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MARINE CORPS BASE ORDER 12530.1

From Commandi ng  Cener al
To: Distribution List

Subj : Determning Rate of Basic Pay for Gvil Service Enployees

Ref : (a) FPM 531 (NOTAL)
(b) CPI 531.2 (NOTAL)
(c) FPM sSuPP 532-1 (NOTAL)
(d) CPI 532-S8 (NOTAL)
(e) FPM SUPP 990-1 (NOTAL)
(f) FPM 338, Subchapter 6 (NOTAL)

Encl : (1) Definitions

(2) Procedures for Fixing Rates of Pay
1.  Purpose. To set forth policy and procedures for determ ning
rates of pay which wll support this Conmmand' s objectives for

attracting and retaining persons with the highest quality of
available skills, while conplying with regulations in references
(a) through (f).

2. I nfornati on

a. This Oder pertains to all Wage G ade enployees and all
Ceneral Schedul e enployees not covered under the Mrit Pay System
who are enployed in activities serviced by the CGvilian Personnel
Di vi si on.

b. Encl osure (1) provides key definitions which are
necessary for interpreting this Oder.

c, Rates of pay will be determned by the procedures set
forth in enclosure (2).

Acti on. The Director, Gvilian Personnel D vision wll
ensure e that rates of pay are set in accordance with references

(a) through (f) and the provisions OZ ty Order
DAVID' J /CASSADY

Chief ofl Staff

DI STRI BUTI ON: A/C
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DEFI NI TI ONS

1. Accessi on. An action which results in an individual being
enpl oyed by an organization serviced by the Gdvilian Personnel
D vision, Marine Corps Developnent and Education Command,
Quantico, Virginia.

2. Activity. An organization serviced by the Gvilian Personnel
Di vi sion.

3. JAlgency. The Departnent of the Navy and other Federal
establishments of equal or higher status (Departnent of the Arny,

Department of Labor, Justice Departnent, etc.).

4. Change to Lower Gade. Change of an enployee, while
continuously enployed, from

a. One Ceneral Schedule grade to a |lower GCeneral Schedule
grade with or wthout a reduction in pay.

b. A higher rate paid under authority other than for GCeneral
Schedul e enployees to a lower rate within a Ceneral Schedule.

c. One grade to a |lower grade under the sane type wage
schedule, whether in the same or different wage areas.

d. A job or grade under a wage schedule to a job or grade
with a lower representative rate under a different wage schedule.

e. A job or grade paid under the GCeneral Schedule or other
pay systenms to a job or grade with a lower representative rate
under a wage schedul e.

5. Hi ghest Previous Rate. The highest rate of basic pay
previously paid to a person while enployed in a position in a
branch of the Federal Governnent (executive, |legislative, or
judicial), a mxed-ownership corporation, or the Covernnent of
the District of Colunbia regardl ess of whether or not the
position was subject to the pay schedules of the General Schedule
or to a wage systens schedul e. (For General Schedule, rate neans
grade and step, not salary.)

6. Last Earned Rate. The last grade level and step increnent
attained by a person during his nost recent enploynment in the
Federal service exclusive of a tenporary pronotion to a higher
gr ade.

7. New Appointnent. The first appointnment, regardless of
tenure, as an enployee of the Federal government or the
government of the District of Colunbia.

ENCLOSURE (1)
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8. Pronotion. Change of an enployee, while continuously
enpl oyed, from

a. One Ceneral Schedule grade to a higher GCeneral Schedule
gr ade.

bh. A lower rate paid under authority other than for GCeneral

Schedul e enployees to a higher rate within a General Schedul e
gr ade.

c. One grade to a higher grade under the sanme type of wage
schedul e, whether in the sane or different wage areas.

d. A job or grade paid under the GCeneral Schedule or other
statutory pay schedule to a job or grade with a higher
representative rate under a wage schedule.

9.  Conversi on. Change or novenent of an enployee from one
appol ntnment to another appointnent under either the sane or a
different authority, in the same agency without a break in
servi ce.

10. Rate of Basic Pay (for pay retention purposes). The rate of
pay before any deductions and exclusive of additional pay of any
kind (such as night or environnental differentials).

11. Reassi gnnent . Change of an enployee from one position to
another while serving continuously in the sane agency w thout
pronotion or change to |ower grade.

12. Reenpl oynent . An enploynent, including reinstatenent or
anot her type of appointnent, after a break in Federal Service of
at least one full workday.

13. Representati ve Rate. A rate used to determne the nature of
the job change (pronotion, change to |ower grade, or reassign-
ment) where different kinds of pay schedules are involved. The
representative rate is the established rate on a single rate
schedule, the second step on five-rate schedule, and the fourth
step on the GCeneral Schedule.

14. Transfer. Change of an enployee, wthout a break in service
of one full workday, from one branch of the Federal Governnent
(executive, legislative, or judicial) to another or from one

agency to another.

ENCLOSURE (1)
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PROCCEDURES FOR FI XI NG RATES OF PAY
1. New Appoi ntment Acti ons. The rate of conpensation for a new

appointee wll be fixed at the mninmum step of the grade to which
appointed with the follow ng exceptions:

a. Superior Qualifications Appointnents. The Director,
Gvilian Personnel Division, (DCPD) nay approve a rate of
conpensation above the mninmum step of a position at the GS 11 or
above level based on the superior qualifications of the

i ndi vi dual . Justification for the advanced rate wll be based on
gui dance provided by reference (f) and forwarded to the Cvilian
Personnel Division prior to appointnent. No provisions have been

made for adjusting the pay under this authority once the enployee
enters on duty.

b. Special Qualifications Appointnents. The DCPD or his
desi gnee may approve new appointnents for wage grade jobs at the
second step of the appropriate grade in recognition of special
qgual i ficati ons. Docunentation nust be forwarded to the Cvilian
Personnel Division prior to the appointnent, since retroactive
adj ustnents cannot be mnmade once the enployee enters on duty.

2. Position or Appointnment Changes

a. Ceneral. When an enployee noves into a position by any
means other than new appointrment (i.e., conversion, change to
| oner grade, pronotion, reassignnent, reenploynent or transfer),
an enployee nmay be paid at any rate of his/her grade which does
not exceed the enployee's highest previous rate; if this rate
falls between two rates of the offered job, the enployee nay be
given the higher step, not to exceed the maximum rate of the
gr ade.

b. Navy Policy. Departnent of the Navy (DON) policy on the
use of highest previous rate for position or appointnent changes
prohibits use of a step above the mninum step required by |aw or
regulation unless it is in the interest of the CGovernment. In no
case wWll there be an "automatic" placenent in the highest rate
per m ssi bl e.

c. Use of H ghest Previous Rate. In consonance with DON
policy, when an enployee eligible for highest previous rate noves
into or within a CPD serviced activity by conversion, change to
| ower grade, pronotion, reassignnent, reenploynent or transfer,
the cognizant managenent or supervisory official wll be asked by
the cognizant staffing specialist to review the rate to be set in
light of the needs of the activity, assessment of the quality of
experience gained by the enployee during the period affording the
hi ghest previous rate; equity anong enployees; and availability
of funds. In those instances where the manager or supervisory

ENCLCSURE  ( 2)
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official decides to apply the highest previous rate, the official
will advise the servicing staffing specialist of the rate at
which to fix the enployee's salary prior to the effective date of
the position or appointnent change. Retroactive adjustnents are
generally prohibited by regulations. In the event it is
determned that an enployee is eligible for highest previous rate
and the manager wishes to set salary at a rate beyond the m ninum
step of the grade, but the exact rate cannot properly be
determned prior to appointment, the staffing specialist wll set
pay at the mninmum rate of the grade and w |l annotate under
"Remarks" on the Notification of Personnel Action, Standard Form
50, that "Pay rate shown is subject to upward retroactive

adj ustnment upon verification or prior service."

d. Conput ati on of H ghest Previous Rate. The hi ghest
previous rate is based on a regular tour of duty at that rate
under an appointnent not limted to 90 days or less, or for a
continuous period of not less than 90 days under one or nore
appoi ntnents without a break in service. The actual dollar value
of the previous grade and rate nust be adjusted to the grade and
rate of the current GS or appropriate wage schedul e. Wthin the
DON, an enployee's highest previous rate will not be based on a
rate received under a tenporary pronotion of 90 days or |ess.

e. Pronmotion Actions

(1) Pronotion from one GCeneral Schedule position to a
hi gher |evel GCeneral Schedule position. The enpl oyee wll
receive at least the equivalent of two step increases of the
grade from which pronoted, not to exceed the maxinmum rate of the
grade to which pronoted.

(2) Promotion from a General Schedule position to a wage
grade position with a higher representative rate. The enpl oyee
will receive the |owest scheduled rate of the grade to which
pronmoted that exceeds the existing scheduled rate of pay by at
| east four percent of the representative rate of the GCeneral

Schedul e grade from which promoted. (If there is no rate of pay
in the grade to which the enployee is promted which neets this
requirenent, the enployee wll be paid the maxi mum scheduled rate

of the grade to which pronoted or the enployee's existing.
scheduled rate of pay, if that is higher = retained pay, If
applicable.)

(3) Pronotion from one wage grade position to a higher
| evel wage grade position. The enployee wll receive the | owest
scheduled rate of pay of the grade to which pronoted that exceeds
the existing scheduled rate of pay by at |east four percent of
the representative rate of the grade from which pronoted.
there is no rate of pay in the grade to which the enployee is
pronmoted which neets this requirenment, the enployee wll be paid
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the maxi num scheduled rate of the grade to which pronoted or the
enpl oyee's existing scheduled rate of pay if that rate is
higher = retained pay, if applicable.)

f. Tenporary Pronotion Actions. The enployee wll have a
rate of conpensation fixed in accordance with applicable
pronotion action procedures as specified above. Upon termnation
of a tenporary pronotion, the rate of conpensation wll be fixed
at that rate to which the enployee would have progressed by means
of within grade increases/pay adjustnents in the pernanent
position had the tenporary pronotion not occurred.

g. Change to Lower Gade Actions

(1) Involuntary change to |lower grade as a result of
disciplinary or wunacceptable performance. Conpensation wll be
fixed at the mnimum rate of the grade to which the enployee is
reduced.

(2) Involuntary change to lower grade as a result of non-
disciplinary adverse action and not for wunacceptable perfornance.
If otherwise eligible, grade and/or pay retention provisions wll
be appli ed.

(3) Voluntary change to |ower grade. Conpensation wl]l
be fixed at a step in the new grade which protects the |ast
earned pernmanent rate. If the rate falls between two steps, the

enpl oyee will be placed at the higher step.

h. Reassignnent Actions. The rate of conpensation wll be
fixed at a step which protects the l|last earned pernanent rate.

1. Conversion Action. If the conversion is to a higher
graded position, the normal pronmotion rules wll apply. H ghest

previous rate may also be used if determned appropriate by
managenent and if it would result in greater benefit to the

enpl oyee. G herwise, the rate of conpensation will be fixed at
the mnimum rate of the grade to which the enployee is converted.

3. Simultaneous Actions. If the enployee is entitled to two pay
benefits at the sane tinme, DCPD will process the changes in the
order which gives the enployee the maxi mum benefit.

ENCLOSURE  ( 2)



