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I.   PRINCIPAL CHANGES   
 
Subparagraph VIII, D. 2. is amended to reflect that intermittent employees are now 
eligible to receive Renewal Bonus Awards (RBAs). 
 
II.  CANCELLATION 
 
This transmittal is canceled when contents are filed with FSIS Directive 4451.14.  For 
recordkeeping purposes, users may retain or destroy this transmittal. 
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PART ONE—BASIC PROVISIONS 

 
I .   PURPOSE 
 
This directive establishes a provision for granting awards to employees who refer new 
hires to the Agency.   
 
II.   (RESERVED) 

 
III.   (RESERVED) 
 
IV.       REFERENCES 
 
Departmental Regulation 4040-451-04, Referral Bonus Awards 
5 CFR 451, Awards 
5 U.S.C. 2105, Definition of “Employee” 
5 U.S.C. 3132 (A)(4), Definitions and Exclusions for the Senior Executive Service 
5 U.S.C. 45, Incentive Awards 
FSIS-AWD-CAT, Catalog for Non-Monetary Award Items 
FSIS Directive 3730.2, Waiver of Claims Against Employees Arising from   

Erroneous Payments of Pay and Allowances  
FSIS Directive 4451.6, Non-Monetary Award Recognition  
FSIS Directive 4451.7, Time-Off Award Program 
FSIS Directive 4451.8, Spot Award Program 
USDA Departmental Administration Office of Human Capital Management Guide  

for Employee Recognition 
 

V.       ABBREVIATIONS AND FORMS 
 
The following appear in their shortened form in this directive: 
 

HRO  Human Resources Operations  
 HRP  Human Resources Policy
 OM  Office of Management 

RBA  Referral Bonus Award  
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SSBAB Staffing Services, Benefits, and Awards Branch, HRO 

 
FSIS Form 4451-14, Referral Bonus Award 
AD-287-2, Recommendation and Approval of Awards 

 
VI.         POLICY 
 
It is FSIS policy to: 

 
A. Use RBAs as an incentive to recruit and attract individuals for hard-to-fill  

positions, shortage locations, and persons with unique or highly desirable skills.  The 
incentive is discretionary and is available on a case-by-case basis in situations that meet 
the eligibility criteria.  
 

B. Ensure that consideration for this award is made without regard to  
political, religious, labor organization affiliation or non-affiliation, race, color, sex, age, 
national origin, disability, sexual orientation, maternal or family status, personal favoritism, 
or patronage. 

 
VII.      DEFINITIONS 
 

A. Continuous Service.  The time period in which an employee is either 
working or in an approved leave status. (EXAMPLES: Annual leave, sick leave, and 
holiday time.)  An employee on a part-time or full-time work schedule may accumulate up 
to 6 months per calendar year in a non-pay status (example: leave without pay) with the 
employee’s service still being considered continuous.  If an employee is in a non-pay 
status for more than 6 months, their service will no longer be considered continuous. 
 

B. Current Employee.   An individual that is employed with FSIS on a 
permanent or temporary basis.  

 
C. Fiscal Year.  The time period extending from October 1 to September 30. 

 
D. Hard-to-Fill Position.  A position (or group of positions) that, despite two or 

more job advertisements and attempts to fill, remains vacant, or a position (or group of 
positions) that has a history of such.  This includes, but is not limited to, all veterinary 
medical officer positions. 
 

E. Newly Appointed USDA Employee.  An employee who is newly appointed 
as a civil service employee of the USDA, or reappointed following a break in service.  The 
break in service must be at least 90 calendar days from the date of the employee’s last 
period of Federal employment. 
 

F. Referral Bonus Award.  A cash award given to current employees who 
refer new hires that meet the conditions of this directive to the Agency.
 

G. Referred Individual.  A person who is referred to FSIS for employment and 
acknowledges a referral, by a referring FSIS employee during the application process. 
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H. Referring Employee.  A current employee whom a referred individual 

names during their application process as referring that individual to FSIS for 
employment. 
 

I.  Shortage Location.  A duty station with a shortage of candidates despite 
two or more job advertisements, and attempts to fill.  In in-plant shortage locations, 
recruitment incentives (examples:  direct hire, superior qualifications, recruitment 
bonuses, relocation bonuses, and first post-of-duty payments) must be necessary and 
approved.  
 
VIII.        AUTHORITY AND ELIGIBILITY 
 
Hiring officials must indicate that a position is eligible for a referral bonus before that 
position is announced. 
 

A.      Authority.  RBAs are made under the authority granted by Departmental  
Regulation 4040-451-04, Referral Bonus Awards.   

 
1.   The authority and responsibility for developing policy, granting 

awards that represent exceptions to the policy, and reporting on the RBA program is 
delegated to the Director, HRP, and those formally designated to act in that official’s 
absence. 
 

2.   The authority and responsibility for approving, processing, and  
monitoring RBAs is delegated to the Chief, SSBAB, and those formally designated to act 
in that official’s absence. 
 
    B. Eligibility.  In order for a referring employee to be eligible for an RBA, the 
referred individual must name the referring employee when applying for a position with 
FSIS.  The referred individual must: 
 

1.      Be hired by FSIS into a hard-to-fill position or shortage location. 
 
2.      Complete at least 1 year of continuous service with FSIS. 

 
3. Receive a performance rating of fully successful or better, or  

demonstrate satisfactory performance.  
   
  4. Be a newly appointed USDA employee. 
 
  5. Not be an intermittent employee.

 
C. Limitation.  There is no limit to the number of RBAs that a referring 

employee may receive.  However, a referred individual may only name one referring 
employee.  Furthermore, the referred individual must meet all requirements for the RBA 
before the referring employee may receive the award.  
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D. Ineligibility.  The following persons are ineligible to receive RBAs: 

 
1. Official FSIS recruiters. 
 
2. Special Emphasis Program Managers. 

 
3. All employees in HRP and HRO. 

 
4. The selecting official of the referred individual. 

 
5. All employees in the management chain of the referred individual,  

starting with the individual’s supervisor through the FSIS Administrator. 
 

6. All employees appointed by the President with Senate confirmation  
who serve in: 

 
a.  An Executive Schedule position. 
 
b.    A position for which pay is set in statute by reference to a  

section or level of the Executive Service. 
 

7.  An employee during a Presidential election period in a senior  
executive service position that is not a career appointee as defined under  
5 U.S.C. 3132 (a) (4), Definitions and Exclusions for the Senior Executive Service.  
 

8. Employees who are excluded from the receipt of incentive or  
time-off awards under other Agency directives. 
 

9. Any of the following relatives of the employee recruited: 
 

a.         Spouse. 
 
b.         Children (including adopted children) and spouses thereof. 

 
c.         Parents. 

 
d.         Brothers and sisters, and spouses thereof. 

 
e.         Any individual related by blood or affinity whose close  

association with the employee is the equivalent of a family relationship. 
 
IX.       AWARD AMOUNT 
 

A. The RBA amount will be $1,000 regardless of the referred individual, 
referring employee, or the position of either the referred individual or the referring 
employee.  However, the Assistant Administrator, OM, may temporarily decrease this 
amount on all RBAs if deemed necessary.  The award amount may not exceed $1,000. 
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B. Time-off awards are not permitted for FSIS RBAs. 

 
X.         AFFECT ON OTHER AWARDS 
 

A. Combined with Non-Monetary Award.  RBAs can not be combined with 
non-monetary awards. (See FSIS Directive 4451.6, Non-Monetary Award Recognition; 
FSIS Directive 4451.7, Time-Off Award Program; and the Catalog for Non-Monetary 
Award Items.) 

 
B.        Relationship to Performance Awards.  An employee can receive only  

one award for a contribution.  However, a supervisor may recognize the sustained 
performance of an employee with a performance award when the employee has also 
received an RBA during the same year, as long as the contribution recognized with an 
RBA is not used to support the performance award. 
 

C.       Relationship to Spot Awards.  Because an employee can receive only  
one award for a contribution, an employee who has received an RBA for a referral can not 
receive a spot award for that same referral. (See FSIS Directive 4451.8, Spot Award 
Program.) 
 
XI.          APPEALS 
 
If an employee does not receive an RBA, the employee may not appeal that decision.  
The inability to appeal does not waive any rights supported in the Collective Bargaining 
Agreement.  
 
XII.         EXCEPTIONS AND INTERPRETATIONS
 
The Director, HRP, must approve all exceptions and written documents concerning the 
procedures, policies, or interpretation of RBAs. 
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PART TWO—SUBMITTING, PROCESSING, AND PAYING 

 
 

I.          PREPARING AND SUBMITTING NOMINATIONS 
 

A. Indicating the Availability of a Referral Bonus.  FSIS indicates the  
availability of a referral bonus for a position in the vacancy announcement of the position. 
If a hiring official wishes to offer a referral bonus for a position, the official will notify their 
servicing human resources specialist before the position is announced. 
 

B. Naming a Referring Employee.  The referred individual must name the  
referring employee during the application process.  FSIS automated staffing systems 
contain a question for the referred individual to indicate who referred them. 

 
C. Tracking a Referral.  When a referral is made, HRO tracks the referral to  

ensure that the referred individual completes 1 year of continuous employment with FSIS 
and the performance is satisfactory. 
 

D. Recommending and Submitting a Referral Bonus Award Nomination.   
 

1. The recommending official for an RBA is the supervisor or manager  
of the referred individual.  
 

2. Once the referred individual completes 1 year of continuous service  
with FSIS and either performs at a satisfactory level or receives a performance rating of 
fully successful or better in a position for which a referral bonus was indicated in a 
vacancy announcement, HRO will notify the recommending official to prepare a Form AD-
287-2, Recommendation and Approval of Awards (see Attachment 1).   
 

3. HRO will obtain the top page of the referred individual’s performance  
appraisal showing a rating of fully successful or better, or documentation demonstrating 
satisfactory performance.  If a performance appraisal is unavailable, the supervisor of the 
referred individual’s supervisor must indicate in writing that the referred individual’s 
performance has been satisfactory. 
 

4. The recommending official will prepare, sign, and submit Form  
AD-287-2 to HRO.  When preparing the form, the recommending official should indicate in 
block 11 that it is an RBA, and the referred individual should be named.  In block 12, 
“Other” should be checked. 
 

E. Maintaining Confidentiality.  The recommending official will not inform  
the referring employee of the award nomination until it is officially approved.  All involved 
in the process will consider the award documentation privileged information, and until the 
award is presented, they should make the information available only on a need-to-know 
basis.
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II.          OBTAINING APPROVALS 
 

A. Approving Official.  The approving official for an RBA is the Chief, SSBAB. 
The approving official determines if the recommended award is appropriate and approves 
the award by signing and dating Form AD-287-2.  The approving official then prepares 
and signs FSIS Form 4451-14, Referral Bonus Award (see Attachment 2). 
 

B. Disapproval.  If the approving official does not approve the RBA 
nomination, they must document and inform the recommending official of the reason(s) 
for disapproval. 
 
III.         PAYMENT AND PROCESSING OF REFERRAL BONUS 

AWARDS 
 

A. HRO processes approved requests for RBAs.  The recipient of the award 
receives the award amount via direct deposit.   
 

B. The total amount of the award ($1000) is before taxes are removed.  The 
recipient receives a net amount (the award minus taxes). 
 
IV.        AWARD PRESENTATION 
 
The recipient of the RBA will be presented with the award, an approved Form AD-287-2, 
and a signed FSIS Form 4451-14 soon after processing.  Delaying the presentation of the 
award may result in the employee receiving the award in their account before notification. 
  
V.        INTERNAL CONTROLS AND REPORTING 
 
HRP monitors the use of the RBA and ensures that approved actions are according to 
established policy.  HRP also provides reports as requested by USDA and FSIS 
administration. 
 
VI.        ERRONEOUS PAYMENTS 
 
If RBAs are paid erroneously, the Agency will follow the procedures outlined in FSIS 
Directive 3730.2, Waiver of Claims Against Employees Arising from Erroneous Payments 
of Pay and Allowances.  
 
VII.     ADDITIONAL INFORMATION 
 
For additional information, contact HRP at (202) 720-4827. 
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SAMPLE FORM AD-287-2, RECOMMENDATION & APPROVAL OF 

AWARDS 
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SAMPLE FORM 4451-14, REFERRAL BONUS AWARD 
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