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OFFICE SYMBOL
MEMORANDUM FOR ALL ACQDEMO EMPLOYEES AND SUPERVISORS OF ACQDEMO EMPLOYEES 

SUBJECT:  Contribution-based Compensation and Appraisal System 


 (CCAS) and Pay Pools for FY2011 Rating Cycle (October 1, 2010 – September 30, 2011)
Enclosed is a copy of the policy and procedures for our FY2011 Contribution-based Compensation and Appraisal System (CCAS) under the DoD Civilian Acquisition Workforce Personnel Demonstration Project.  This policy is effective immediately.  Questions on the topics addressed in this memorandum should be forwarded to (INSERT POC name, phone number and email address).

                                                         Name
Title
Attachments
CF:

Each Employee and Supervisor



CPAC

Contribution-based Compensation and Appraisal System (CCAS),

Pay Pools and Other Personnel Demonstration Project Initiatives

1.  References:

     a.  Federal Register Notice:  Department of Defense Civilian Acquisition Workforce Personnel Demonstration Project, dated January 8, 1999, Section VIII.C (Personnel Policy Board).

     b.  DoD/Army Operating Procedures, dated May 23, 2003.

2.  This memorandum is applicable only to those employees in the (INSERT NAME OF ORGANIZATION) who are participating in the DoD Civilian Acquisition Workforce Personnel Demonstration Project, or AcqDemo in its shortened form, and to supervisors of participating employees.  This memorandum will delineate local application of the DoD Civilian Acquisition Workforce Personnel Demonstration Project reflected in the references above.  The (INSERT ORGANIZATION NAME) Personnel Policy Board (PPB) will review this annually and provide any revisions to the workforce no later than March 15 of each year.

     a.  The (INSERT ORGANIZATION NAME) Personnel Policy Board will consist of (INSERT TITLES OF THOSE DESIGNATED TO PARTICIPATE AS MEMBERS OF THE PERSONNEL POLICY BOARD) (i.e the Deputy Assistant Secretaries, Directors and the Chief of Staff.)  
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     b.  Representatives from the servicing human resource office, resource management office, Legal, equal employment opportunity, bargaining unit representatives and the Army AcqDemo Office may serve as advisors to the PPB on personnel, fiscal, and demonstration project matters.

3.  Contribution-based Compensation and Appraisal System (CCAS)

a. CCAS is the performance management system for AcqDemo.

b. The purpose of the Contribution-based Compensation and Appraisal System (CCAS) is to provide an equitable and flexible method for appraising and compensating the acquisition workforce.  It provides management, at the lowest practical level, the authority, control, and flexibility needed to achieve quality acquisition processes and quality products while developing a highly competent, motivated, and productive workforce.  It allows for more employee involvement in the contribution evaluation process, increases communication between supervisors and employees, promotes a clear accountability of contribution for each employee, facilitates employee pay progression tied to organizational contribution, and provides an understandable basis for salary changes.

     c.  CCAS is a contribution-based appraisal system that goes beyond a performance-based rating system.  Thus, it measures the employee’s contribution to the mission of the organization.  Salary adjustment decisions are based on contribution to the organization.  Whenever the term “salary” is used in this memorandum, locality pay is not included unless stated otherwise.

     d.  An employee’s performance is a component of contribution that influences the ultimate overall contribution score (OCS).  Contribution is measured by using a set of factors, discriminators, and descriptors, each of which is relevant to the success of a DoD acquisition organization.  Taken together, these factors, discriminators, and descriptors capture the critical content of jobs in each career path.  The factors, discriminators, and descriptors may not be modified or supplemented.  These factors, discriminators, and descriptors are the same as those used to classify a position at the appropriate broadband level.

     e.  The six (6) factors are:

           (1) Problem Solving, 

           (2) Teamwork/Cooperation, 

           (3) Customer Relations, 

           (4) Leadership/Supervision, 

           (5) Communication, and 

           (6) Resource Management 

These factors were chosen for evaluating the yearly contribution of DoD acquisition personnel in the three career paths:  

          (1) Business Management & Technical Management Professional 

          (2) Technical Management Support

          (3) Administrative Support  

Each factor has multiple levels of increasing contribution corresponding to the broadband levels.  Each factor contains descriptors for each respective level within the relevant career path.  The Federal Register Notice and DoD/Army Operating Procedures list the job series in each career path and describe the factors for each career path. 
     f.  IAW the Director of Acquisition Career Management Guidance Memorandum, subject:  Enforcement of Mandatory Acquisition Certification Requirements, dated August 18, 2010, paragraph f.1. is the mandatory contribution objective for the acquisition workforce employee and paragraph f.2. is the mandatory contribution objective for supervisors of acquisition workforce employees.  In addition, supervisors will ensure incorporation of Business Transformation initiatives into contribution objectives by showing linkage to either specific Strategies/Initiatives Transformation in the activity’s Balance Scorecard (BSC) or strategic plans; and incorporate / integrate Business Transformation activities into appropriate overarching contribution objectives.  For more information, go to http://asc.army.mil/docs/policy/Bus_Trans_Acq_Cert_Standards_Memo.pdf.
f.1.  Acquisition workforce employees will have the following as a mandatory objective under the contribution factor Leadership/Supervision: “Reviews, discusses and updates the Individual Development Plan (IDP) with the supervisor at counseling milestones to include as a minimum:  initial performance review, mid-point review and end of cycle review; and completes 80 continuous learning points (CLPs) within the 2-yesr cycle (goal is 40 CLPs yearly).  If applicable, ensures that IDP includes the timeline for attainment of acquisition certification within 24 months of assignment to the encumbered acquisition position and at the appropriate level (I, II, or III).”  

f.2.  Supervisors of acquisition workforce employees will have the following as a mandatory objective under the contribution factor Leadership/Supervision:   Develop/review/discuss/update IDPs at initial/mid-point/end of cycle for all assigned acquisition workforce members, ensuring employees complete 80 CLPs within 2-year cycle (goal is 40 CLPs yearly), and, as applicable, ensuring employees attain required acquisition certification within 24 months of assignment to encumbered positions.”

g.  The (INSERT ORGANIZATION NAME) distribution policy on the Contribution-based Compensation and Appraisal System (CCAS) pay pools will be consistent with the procedures as described in the Federal Register Notice and in the DoD/Army Operating Procedures.

     h.  The Pay Pool Manager for each pay pool will implement the distribution policy as established by the (INSERT ORGANIZATION NAME) Personnel Policy Board.  For the rating period October 1, 2010 through September 30, 2011, (INSERT ORGANIZATION NAME) will have (INSERT NUMBER OF) pay pool, as shown below.  
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     i.  The overall funding level available for the pay pools will not decrease below the mandated levels set in the Federal Register Notice and DoD/Army Operating Procedures.  The Personnel Policy Board will ensure that funding levels are programmed through the POM years for this project.  The Personnel Policy Board will review the funding levels for contribution rating increases and contribution awards if continuation of funding at that level would result in involuntary separations of participating employees in a Reduction in Force (RIF).  Participating employees, regardless of career path, including those at the highest pay level within each respective broadband shall fairly and equitably share in the pay pools.  The pay pools consist of the following three components:  General Pay Increase (GPI) Pool, Contribution Rating Increase (CRI) Pool, and Contribution Award (CA) Pool.  Eligibility for compensation from the three pay pools is described in the Federal Register and is shown in the following chart.

	
	Compensation Eligibility Chart
	

	
	Category
	General Pay 
Increase
	    Contribution Rating Increase
	     Contribution 
  Award
	Locality Pay

(See Note 1)
	

	
	Inappropriately Compensated – A
	     Could be reduced 
or denied 
	No
	No
	Yes
	

	
	Appropriately Compensated
	Yes
	Yes – Up to 6%

(See Note 2)
	Yes

(See Note 5)
	Yes
	

	
	Inappropriately Compensated - B
	Yes
	Yes – Up to 20%

(See Notes 3 and 4)
	Yes

(See Note 5)
	Yes
	

	
	1 Basic pay plus locality pay may not exceed Executive Level IV basic pay.

2 May not exceed upper rail of the Normal Pay Range (NPR) for employee’s Overall Contribution Score (OCS) or maximum salary for current broadband level.

3 Over 20% requires local commander’s approval.

4 May not exceed 6% above the lower rail of the NPR or the maximum salary for current broadband level.

5 Pay pool manager approves up to $10,000.  Amounts exceeding $10,000 require local commander’s approval.
	


     j.  The FY2011 CCAS rating period is October 1, 2010, - September 30, 2011.
    k.  General Pay Increase Pay Pool:  The amount of the annual General Pay Increase (GPI) shall be no less than the increase provided in the annual nationwide General Schedule pay increase.  Any employees who are rated as “Inappropriately Compensated - A”, as defined in the Federal Register Notice, may not receive the full GPI. In addition, employees rated as “Inappropriately Compensated – A” are not eligible for the Contribution Rating Increase (CRI) and Contribution Award (CA).   There is no General Pay Increase for 2012.
k.1.  Employees on retained rate in the demonstration project will receive pay adjustments in accordance with 5 U.S.C. 5363 and 5 CFR 536.  Employees on pay retention (or retained pay) will receive 50% of the general pay increase calculated on the maximum rate of the broadband level of the employee’s current position. The 50% of the maximum increase in the broadband level is a dollar amount computed by determining the difference between the maximum pay rate for the broadband level under the new schedule and the maximum rate under the old schedule, and calculating 50% of that difference.  That dollar amount is then added to the retained rate of pay.
k.2.  An employee receiving a retained rate is not eligible for a contribution rating increase, since such increases are limited by the maximum salary rate for the employee’s broadband level.    Depending upon the employee’s rating, employees on retained pay may be eligible to receive CA.  
   l.  New employees who do not have at least 90 days in this demonstration project on 30 September will receive the full General Pay Increase, but are not eligible for a Contribution Rating Increase (CRI) and Contribution Award (CA).  There is no General Pay Increase for 2012.   Supervisors may recommend on-the-spot or special act award in lieu of CRI/CA. 
NOTE ON THE GENERAL PAY INCREASE AND CRI:  Section 147 of the Continuing Appropriations Act, 2011 (Pub. L. 111-242, September 30, 2010), as amended by section 1(a) of the Continuing Appropriations and Surface Transportation Extensions Act, 2011 (Pub. L. 111-322, December 22, 2010), prohibits statutory pay adjustments for most Federal civilian employees. Also, the President issued a memorandum on December 22, 2010, which stated that agencies should forgo similar increases to pay systems and pay schedules that are set by administrative discretion.  

The pay freeze for all covered employees and pay adjustments described below is in effect for the period beginning on January 1, 2011, and ending on December 31, 2012.

Administratively determined pay increases that are based solely on an individual employee’s performance are NOT covered by the pay freeze. This includes performance-based pay increases provided under alternative pay systems and personnel demonstration projects (such as the CRI in paragraph l below) that are paid in lieu of and with funding that would have been used for within-grade increases, quality step increases, and, if applicable, promotions, if affected employees were under the GS system. 

The pay freeze policy in the Presidential memorandum may not, as a matter of Federal sector labor law, apply to any increase that is required by a collective bargaining agreement that has already been executed and is in effect as of the date of the Presidential memorandum. Each agency should consider the policy contained in the Presidential memorandum and consult with agency counsel to determine the agency’s position in any collective bargaining that may occur going forward. 

    m.  Contribution Rating Increase (CRI) Pay Pool Funding:  The Federal Notice and DoD/Army Operating Procedures state the amount of money available within the CRI pay pool will be budgeted at not less than 2.0% of the activity’s total salary budget of participating employees.  The (INSERT ORGANIZATION NAME) CRI pay pool funding for the rating period October 1, 2010 through September 30, 2011 will be budgeted at _._% (i.e. 2.0%) of the total base salary.  The amount available for the CRI will include any excess from unpaid GPI, if any, and the budgeted _._% (i.e. 2.0%).  Any excess Contribution Rating Increase amounts will become part of the Contribution Award (CA) Pay Pool.  Employee’s CRI dollar distribution that is limited by the upper limit of the employee’s broadband level will become part of the Contribution Award (CA) Pay Pool as a carryover award.  Employee’s CRI dollar distribution that is carryover to the CA Pay Pool will be added to any CA dollars awarded for that employee.

     n.  Contribution Award (CA)  Pay Pool Funding:  The Federal Register Notice and DoD/Army Operating Procedures state the amount of money available within the award budget  will be budgeted at not less than 1.0% of the activity’s total salary budget.  Ninety per cent of the total award budget will be set aside for the Contribution Award Pay Pool; and ten per cent of the total award budget will be set aside for other awards (i.e., on-the-spot, special act, etc.) throughout the year.

     The (INSERT ORGANIZATION NAME) CA Pay Pool funding for the rating period October 1, 2010 through September 30, 2011 will be _._% (i.e. 1.0%) of the total  salary, plus any excess funds carried over from the Contribution Rating Increase Pay Pool.  The award budget shall be reserved for employees in the pay pool only, and shall be 100 percent allocated to such employees each year.  An employee’s CRI dollar distribution that carryover to the CA Pay Pool will be added to any CA dollars awarded to that employee.

     o.  Factor Weighting.  All factors are critical and are equally weighted during the rating period. 
     p.  The Pay Pool Panel will use the DoD developed spreadsheet to determine the payouts under the Contribution-based Compensation and Appraisal System. 
     q.  Locality Pay:  All employees will receive established Locality Pay.  The Locality Pay for 2012 is frozen to the 2010 rate.
      r.  Control Points:  The AcqDemo Federal Register Notice and the Operating Procedures do not preclude the use of control points in CCAS.  The Personnel Policy Board may establish and adjust control points within a broadband to manage compensation (e.g., limitations on pay setting and pay progression within a broadband that apply to specified positions). The Personnel Policy Board may consider only the following factors in developing control points: mission requirements, labor market conditions, and benchmarks against duties, responsibilities, competencies, qualifications, and performance.  The definition and use of control points must be consistent with merit system principles and shall be applied consistently to similar positions in the same broadband and career path within a pay pool. 
4.  CCAS and Enhanced CAS2Net
a.  Initial CCAS Discussion between Supervisor and Employee.  

          (1) Supervisors will use the Enhanced CAS2Net to document this initial discussion.  For the transition year, the approved NSPS objectives and interim assessments will be carry-over into CCAS by copying from the PAA and pasting to the Enhanced CAS2Net.   
          (2)  Supervisor must discuss with the employee the expectations of his/her contributions for this appraisal period. The supervisor is encouraged to review with the employee the expected contribution range or Overall Contribution Score (OCS) corresponding to the employee’s current base salary.  See Appendix A for the Normal Pay Range and Overall Contribution Score (OCS) Table for the OCS corresponding to the employee’s current base salary.  The Contribution Score Ranges by Career Paths chart demonstrating the contribution levels and scores are attached for your information as Appendix B. 

          (3)  In addition, during this initial discussion, supervisors will provide or inform the employee where to find the factors and applicable broadband level descriptors to the employees so that they know their expected level of contribution and the basis on which their contribution will be assessed.  Supervisors will inform their employees that all factors are ‘critical’.  A list of all the factors and descriptors by career paths is in the Federal Register Notice, dated January 8, 1999.  Supervisors and employees may use the bullet comment or narrative format in developing expected contributions for each of the following factors.

· Problem Solving:  Describes personal and organizational problem-solving results.

· Teamwork/Cooperation:  Describes individual and organizational teamwork and cooperation for both formal and informal teams.

· Customer Relations:  Describes the effectiveness of personal and organizational interactions with customers, both internal and external.

· Leadership/Supervision:  Describes individual and organizational leadership and/or supervisory contributions.

· Communication:  Describes the effectiveness of oral/written communications.

· Resource Management:  Describes personal and organizational utilization of resources to accomplish the mission.  Resources include, but are not limited to, personal time, equipment and facilities, human resources, and funds. 

          (4)  This initial discussion must be documented in the Enhanced CAS2Net, digitally initialed and dated by supervisor/rating official and employee.  

b.  Mid-Point Review.  This above procedure is also used to document mid-point reviews.  The mid-point reviews will be held between March 15 and April 15 unless an exception is granted by the Pay Pool Manager.  For this transition year, the NSPS interim review (or closeout) will serve as the CCAS midpoint reviews.  
Employee’s self-assessment and supervisor’s assessments can be in bullet comment format or narrative format, as directed by the PPB.

 c. Inadequate Contribution.  Inadequate contribution is identified by the pay pool manager or panel at the end of the annual appraisal cycle or at any time during the appraisal period.  

During the appraisal period, Supervisors or Rating Officials will counsel employees on identified deterioration of contributions whenever they occur  using the six contribution factors; Problem Solving, Teamwork/Cooperation, Customer Relations, Leadership/Supervision, Communication, and Resource Management.  Inadequate contribution will be documented as a result of these feedback sessions in the Enhanced CAS2Net or other documents as appropriate.  If the employee fails to improve as a result of the feedback, the Supervisor or Rating Official will notify the pay pool manager and panel to review proposals to initiate a Contribution Improvement Plan (CIP).  If the employee does not successfully complete the plan, the Supervisor or Rating Official may recommend ratings that could result in none or minimal CRI and CA.  If the pay pool manager approves the score resulting in a determination of inadequate contribution, the Supervisor or Rating Official in consultation with HR will initiate a contribution improvement plan IAW the DoD/Army Operating Procedures, Chapter 7. 
d.  CCAS grievance procedures.  Bargaining unit employees who are covered under a collective bargaining agreement may grieve CCAS pay determinations under the grievance-arbitration provisions of the agreement. 
Other employees who are not included in a bargaining unit, or who are in a bargaining unit but grievances over OCS are not covered under negotiated grievance procedure, may utilize the appropriate administrative grievance procedure (5 CFR Part 771), with supplemental instructions as described in the Operating Procedures, Chapter 6.  A schematic of the this process is shown below.
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5.  The (INSERT ORGANIZATIONAL NAME) CCAS Timeline for 2011 and 2012 is at Appendix C.
6.  Attached as Appendix D is a table on the pay pool payout for employees leaving the AcqDemo CCAS pay pool after the end of the rating period, September 30th.
7.  Questions on the topics addressed in this memorandum should be forwarded to (INSERT NAME< PHONE NUMBER AND EMAIL ADDRESS OF ORGANIZATIONAL POC). 
Appendix A – 2011 Normal Pay Range and OCS Table
Appendix B – Contribution Score Ranges by Career Paths Chart 

Appendix C – CCAS Timeline

Appendix D – Pay Pool Payout and Employees Leaving After September 30th
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APPENDIX B
	Contribution Score Range By Career Path Chart

Categorical Rating and Numerical Rating

	
	
	Business and Technical  Professional
	Technical

Support
	Administrative

Support

	
	
	
	Point Range


	Point Range


	Point Range



	
	
	Very High
	115
	95
	70

	
	IV
	High
	96-100
	79-83
	

	
	
	Med
	84-95
	67-78
	

	
	
	Low
	79-83
	61-66
	

	L
	III
	High
	79-83
	62-66
	57-61

	E
	
	Med
	67-78
	52-61
	47-56

	V
	
	Low
	61-66
	43-51
	38-46

	E
	II
	High
	62-66
	47-51
	42-46

	L
	
	MH
	51-61
	41-46
	

	S
	
	Med
	41-50
	36-40
	30-41

	
	
	ML
	30-40
	30-35
	

	
	
	Low
	22-29
	22-29
	22-29

	
	I
	High
	24-29
	24-29
	24-29

	
	
	Med
	6-23
	6-23
	6-23

	
	
	Low
	0-5
	0-5
	0-5


APPENDIX C

(INSERT ORGANIZATIONAL NAME) 2011-2012 CCAS Timeline 

	WHEN 
	Who
	What

	Establishing Transition Year Expectations/Objectives

NSPS October 1, 2010 to April 23/May 22, 2011

AcqDemo CCAS April 24/May 22, 2011 to September 30, 2011 

	Effective Date
	
	Transition from NSPS to AcqDemo or Entry to AcqDemo 

	NLT 15 Jul 11
	All
	Register CAC in the AcqDemo automated tool, the Enhanced CAS2Net.

	NLT 29 Jul 11
	Rating Officials
	Via MyWorkplace copy employee’s NSPS objectives and paste to the AcqDemo Enhanced CAS2Net then submit to the employees. 

	NLT 5 Aug 11
	Employees
	Via MyBiz, copy NSPS interim self assessment and paste to the AcqDemo Enhanced CAS2Net then submit to the rating official.

	12 Sep 11
	Data Maintainers
	Review pay pool records to ensure all employees are in the pay pool.

	End of Rating Period Assessments 

	1 – 10 Oct 11
	Employees
	Complete annual self assessment in CAS2Net.

	10 Oct 11
	All
	Federal Holiday – Columbus Day

	NLT 24 Oct 11 
	Rating Officials
	Complete annual appraisal and recommend categorical and numerical scores for the six factors in CAS2Net.

	24 Oct 11
	Data Maintainers
	Prepare for 1st Pay Pool Panel Meeting (or sub/mini-pay pool panel meetings)

	1 Nov 11
	Data Maintainers
	Check CAS2Net for discrepancy reports and resolve discrepancies.

	11 Nov 11
	All
	Federal Holiday – Veterans Day

	8-9 Nov 11
	Pay Pool Panel and Pay Pool Manager
	- 1st Pay Pool Panel meeting to evaluate appraisals, reconcile recommended categorical and numerical scores and review payouts for CRI and CA.

	
	
	Time:  0800 – 1600

	
	
	Location: TBD

	
	
	- Document preliminary decisions on OCS (Overall Contribution Score) and CRI and CA in the CCAS spreadsheet.

	14-15 Nov 11
	Pay Pool Panel and Data Maintainers
	Convey any adjusted scores and rationale for score adjustments to rating officials.

	14-16 Nov 11
	Data Maintainers
	Assist rating officials on score adjustments in CAS2Net.

	14-18 Nov 11
	Rating Officials
	Opportunity to provide to the Pay Pool Panel any additional information to support recommended scores.

	24 Nov 11
	 All
	Federal Holiday – Thanksgiving 

	WHEN 
	Who
	What

	30 Nov 11
	Pay Pool Panel and Pay Pool Manager
	2nd Pay Pool Panel Meeting to consider any additional information from Rating Officials; reviews and finalize OCS, CRI and CA distribution.

	1 Dec 11
	Data Maintainers
	Check CAS2Net for discrepancy reports and resolve discrepancies.

	NLT 9 Dec 11
	Data Maintainers
	Final Upload to CAS2Net


	NLT 13 Dec 11
	Data Maintainers
	Generate and distribute CCAS Part I Salary Appraisal forms to rating officials.

	13-21 Dec 11
	Rating Officials
	Provide CCAS Part I Salary Appraisal forms to employees.

	NLT 16 Jan 11
	Rating Official and Employee
	End-of-cycle appraisal review to discuss final OCS, CRI and CA payout as applicable; and document discussion in CAS2Net.

	Payout

	1-14 Jan 12
	 
	Beginning of first full pay period in January and the effective date of the CCAS Payouts

	25-Jan-12
	Employee
	MyPay MyBiz – new rate of pay and bonus

	Establishing the Contribution Objectives for 1 Oct 11 to 30 Sep 12 

	1 – 10 Oct 11
	Employees
	In CAS2Net develop contribution expectations/objectives.

	NLT 28 Oct 11
	Rating Officials
	Document in CAS2Net 2012 contribution expectations/objectives discussion with the employees

	NLT 16 Jan 11
	Rating Officials and Employees
	End-of-cycle appraisal review to discuss final OCS, CRI and CA payout as applicable; and document discussion in CAS2Net; and review contribution expectations/objectives against new expected contribution range based on 2012 salary.

	12-16 Mar 12
	Employees
	Midpoint review self assessments in CAS2Net.

	19-30 Mar 12
	Rating Officials
	Midpoint review supervisor assessments in CAS2Net.

	NLT 16 Apr 12
	Rating Officials and Employees
	Midpoint reviews and document discussion in CAS2Net.

	1 Jul 2012
	New to AcqDemo
	Must be in AcqDemo to be eligible for the CCAS rating and January 2013 CCAS payout.
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Appendix D
Pay Pool Payout
Employees Leaving After 30 September 
	Situation 
	Rating Approved By 
	Computed CRI 
	Computed CA 
	Additional Action 

	Leave to Another AcqDemo Pay Pool 
	Losing Pay Pool 
	Pay By The Gaining AcqDemo Pay Pool 
	Pay By The Gaining AcqDemo Pay Pool 
	Losing Pay Pool will coordinate with Gaining Pay Pool.

	Leave AcqDemo for GS 
	Losing Pay Pool 
	Carry Over CRI and Add to CA 
	CRI + CA as Award 
	Employee:  Must provide name, address and email address of the new supervisor and the new Resource Management POC.

	
	
	
	
	Pay Pool:  Memo and MIPR Award to Gaining Federal Agency.

	Leave AcqDemo to STRL Demo 
	Losing Pay Pool 
	Carry Over CRI and Add to CA 
	CRI + CA as Award 
	Employee:  Must provide name, address and email address of the new supervisor and the new Resource Management POC.

	
	
	
	
	Pay Pool:  Memo and MIPR Award to Gaining Federal Agency.

	Leave AcqDemo to Another Federal Agency 
	Losing Pay Pool 
	Carry Over CRI and Add to CA 
	CRI + CA as Award 
	Employee:  Must provide name, address and email address of the new supervisor and the new Resource Management POC.

	
	
	
	
	Pay Pool:  Memo and MIPR Award to Gaining Federal Agency.

	Retire 
	Losing Pay Pool 
	Carry Over CRI and Add to CA 
	CRI + CA as Award 
	Pay Pool:  Complete a SF 1034 and Forward to DFAS 

	Resign from        Federal Service 
	Losing Pay Pool 
	NA 
	NA 
	NA 

	Pay Pools will take every effort to get the payout to former employees. 


Additional Options for AcqDemo Business Rules
Non-disclosure Statement:
Acquisition Demonstration (AcqDemo) Project Pay Pool

NONDISCLOSURE AGREEMENT

As a pay pool panel manager, member, data maintainer, or advisor (pay pool panel participants), I participate in, or am privy to, decisions related to pay pool administration, as well as the final rating and assignment of Contribution rating Increase and Contribution Award through the pay pool process.  I understand that pay pool process information (whether written or oral) is confidential, is for official use only (FOUO), and may be personal information protected by the Privacy Act.  

Pay pool process information includes information related to pay pool discussions and deliberations; funding determinations; recommended and final ratings; recommended and final factor categorical and numerical scores, final overall contribution score (OCS), final Contribution Rating Increase (CRI) and Contribution Award (CA).  Pay pool process information also includes information related to the administrative reconsideration of a rating.

I agree not to disclose pay pool process information to persons other than a pay pool panel member, the data maintainer, the Personnel Policy Board (PPB), and pay pool advisors designated by the PPB or pay pool manager.  I agree to coordinate any other disclosure of pay pool process information with the pay pool’s servicing legal office prior to releasing any information, including disclosures for official inquires and investigations

I understand that violation of this Nondisclosure Agreement may subject me to disciplinary action, discharge and/or to the civil and criminal penalties of the Privacy Act.

_____________________________

__________________________

Signature





Date

_____________________________                    __________________________

Printed Name




AcqDemo Pay Pool NuMBER

Identifying Roles and Responsibilities
Personnel Policy Board (Ref: Federal Register, Sect VIII, C.)
Each activity is expected to create a Personnel Policy Board, or modify the charter of an existing group, that will:

·  Oversee the civilian pay budget

·  Address issues associated with separate pay systems

·  Determine the composition of the pay pools

·  Review operations of the pay pools

·  Provide guidance to pay pool managers

·  Administer funds to pay pool managers

·  Review hiring and promotion salaries

·  Monitor award pool distributions

· Assess the needs to changes to the demonstration procedures and policies 

Pay Pool Manager (Ref: Federal Register, Sect III, D. 3. & 4 and DoD/Army Operating Procedures, Chapter 6)
· The Pay Pool Manager is the designated individual within the organization responsible for managing the Contribution-based Compensation and Appraisal System (CCAS) process. 
· Pay pool managers may not participate in payout deliberations or decisions regarding or determining their own final categorical or numerical factor scores, or Overall Contribution Score (OCS), if in the same pay pool. 
· The pay pool manager has annual pay adjustment authority and will approve the final OCS. The OCS, as approved by the pay pool manager, becomes the rating of record.  Final OCS determinations made by the pay pool manager may be subject to higher management review.  
· Ensure that communication and notification requirements specified are completed in a timely manner. Supervisors and rating officials will comply with timely issuance of mid-point reviews or closeout assessments, provide assessments of employee contributions, recommended categorical and numerical scores and provide feedback after the completion of the pay pool process. 

· Procedures and policies are exercised in a consistent manner throughout the pay pool process.
· Pay pool manager approves up to $10,000 for the Contribution Award (CA).  Amounts exceeding $10,000 require local commander’s approval.
Panel Members (Ref: Federal Register, Sect III, D. 3. & 4 and DoD/Army Operating Procedures, Chapter 6)
· Pay pool panel membership usually includes senior management officials of the organizations or functions represented;

· The pay pool panel will review recommended categorical or numerical factor scores, or Overall Contribution Score (OCS), and make adjustments, which in the panel’s view would result in equity and consistency across the pay pool; 
· The pay pool panel reviews compensation adjustments for fairness and consistency with the contribution scores. If consensus cannot be reached, the pay pool manager decides.  

· Pay pool panel members may not participate in payout deliberations or decisions regarding or determining their own final categorical or numerical factor scores, or Overall Contribution Score (OCS), if in the same pay pool. 
Other Roles and Responsibilities Panel Members (add on if desired)
· If recommendations are changed by the panel, the new recommended categorical or numerical factor scores, or Overall Contribution Score (OCS) will be communicated to the rating official along with the rationale for the change(s);

· The rating official will then be afforded the opportunity to provide further justification before the change(s) become final; and

Rating Officials (Ref: DoD/Army Operating Procedures, Chapter 6)
· Ensure all employees covered by AcqDemo are provided contribution objectives within 30 days of the beginning of the performance period or a change in position as appropriate.
· Periodic reviews and rating official/employee discussions will occur during the CCAS cycle and will be documented, signed/acknowledged and dated in Enhanced CAS2Net or on the CCAS Support Form by both the rating official and employee.  
· Rating Officials will conduct, at a minimum; three formal meetings during the rating cycle, the initial, the mid-point, and the end-of-cycle.  
· The initial meeting (within the first 30 days of the rating cycle or reporting on-board recommended) requires the supervisor or rating official to review and establish contribution objectives and communication how goals and objectives fit into the organization’s mission.  
· The mid-point review (Mar/Apr) serves to update the objectives and the supervisor providing to the employee guidance and recommendations as to the accomplishments to date and some estimates as to the employee’s overall contribution to the organization.  Deficiencies or inadequate level of contribution must be documented and a reasonable period of time established for the employee to improve.  
· The end-of-cycle (after the pay pool manager has determined final scores) meeting requires that the rating official communicate the final OCS, factor scores and pay adjustments to each employee.  Potential opportunities for increasing contribution for the upcoming appraisal period are also discussed.  
· A final meeting after the end of the rating period (30 September) is not required but strongly recommended.  This meeting provides the employee the opportunity to discuss his/her contribution to the organization using the goals and objectives established early in the rating cycle and updated during the cycle.  NO categorical or numerical scores are to be discussed at this final meeting because any scores discussed is not final and official until the pay pool panel meets and the pay pool manager approves the scores.  

· After the end of the rating period, when directed, Rating Officials will provide assessments of the six factors and recommended categorical & numerical scores for each factor to the pay pool panel to complete the pay pool panel process.
Employees (these are encouraged responsibilities only)
· Engage in dialogue with supervisors or rating officials to develop job contribution objectives;

· Identify and record their accomplishments and results throughout the appraisal period; 

· Provide mid-point and the end-of-year self-assessments, and participate feedback sessions for each.
· Understand the link between expected contribution range and salary, organization mission and goals, career path and broadband level factor descriptors.
Union Officials. Organizations whose employees are represented by a union may invite union representatives to participate in the pay pool process.  The union’s participation may include membership on the pay pool panel, assisting in the design of the pay pool structure, and receiving training on the way salary adjustments will be made under the CCAS program and distributed under the pay pool.
Pay Pool Panel Process.  

· Pay pool panel deliberations and discussions are confidential.  All persons involved in the pay pool panels will sign a non-disclosure agreement and will abide by the standards of conduct and ethics as outlined in the implementing issuances.  At a minimum, persons signing a nondisclosure statement include the pay pool manager, pay pool panel members, and the data maintainer.  Final OCS, Contribution Rating Increase (CRI) and Contribution Award (CA) decisions will not be released until final review and approval by the Pay Pool Manager.

· The Pay Pool Panel will begin deliberation meetings __ days after the close of the rating cycle.  Where necessary and realistic, the duration of panel meetings will be 4-6 hours in length.  The length of the panel meetings should allow sufficient time for issues to be adequately analyzed and discussed so that a common understanding and consensus can be achieved.  The consensus recommendation is provided to the Pay Pool Manager who renders the final decision for categorical and numerical scores, OCS and compensation.

· All Pay Pool Panel meetings will occur face-to-face, subject to budgetary limitations and the discretion of the Command.  Other Pay Pool Panel discussions, such as follow-on meetings to discuss late appraisal information may be held by video teleconference or teleconference, as designated by the Pay Pool Manager.

· All panel deliberations, materials, and information (both written and verbal) developed during these meetings are confidential.  Once the pay pool panel recommendations have been approved by the Pay Pool Manager and Enhanced CAS2Net or CCAS Support Form is updated accordingly, all records of the internal management deliberations and recommendations will be destroyed. 

· The Data Maintainer should prepare the necessary documentation as requested by the Pay Pool Manager to facilitate panel deliberations.  Such materials may include: electronic copies of Enhanced CAS2Net or CCAS Support Forms for each employee in the pay pool that include recommended scores and assessments from the employee, and rating official (these documents should be stored in a secure folder on the network accessible only to the panel and administrator); copies of the Factor Descriptors and Discriminators by Career Path and Broadband level; copies of current broadbands with salary ranges; list of promotions that occurred during the cycle; frequency of ratings by supervisor, employee type, and geography, etc.  When possible, such reports should be provided to the Pay Pool Manager for review up to five days in advance of the meeting.  The Pay Pool Manager will determine the need to send any materials to panel members for review in advance of the meeting or to provide access to panel members via a secure network folder.  

· All rating officials must be available to the Pay Pool Panel during the scheduled dates and times for panel meetings.  Whenever possible, the dates for these meetings will be published to rating officials 3 months in advance of panel meetings. 

· Meeting rooms for the pay pool panels require: a computer with internet and DCPDS access so the panel can review and work with the automated tool(s); computers for panel members with appropriate network access for viewing stored appraisals; and access to phone and email for purpose of contacting rating officials and reviewers if needed.

Or

Pay Pool Panel Process.  

· The pay pool panel will be provided employee’s objectives, self-assessments, and supervisory assessments for the panel meeting. 

· All panel members, pay pool manager, pay pool administrator, and facilitators will complete and sign a nondisclosure statement prior to the start of the panel meeting.  

· Pay pool panel members will collectively review the appraisal information (employee self-assessment, supervisor assessment, and recommended categorical and numerical scores, OCS and compensation adjustments) for each employee.  Make appropriate adjustments as necessary.  

· The Pay Pool Manager will hear discussions from members; may poll the members and either approve or adjust categorical and numerical scores, OCS and compensation for each employee.  

Pay Pool Panel Deliberations.  In assigning, reviewing, or modifying categorical and numerical ratings, panel members will consider the following:  legitimacy of ratings and consistency with contribution objectives; proper documentation of categorical and numerical score if higher than the starting expected overall contribution score (Expected OCS) rating official rating patterns and rationale for such patterns; comparison of ratings and consistency among like jobs.

Panels will also examine:

· Rating official rating patterns, i.e., significantly higher or lower than other raters.  If such patterns are detected, determine if there is a legitimate reason for the difference (e.g., very high performing organization).

· Comparison of ratings among like organizations, e.g., Directorates, Divisions within the pay pool.  Are they reasonably consistent?  If not, are there legitimate reasons for the difference?

· Comparison of ratings among like jobs.  Have ratings and performance indicators been consistently applied?

· Comparison of ratings among like occupational codes, pay schedules, and pay bands.  Have ratings and performance indicators been consistently applied?

· promotion salary increases, and monetary awards received during the rating period may be considered by the pay pool panel members in the determination of the final OCS.

If a recommended rating lacks the information needed to justify the recommended categorical and numerical scores, efforts will be made to resolve the discrepancy; If it appears that the rating official made an effort to justify a recommendation but did not provide enough information, a pay pool panel member will contact the rating official to obtain clarification.  If no additional information is provided, or the information provided still does not justify the rating, the pay pool panel will recommend appropriate categorical and numerical scores to the pay pool manager.  

The pay pool panel may recommend and the pay pool manager may change recommended categorical and Numerical ratings.  The rating official involved will be notified of the change by the panel along with the rationale for the change during the pay pool panel meeting.  The rating official will then be afforded the opportunity to provide further justification before the change(s) become final.  
The rating official must make any appropriate changes in Enhanced CAS2NET or on the CCAS Support Form to reflect the final rating (e.g., changes to factor categorical and numerical scores and, if required modify the supervisory assessment) prior to conducting the annual appraisal meeting with the employee or transferring the automated performance appraisal to the employee.  

Because of the limited timeframes for pay pool panel deliberations, deadlines must be strictly adhered to.  This pertains to rating officials’ appraisals of their employees, and requests from the pay pool panel for additional information pertaining to specific employees.  As a general rule, inquiries sent out from the pay pool panel should be addressed by the recipient (or a designee) within the same workday; the dates of each pay pool panel meeting should be known to the rating officials so that they can be prepared to answer questions, or have a designated alternate available for this purpose.  Consistent or deliberate failure to meet deadlines and publicized timeframes by rating officials will be reflected in their next performance rating.  
Clarifying or supporting information that is received too late for consideration may require that the pay pool panel reconvene; this will normally be done by phone or email.  

Pay Setting (Ref: Federal Register, Sect III, B. 1 and DoD/Army Operating Procedures, Chapter 5)

Starting Salaries for Current Federal Employees Entering from Outside of the Demo.
· Initial pay will be set at a level consistent with the individual's qualifications and the expected contribution of the position. 

· Employees will enter the demonstration project at 

· their existing rate of pay, 

· the minimum salary for the broadband level, or 

· a rate determined by management. 

· Hiring official will determine the starting salary based upon 

· available labor market considerations relative to special qualifications requirements, 

· scarcity of qualified applicants, 

· programmatic urgency, and 

· education/experience of the new candidates.

For new hires to (INSERT ORGANIZATION NAME),  pay (total adjusted salary, base and locality) will be set at $________ above the incumbents current salary. 
Employee Buy-in. Automatic within-grade increases (WGI) inherent in the General Schedule system are discontinued under the demonstration project.  Employees whose basic pay exceeds the maximum of the broadband salary range for the Career Path that is assigned or are Step 10 of their current grade at the time of conversion into the demonstration are not eligible for the Employee Buy-in. 
Employee buy-in will apply to any employee who enters the demonstration project from another federal pay system regardless of nature of action or competition.  

The Army automated tool for Employee Buy-in may be found at: http://asc.army.mil/organization/acqdemo/acqdemo_ccas.cfm.

Promotions under AcqDemo
· Pay Setting for Promotion (to include Temporary Promotions) for Federal Employee (Within the Demo) 

· Salary after promotion shall be at least 6 to 20% greater than the employee's current salary; however, 

· May receive greater than a 20% increase if needed to reach minimum rate of new broadband.

· Pay Setting for Promotion (to include Temporary Promotions) for Federal Employee (Entering from Outside the Demo) 
· Salary after promotion shall be at least 6 to 20% greater than the employee's current salary; however, 

· May receive greater than a 20% increase if needed to reach minimum rate of new broadband.

· Pay Setting for AcqDemo Employee on Retained Pay.When an employee on retained  pay is promoted to a higher broadband level, at a minimum, the employee’s salary upon promotion will be set in the higher broadband level 

· (1) at six percent higher than the maximum rate of the employee’s existing broadband level, or 

· (2) at the employee’s existing retained rate, whichever is greater. 

For promotions to or within (INSERT ORGANIZATION NAME), the selecting official may recommend to the authorizing official the new promotion salary increase of ___% to ___%.  If the recommendation is beyond ___% (MAXIMUM % ESTABLISHED HERE) the selecting official will provide the authorizing official sufficient reasoning for the increase.

Pay Setting - Movement to and Within the Demo

· Reassignment (NOA 721)

· An AcqDemo employee who voluntary or involuntary is a reassigned (i.e. NH-03 to NH-03) within the Demo is not eligible for any type of base salary increase at the time of reassignment. 
· Federal Employee Entering from Outside of the Demo by way of Reassignment (NOA 721) will receive the Within Grade buy-in and be subject to possible pay setting at the discretion of management.

· Realignment (NOA 790)

· An AcqDemo employee who voluntary or involuntary is a realigned within the Demo is not eligible for any type of base salary increase at the time of realignment. 
· Federal Employee Entering from Outside of the Demo by way of Realignment (NOA 790) will receive the Within Grade buy-in and be subject to possible basic pay setting at the discretion of management.

For reassignment or realignments to (INSERT ORGANIZATION NAME), the selecting official may recommend to the authorizing official the new salary increase of ___% to ___%.  If the recommendation is beyond ___% (MAXIMUM % ESTABLISHED HERE) the selecting official will provide the authorizing official sufficient reasoning for the increase.

· Lateral Transfers (NOA 130).  Federal Employee Entering from Outside of the Demo by way of Lateral Transfer (NOA 130) will receive the Within Grade buy-in only.  Pay setting does not apply.

OPTIONAL AcqDemo Salary Determination Worksheet
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