February 1, 2016
                        

[bookmark: _GoBack]SUBJECT:       Salary Projection Instructions for the FY 2017 ARMP Process

            TO:      Michael Wiggett, Director, NCRBSC
                        Willis Collie, Director, EBSC
                        Jeffrey Van Houten, Director, WBSC
                        
      FROM:      Sherri Carroll, Deputy Director
                        Financial Management and Agreements Division


The following guidance for salary projections is provided for the FY 2017 ARMP process:

1.  Assume that the combined general pay cost and the locality pay increase will be 1.6 percent, effective the first full pay period in January 2017 (Pay Period 01, beginning January 8, 2017) for all positions except WG/WS positions and special pay categories.  For WG/WS positions, assume a combined annual pay cost and locality pay increase of 1.6 percent, but the effective date of the increase will vary on a geographic basis.  

2.   The use of the Salary Management System (SAMS) for projection of salary costs is mandatory in FY 2017.  

3.   In accordance with the ARMS Manual, all encumbered and vacant positions will be projected on a full-year basis according to their full-year FTE effort, except those positions listed in Appendix 2, "Exceptions to Full-Year Position Funding."  Please note that Exception 12 on this list refers to *known retirements only* and does not apply to positions where you think the incumbent will leave or retire.  Be sure to budget lump sum leave with the salary for "Exception 12" positions.  Ensure that the Payroll Detail Listing used for the projection is for the full FTE hours of the position.

4.   All permanent full-time and part-time vacancies and those temporary vacancies which are eligible for FERS will be budgeted at a Step 2 for the grade plus a benefit rate of 37 percent for Old Age, Survivors and Disability Insurance (OASDI), Retirement, Health Insurance Tax (HIT), Thrift Savings Plan, and Health/Life Insurance.  

5.   Temporary vacancies not eligible for FERS will be budgeted at the Step 2 for the grade plus a benefit rate of 8 percent (7.65% rounded) for OASDI and HIT.

6.   The following guidance is provided for determining Within Grade Increases (WGI) for GM employees:

      a.   GM employees will be eligible to earn WGI’s.  The amount of the step increase will be the same as it is for the GS employee at the same grade.  If the GS chart shows a step to be worth $1,700, a GM employee gets that amount added to his/her rate of pay (for most employees, this is an off-step rate).  If the employee is between a step 9 and 10 they will receive a partial step increase to the step 10 when the time is appropriate.
     
      b.   The waiting period for a step increase begins with the last merit increase.

      c.   The length of the waiting period depends on where the employee's rate of pay falls on the pay scale for the grade.  If the employee's rate is in the lower third of the range (steps 1 to 4), the waiting period is 52 weeks; for those in the middle of the range (from steps 4 to 7), the waiting period is 104 weeks; and for those in the top range (from steps 7 to 10), the waiting period is 156 weeks.

7.   Unit managers are encouraged to assess the potential for payment of relocation and recruitment incentives for each known vacancy and any potential vacancy that may occur during the fiscal year, and budget an appropriate amount.  Include this amount with the Premium Pay or Travel estimate, as applicable, to be entered into the automated ARMP system.

8.   When using the most current Payroll Detail Listing (PDL), please ensure that it reflects the full contribution amounts for the Health Insurance Tax (HIT), object class 1213; the OASDI Contributions (FERS), object class 1269 and the TSP Government Matching Contribution, object class 1275.  For a high-salaried employee, often the employee has contributed the maximum amount at an earlier point and the contributions are either at a reduced rate or no longer reflected on the PDL.

The above information will also be included as an attachment to the official ARMP guidance.  Please contact Kim Parks on 301-504-1300 if you have any questions.
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