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FROM THE AMERICAN PEOPLE






Retention Incentive Service Agreement

	The employee must complete a service requirement in most cases when a retention incentive is paid.  A service agreement is required if USAID pays the incentive using one or more of the methods of payment specified in Section 6 of the form. The B/IO determines the service period duration under a retention incentive service agreement. Refer to ADS 467, Federal Employees Pay Authorities and Flexibilities for instructions on retention incentive service agreements. The Recommending Official completes this form and obtains the employee’s signature on the last page of the form.

	1. Name of Employee (First, M.I., Last):

     

	2. Home Address:

	(Street Address)

     
	(City, State, Zip Code)

     

	3. Effective Date of Appointment
     
	4. Termination Date of Agreement

     
	5. Amount of Incentive

     

	6. Method of Payment:

 FORMCHECKBOX 

A single lump-sum payment after completion of the full service period;

 FORMCHECKBOX 

In installments after the completion of periods of service (except when the incentive is paid in biweekly installments at the full retention incentive percentage rate established for the employee);

 FORMCHECKBOX 

In all cases where the 25 percent cap (or 10 percent for groups of employees) has been waived, no matter how payment is made; and

 FORMCHECKBOX 

In all cases when an employee is likely to leave for a different position in the Federal service.

 

	I understand and agree that:

1. I will remain in the service of the U.S. Agency for International Development (USAID) for a period of      * beginning with the effective date of my appointment, unless separated for reasons beyond my control and acceptable to USAID.

2. USAID may unilaterally terminate a retention incentive under a service agreement based on the management needs of the Agency; for example, when the employee's position is affected by a reduction in force; when there are insufficient funds to continue the incentive payments; when the employee is assigned to a different position; when a closure or relocation is cancelled or no longer affects the employee’s position; or when conditions no longer warrant payment at the level originally approved or at all.
3. If I am demoted or separated for cause, for unacceptable performance or conduct, receive a rating of less than “Fully Successful” or equivalent, or fail to fulfill the terms of this agreement before completion of the required period of service, I will repay to USAID any portion of the incentive attributable to uncompleted service.

4. The amount to be repaid shall be determined by providing credit for each full month of employment completed under this agreement.   I understand that the amount owed is recoverable from me as a debt due the United States Government.



	Include any other additional information; for example, employee's work schedule, position and duties, and the extent to which periods of time on detail, in a non-pay status, or in a paid leave status are creditable toward completion of the service period.

     

	Signature of Employee
	Date Signed

     


Distribution of Copies AID Form 467-7:

Original – e-Official Personnel Folder (e-OPF)
One Copy – Employee

One Copy – HCTM Records
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