set at $5,000.  The amount of increase will be determined on an event by event basis and will be coordinated between the RAO PM and CEHEC-RM-M.  This limit can be temporarily increased during deployment, if necessary, by contacting the CECW-HS-RAO support staff (see attachment 2).  CEHEC-HS-RAO will contact the CEHEC-RM customer service representative who will coordinate the increase with Bank of America.  

· Travel orders (if needed)
(3)   Continued Deployment.  If there is still work to be done and funding is available, employees may extend beyond their initial period of deployment. This may be done at the supervisor’s request (with employee concurrence) or the employee’s request (with supervisory concurrence).  In order to extend, the following must take place.

(a)   Funding.  If necessary, additional funding will be sent by the requesting organization, via MIPR, to the Headquarters S0 database for CEHEC-RM processing to cover travel and labor costs.  (See Appendix A for information on funding).  
(b)   Travel Orders.   CECW-HS-RAO will create and issue the travel order amendment when additional funding (if needed) is received..  This amendment will show the extension date.  The travel orders will then be emailed or faxed to the employee. If travel orders are not received before the beginning of the extension, the POC for travel orders should be contacted (see Attachment 2).  


(4)   Post Deployment.  After all deployments RAs will return to their home of record.  


 g.    Factors Applying to Both Tasker and Non-Tasker Initiated Deployment.

(1) Maintaining a Deployable Status.  
(a) RAs are required to contact the RAO PM office on a quarterly basis when not deployed, or as dictated by change in deployment status (i.e. change in medical condition, sickness, family situation, etc.)  


(b)    RAs are required to provide updated medical information (Emergency Response Medical Screening and Clearance Packet – see Attachment 8) annually.  To assure this is accomplished, the RAO PM office will contact all RAOs 10 months after the effective month of the most recent medical clearance, giving the individual 30 days to get the information to the Corps contracted doctors, and they have 30 days to get updated information to the RAO PM.  If the medical is not current (dated within the last year) the individual is not eligible for deployment.



(b)  Updated information will be compiled in ENGLink by the RAO office and any outstanding issues will be communicated to the RA in a timely manner.  
(2)   Redeployment.   An RA may deploy multiple times to various locations during their tenure with RAO.  Note:  An individual may not be TDY to a work assignment for more than 364 days in a row.  If it has been more than 179 days since an RA returned from a tasker deployment, and they are selected from a tasker again, they must process back through the TAC UDC prior to deployment on a new mission and complete all requirements dictated by this SOP for initial deployment.   


(3)   Office of Workers’ Compensation (OWCP).  While deployed, RAO personnel are entitled to Workers’ Compensation benefits.  It is the responsibility of the appropriate Corps office to insure that proper OWCP forms are available in the event of an accident or occupational illness.  Workers’ Compensation claims will be processed by Headquarters CPAC. 
(4)   Temporary Return to Duty Station during Extended TDY (commonly referred to as R&R).  Employees who are deployed for a period of 60 days or more may be authorized R&R after 30 consecutive days of duty (TDY) and after every 30 consecutive days there after.  R&R is to be coordinated by the field supervisor and the employee.  The standard time period for R&R is four days (2 days for travel and 2 days off) but it can be extended up to 10 days with supervisory approval and in rare and unusual circumstances may exceed that time with the prior approval of the RAO PM.  Authorization for R&R must be requested on an “Authorization for Round-Trip Travel” form (see Attachment 13) and approved by the Field Supervisor and Mission Manager.  Prior to authorizing R&R, the Field Supervisor and Mission Manager must determine that the savings (i.e. increased employee efficiency and productivity and reduced recruitment and retention costs) outweigh periodic return cost.  R&R can be taken at the employee’s home of record or at an alternate location, so it is very important that the location be stated on the Authorization for Round-Trip travel form. If an employee (deployed due to tasker) needs to make travel arrangements for R&R (e.g., airline tickets or to extend their car rental agreement) they should contact Carlson Wagonlit at TAC (see Attachment 1).  Employees deployed for non-tasker initiated reasons will use the Carlson office at Walter Reed (see Attachment 2).  The RAO DMT staff (tasker initiated) or CECW-HS-RAO staff (non-tasker initiated) will be made aware in advance of upcoming R&R and will be available to answer any questions that the traveler may have.  Travelers are reimbursed as follows for R&R.  

(a)  Travel to Home of Record – The traveler will receive transportation (actual cost of airfare, rental car, etc.) to their home of record and three-fourths of the daily per diem for the day in route home and the day they return to duty.  They will not receive per diem for the day’s home. 
(b)   Travel to an Alternate Location – The traveler is not authorized compensation or reimbursement for transportation expenses.  The traveler is authorized reimbursement for only per diem related expenses and reimbursable miscellaneous expenses that would have been allowable had the employee remained at the TDY location.  These expenses will be equal to that of their TDY work site for the non workdays (2 travel days plus 2 days R&R).  Expenses incurred during the employee’s time off, with the exception of those discussed above, are not reimbursable.  
(c)   Rules Applying to Employees Taking R&R at  Home of Record or Alternate Location.

· Employees will not be paid for the days that they are off (see Appendix B, Pay while in Travel Status)

· Employees are authorized to retain their lodging for three nights and rental car for four days while on R&R. 

· If R&R exceeds the standard time period (2 days for travel and two days off) the employee will have to either turn in the rental car and give up their lodging or pay for the additional days.  
· The rental car may not be used for personal reasons during R&R.  
· Attachment 21, RAO Information Sheet- NSPS Overtime and R&R, will be given to all RA’s.  It explains the R&R program and will provide a ready reference for deployed RA’s.  

8.   Employee Records.  RAO deployment and travel records will be maintained for a period of 60 months.  All deployment records will be maintained by the HQ RAO office.  Travel and time keeping records will be maintained by the RAO DMT at TAC.

9.   Quality Assurance/Quality Control.   This SOP will be reviewed on a yearly basis to ensure that the processes and procedures outlined are accurate and up to date.  The attachments and contents of the attachments will be revised as needed to ensure that they remain accurate at all times.  This is particularly important because some contain contacts, phone numbers and email addresses, all of which may be subject to frequent change.

   10. References.  

a.   Public Law 108-136, Section 9902 (j) of title 5, as enacted by Section 1101 of the National Defense Authorization Act for FY 2004. 

b. Under Secretary of Defense’s Memo, Subject:  Employment of Annuitants dated March 18, 2004

c. EC 11-2-190, Retired Annuitant Cadre Program 

d. Public Law 105-264 “The Travel and Transportation Reform Act of 1998” (TTRA)

e. Public Law 107-314 “Bob Stump National Defense Authorization Act”

f.    JTR Volume 2 – DOD Civilian Personnel

g. Title 5, United States Code (USC), Section 9902

h. Fair Labor Standards Act

i. DOD Financial Management Regulation 7000.14R, Volume 9, Travel Policy and Procedures. 
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